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1. Introduction

KeyNavigator's Loan Management module provides you with the ability to manage
and view information on your commercial loans 24 hours a day.

2. Commercial Loan Statements

Commercial Loan Statements are only drawn on the obligor level. Only current
obligations generate Commercial Loan Statements.

Commercial Loan Statements can generally be viewed one to two business days
after they are cut. Statements can be viewed online at any time. Commercial Loan
Statements are available on KeyNavigator for a rolling 13 months.

To View your Commercial Loan Statement:

1. Under the Payables section of KeyNavigator, select Loan Management.

2. Select Commercial Loan Statements from the Loan Management page.

E’ Logout

¢ Administration

@ Support

KeyNavigator™ | KeyBankOT % Message Center

Dashboard Reporting & Research Payables Receivables File Services Card Services. Specialized Services

Loan Management

Loan Management Times

Commercial Loan Statements

Loan ion Processing Time Cutoff Time: 7:00 AM - 7-00 PM ET
Draw on a Line of Credit

Loan Transaction Release Unavailable Between: 7:00 PM - 7:00 AMET
Pay Down on a Line of Credit

Payment to a Term Loan

Loan Transfer History Report

v v v v vl v

Loan Inquiry

3. Select the account for which you would like to view a statement.

4. Select Next to view a list of statements for the account selected, or select
Cancel to return to the Loan Management main page.

5. Alist of statements will be displayed. Click on the statement that you wish to view
or select Cancel to return to the Loan Management main page.

6. Your commercial loan statement will be displayed.
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3. Advance Funds from a Line of Credit

Funds can be drawn from a line of credit from 7:00 a.m. to 7:00 p.m. ET on business
days.

To Draw on a Line of Credit:

1. Select Draw on a Line of Credit from the Loan Management page.

KeyNavigator' | KeyBankO-n % Message Center @ Support

£} Administration | (# Logout

Dashboard Reporting & Research Payables Receivables File Services Card Services Specialized Services

Loan Management

Commercial Loan Statements Loan Management Times

Loan Transaction Processing Time Cutoff Time: 7:00 AM - T:00 PM ET
Draw on a Line of Credit
Loan Transaction Release Unavailable Between:  7:00 PM - 7:00 AM ET

Pay Down on a Line of Credit

Payment to a Term Lean

Loan Transfer History Report

v v v vl v v

Loan Inquiry

2. Utilize the dropdown menus to select the loan account number to transfer funds
From. Select the checking account number to transfer funds To.

3. Select Next to proceed with transferring funds from your line of credit to your
checking account; or select Cancel to return to the Loan Management main

page.

4. The next screen will provide you with your current balance as well as the amount
of credit available. Enter the amount that you wish to transfer.

5. Select Next to proceed with transferring funds; click Edit to return to the previous
screen to change either of the account numbers; or select Cancel to return to the
Loan Management main page.

6. Review the information provided on the Draw on a Line of Credit Approval
page. Select Accept to transfer the funds; select Edit to return to the previous
screen to change the amount of the transfer, or select Cancel to return to the

Loan Management main page.
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7. You will receive a confirmation screen. Select Main Page to return to the Loan
Management main page or select Create Another Transaction to return to the

account selection screen to transfer additional funds.

NOTE: Funds are immediately available upon the completion of a successful
transaction.

KeyNavigator™ | KeyBank O % Message Center

@cuq‘#""' ation (® Logout

Dashboard Reparting &

Draw oh a Line of Credit Confirmation

Use Browwser to Print Confirmation

Transfer From Loan Account: 1234567390-12345672890 Main Line
Transfer To Checking Account: 0000001 Fire Department
Transfer Amount: $5,000.00
User Hame: Test User

Date and Time Entered: Jan 02, 208K 2:46 PMET

main page create another transaction

4. Pay Down a Line of Credit

Payments to a line of credit can be made from 7:00 a.m. to 7:00 p.m. ET on
business days.

To Make Payments on aLine of Credit:

1. Select Pay Down on a Line of Credit from the Loan Management main page.

(® Logout

@ Support

£F Administration

KeyNavigator™ | KeyBankO'ﬁ =% Message Center

Dashboard Reporting & Research Payables Receivables File Services Card Services Specialized Services

Loan Management

Loan Management Times

Commercial Loan Statements >

Loan Transaction Processing Time Cutoff Time: 7:00 AM - 7:00 PMET
Draw on a Line of Credit >

Loan ion Release ilable Between:  7:00 PM - 7:00 AM ET
Pay Down on a Line of Credit >
Payment to a Term Loan >
Loan Transfer History Report >
Loan Inquiry >

2. Utilize the dropdown menus to select the checking account number to transfer
funds From. Select the loan account number to transfer funds To.

3. Select Next to proceed with making a payment from your checking account to
your loan account, or select Cancel to return to the Loan Management main

page.
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4. The next screen will provide you with your current balances as well as the
amount of principle and interest due on your loan. Enter the amount that you
wish to pay toward the principle and the amount you wish to pay toward the
interest due on your loan.

5. Select Next to proceed with making a payment, select Edit to return to the
previous screen to change either of the account numbers, or click Cancel to

return to the Loan Management main page.

KeyNavigator" | KeyBankQ-n a Message Center @ Support ‘ 'n' Administration ‘ = Logout

Dashboard Reporting & Res Yayables Receivables

Pay Down a Line of Credit - Payment Amount

The Interest and Fee Payment Amourt will be applied per the terms of the commercial loan agresment.
To make other arrangemerts, please contact your Relationship Manager.

Payoffs cannat be macds via this moduls.
If you would ke to payoff the entire amount of this loan, please contact your Relstionship Manager .

Transfer From Checking Account: 000000001 Fire Department
Transfer To Loan Account: 1234567590-1234567530 Main Line

cl ing i $15,000.00
Principal Balance: $100,000.00

Principal Due: $40,000.00

Interest and Fees Due: §2000.00

Total Loan Payment Due: $42 000.00

Current Due Date: Jan 02, 20K%

Principal Payment: 000,00

Interest and Fees Payment: 2000.00

6. Review the information provided.

7. Select Accept to continue making a payment. Select Edit to return to the
previous screen to change the amount of the payment, or select Cancel to return
to the Loan Management main page.
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8. You will receive a confirmation screen. Select Main Page to return to the Loan
Management main page or select Create Another Transaction to return to the
account selection screen to make additional payments.

KeyNavigator® | KeyBankQ-n' % Message Center @ Support ‘ £¥ Administration | (# Logout

Dashboard Reporting & arch ‘ayables Receivables Services Card Services Specialized Services

Pay Down a Line of Credit Confirmation

The interest and fee payments will not be reflected urtil the nest business day.

Lze Brovwser to Print Confirmation

Transfer From Checking Account: 000000001 Fire Depattment
Transfer To Loan Account: 1234367590-1234567590 Main Line
Principal Payment: §5000.00
Interest and Fees Payment: §2,000.00
Total Payment: §7,000.00
User Hame: Test Uszer

Date and Time Entered: Jan 02, 20XX, 2:46 PMET

Mm&in pacge create ancther transaction

NOTE: Payments made to the principal on a line of credit will be reflected
immediately; however, interest and fee payments on a line of credit will not
be reflected on KeyNavigator until the next business day.

5. Make a Payment to a Term Loan

Payments to term loans can be made from 7:00 a.m. to 7:00 p.m. ET on business
days.

To Make a Payment on a Term Loan:

1. Select Payment to a Term Loan from the Loan Management main page.

KeyNavigator' | Ke'yBankO'n 2% Message Center @ Support

£} Administration | (# Logout

Dashboard Reporting & Research Payables Receivables File Services Card Services Specialized Services

Loan Management

Commercial Loan Statements > Loan Management Times

Loan Transaction Processing Time Cutoff Time: | 7:00 AM - 7:00 PM ET
Draw on & Line of Credit >

Loan Transaction Release Unavailable Between: 7:00 PM - 7:00 AM ET
Pay Down on a Line of Credit >
Payment to a Term Lean >
Loan Transfer History Report >
Loan Inquiry >
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2. Utilize the dropdown menus to select the checking account number to transfer
funds From. Select the loan account number to transfer funds To.

3. Select Next to proceed with making a payment from your checking account to
your loan account; or select Cancel to return to the Loan Management main
page.

4. The next screen will provide you with your current balances as well as the
principle, interest, fees, and escrow amounts due on your loan. Enter the amount
that you wish to pay toward your loan.

5. Select Next to proceed with making a payment, select Edit to return to the
previous screen to change either of the account numbers, or select Cancel to
return to the Loan Management main page.

KeyNavigator" | KeyBankQ-n ¥ Message Center @ Support ‘ 'ﬁ' Administration (= Logout
Dashboard Reporting & Specialized 5
Payment to a Term Loan - Payment Amount
Payment Smourt will be spplied per the terms of the commercial losn sgresment.
To make other arrangements, please contact your Relstionship Manager.
Payoffs cannot be made via this moduls.
To oktain loan payoff informstion, plesse contact Commercial and Buziness Banking Center Internet Group at 1-
800-539-9039,
It you would like to payvoff this loan, please contact your Relationship Manager.
Transfer From Checking Account: 000000000000001 Fire Depatrtment
Transfer To Loan Account; 1234367390-1234567590 Main Line
cl g $50,000.00
Principal Balance: $21 620,00
Principal Payment Due: §1,500.00
Interest Payment Due: §120.00
Fee Payment Due: §500.00
Escrow Payment Due: §500.00
Total Payment Due: §2 62000
Current Due Date: Jan 02, 200K
Payment Amount: 357 p
cancel et
6. Review the information provided.
7. Select Accept to continue making a payment, select Edit to return to the

previous screen to change the amount of the payment, or select Cancel to return

to the Loan Management main page.
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8. You will receive a confirmation screen. Select Main Page to return to the Loan
Management main page or select Create Another Transaction to return to the
account selection screen to make additional payments on your term loan(s).

NOTE: Term loan transactions performed on KeyNavigator will not be
reflected on KeyNavigator until the next business day.

KeyNavigator” | KeyBank‘f}-n' % Message Center

@ Support ‘ 'a' Administration = Logout

Dashboard Feparting & Research Payables Receivables Serices Card Senices Specialized &

Payment to a Term Loan Confirmation
This iz MOT & payoff of the loan.
The payment amount wil not be reflected urtil the nest business day.

Use Browvser to Print Confirmation

Transfer From Checking Account: 0000000000000 Fire Departmert
Transfer To Loan Account: 1234567530-1234567390 Main Line
Payment Amount: $300.00
User Hame: Test User
Date and Time Entered: Jan 02, 20X 2:46 PM ET

main page creste another transaction

6. View a Loan Transfer History Report
To View your Report Containing Loan Transfer History:

1. Select Loan Transfer History Report from the Loan Management main page.

KeyNavigator™ | KeyBankoT % Message Center @ Suppart ﬁ Administration | (% Logout

Dashboard Reporting & Research Payables Recalvables Flie Services Card Services Speclalized Senices

Loan Management

Commuercial Loan Statements » Loan Management Times

Loan Transaction Processing Time Cutoff Time:  7:00 AM - 7:00 PM ET
Draw on a Line of Credit >

Loan Transaction Release Unavailable Between: TO0OPM-TDDAMET
Pay Down ¢n a Line of Creait >
Payment 1o a Term Loan >
Loan Transfer History Report »
Loan Inguiry >

2. You will be presented with a report that contains the transactions performed via
KeyNavigator during the past 45 days, including the status, account numbers
involved in the transaction, the amount transferred, the date and time of the
transaction, as well as the user that performed the transfer.

NOTE: Only transactions performed on KeyNavigator will be displayed on the
Loan Transfer History Report.
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To Filter the Report:

1. Select Filter from the Loan Transfer History Report.

KeyNavigator“ | KeyBankG—:r a Message Center @ Support ‘ 'a' Administration = Logout

Dashboard Reporting & 2arch Payables Receivables Senices Card Services Specialized 3

Loan Transfer History Report

Intormation i available tor the past 45 calendar days.

unfitter dovvnload Today's Date: Jan 02, 204X 2:46 PM EST
Transaction Type Status To Account From Account Amount Date/Time Entered User
Transferred Hame
Drawy an a Line of SUCCESSFUL LOC ACCOUNT DEMO D&, DEMO 000000007 5,000.00 Jan 02, 20060 2:45 PM ET BOB
Credit 0oooo00o0t GIVEMS
Payment on a Term ERROR D& DEMC 000000001 COMWVERCIAL TERM LOAR ACCOUNT ACCOUNT DEMO 420.00 Jan 02, 20XX 2:46 PM ET MED
Loan Q00000001 SPIELMAN
Payment on a Line of SUCCESSFUL LOC ACCOUNT DEMO D04, DEMC 000000001 5,000.00 Jan 02, 20060 2:45 PM ET BOB
Credit 000000001 GIVENS

main page

2. Utilize the dropdown menus to select the type of transaction (either debits,
credits, or both), the account that the transfer was made from, and/or the account
that the transfer was made to.

3. Enter the amount that was transferred out and/or the amount that was
transferred in.

4. Utilize the dropdown menus to select a specific date or a date range.

5. Utilize the dropdown menu to select a user that performed the transaction(s).

6. Select Download to download a report that is filtered according to the
parameters that you selected, or select View to view the filtered report, or select

Cancel to return to the loan transfer history report.

7. To return to the original listing, select Unfilter.

©2017 KeyCorp. KeyBank is Member FDIC. 170901- 285156 10



KeyBank O—=x

To Download the Report:

Loan Management User Guide

1. Select Download from the Loan Transfer History Report.
KeyNavigator‘| KeyBank ©-x

a Message Center

@ Support ‘ ‘a' Administration

= Logout

Loan Transfer History Report

Intormation i available tor the past 45 calendar days.

Todzy's Date: Jan 02, 200 2:46 PM EST

fitter unfiter

Transaction Type Status To Account From Account Amount

Transferred

Date/Time Entered User

Hame

Draw on & Line of

2. Additional

SUCCESSFUL LOC ACCOUNT DEMO DDa DEMC 0000000071 5,000.00 Jan 02, 20X 2:46 PM ET BOB
Credit 000000001 GIWVENS
Payment on & Term ERROR DCA DEMC 000000001 COMMERCIAL TERM LOAN ACCOUNT ACCOUNT DEMO 420,00 Jan 02, 200X 2:46 PM ET MED
Loan aaooo00ot SPIELMAN
Payment on & Line of SUCCESSFUL LOC ACCOUNT DEMO o0& DEMC 000000001 5,000.00 Jan 02, 20X 2:46 PM ET BOB
Credit 000000001 GIVEMS
To View Additional Details Regarding a Specific Transfer:
1. Click on the transaction.
KeyNavigator- | KeyBank O—x % Message Center | @ Support ‘ £¥ Administration | (= Logout

Loan Transfer History Report

Information iz svailable for the past 45 calendar days.

fitter unfitter dovenloaed Today's Date: Jan 02, 200 2:46 PM EST
Transaction Type Status To Account From Account Amount Date/Time Entered User
Transferred Hame
SUCCESSFUL LOC ACCOUMT DEMO DDA DEMO 000000001 5,000.00 Jan 02, 20XX 2:45 PMET BOB
000000001 GIVENS
Payment on & Term ERROR DDA DEMC 000000001 COMMERCIAL TERM LOAN ACCOUNT ACCOUNT DEMO 420.00 Jan 02, 20XX 2:46 PM ET MED
Loan 000000001 SPIELMAR
Payment onaline of  SUCCESSFUL LOC ACCOUNT DEMO DDA DEMC 000000001 5,000.00 Jan 02, 20XX 2:46 PMET BOB
Credit 000000001 GIVENS

detail will be displayed.
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3. Select Returnto go back to the Loan Transfer History Report.

KeyNavigator™ | KeyBankO-n =% Message Center @ Support ‘ L+ Administration | (# Logout

Dashboard Reporting & rch Payables Bs ile Services Card Senices Specialized =

Pay Down a Line of Credit Transaction Detail

Transfer From Checking Account: DDA DEMC 000000001
Transfer To Loan Account: LOC ACCOUNT DEMO 000000001
Principal Payment: $4 500.00
Interest and Fees Payment: §500.00
Total Payment: $5,000.00
User Hame: BOB GIVENS
Date and Time Entered: Jan 02, 200X 246 PMET

return

7. Perform a Loan Inquiry

To view details regarding loans that you have access to on KeyNavigator, including
information on the balance, available credit, and amount due:

1. Select Loan Inquiry from the Loan Management main page.

KeyNavigator™ | KevBankO'ﬂ 2% Message Center

@ Support

£} administration | (# Logout

Dashboard Reporting & Research Payables Receivables File Services Card Services Specialized Services

Loan Management

Commercial Loan Statements > Loan Management Times

Loan Transaction Processing Time Cutoff Time: 7:00 AM - T:00 PM ET

Draw on a Line of Credit >
Loan Transaction Release Unavailable Between:  7:00 PM - 7:00 AM ET
Pay Down on a Line of Credit >
Payment to a Term Loan >
Loan Transfer History Report >

I Loan Inquiry > I

2. Alist of your loans will be displayed, along with the obligor and obligation
numbers, obligation type, principal balance, line of credit available, total amount
due, and the maturity date.
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To Filter the Report:

1. Select Filter from the Loan Inquiry Report.

KeyNa\figator" | KeyBanko-ﬂ ! Message Center @ Support | 'm' Administration (= Logout

Dashboard Reparting & Research Payables Receivables File Senices es Specialized Services

Lean Inquiry
unfitter dovwnload Today's Date: Jan 02, 20XX 2:46 PM EST
Obligor Humber Obligation Humber Obligation Type Principal Balance Line of Credit Availability Total Amount Due Maturity Date
012345676300 01234567 Line of Crecit 200,960 .42 50,000.00 1,000.00 Jan 01, 20KX
112233445566 11223344 Term Loan 13884122 42,000.00 120,00 Feb 02, 20X

main page

2. Utilize the dropdown menus to select the obligor and obligation numbers and
obligation type.

KeyNavigator“ | KeyBankQ'n a Message Center

= Logout

@ Support ‘ 'ﬁ Administration

Dashboard Reporting & Research Payables Receivables § CES Card Senices Specialized Sewvices

Loan Inquiry Report Filters

Obligor Humber: § ., -
Obligation Humber: § », v
Obligation Type: | 4 v

Principal Balance From: |
Principal Balance To: | qp
Line of Credit Availability From: | g
Line of Credit Avallability To: |4 g
Total Amount Due From: |5 gp
Total Amount Due To: |4 g

Maturity Date From: | jon | 2« || 2088 =

Maturity Date To: | jon » || 2w || 208 »

cancel dovenload view

3. Enter the amount of the principal balance or a balance range.

4. Enter the amount of the line of credit available or an available credit range.

5. Enter the total amount due or a range.

6. Enter the maturity date or a date range.

7. Select Download to download a report that is filtered according to the
parameters that you selected, or select View to view the filtered report. Select

Cancel to return to the loan inquiry listing.

8. To return to the original listing, select Unfilter.
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To Download the Report:

1. Select Download from the loan inquiry listing.

KeyNavigator™ | KeyBank &= ¥ Message Center | @ Supy (® Logout

Iministration

Dashboard

Reporting £

Specislized 5

Loan Inquiry

Today's Date: Jan 02, 200X 2:46 PM EST

fitter dovnload

Obligor Humb Obligation Humb Obligation Type Principal Balance Line of Credit Availability Total Amount Due Maturity Date
012343675500 01234567 Line of Credit 200,980.42 50,000.00 1,000.00 Jan 01, 20K
112233443566 11223344 Term Loan 139,841.22 42,000.00 120.00 Feh 02, 200X

main page

To View Additional Details Regarding a Specific Transfer:
1. Click on the obligation number.

2. Additional details, including the rate and a history of transactions performed since
the last cut-off, will be displayed.

NOTE: All transactions, not just those performed on KeyNavigator
will be reflected.

3. Select Return to go back to the Loan Inquiry listing.

KeyNavigator" | I(eyBank'Q"n ¥ Message Center | @ Support | 'a' Ad (® Logout

istration

Dashboard Reparting &

Specialized 5

Loan Inquiry Detail

Hame and Address:

John A, Doe
123 Main Street
Westchester, Chio

Principal Balance: $200,950.42
Line of Credit $50,000.00

11223 Availability:
Obligor Humber: 0123456759
Obligation Humber: 1234567530 Principal Due: $500.00
Obligation Type: Line of Credit Interest Due: $200.00
Rate: 4.5% Fees Due: $0.00
Maturity Date: Jan 02, 205X Escrow Due: §0.00

Current Period History (Mov 1, 206K - Mow 31, 2065

Total Amount Due: $1,000.00

Post Date  Effecftive Date Transaction Description T A it Principal Bal: Interest Rate
Mo 23, 2069 Mov 23, 206¥ Principal Payment 1,000.00 200,930.42 4.5%
Moy 22, 200K Mow 22, 2004 Irterest Payment 1,000.00 200,880.42 45%
Mow 21, 2069 Mov 21, 208K Renewal Payoff 1,000.00 200,750.42 45%
Mav 20, 20¥% Mav 20, 20%¥%  Principal Payment 1,000.00 200,650.42 45%

return
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