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Legal DisclaimerThis reference guide has been prepared by The Bank of Nova Scotia for use and reference by its customers only. Itis not to be relied upon as financial, tax
orinvestment advice. Scotiabank makes no representation or warranties in this reference guide including about the services described in it.

This reference guide is not for public use or distribution. This guide is for information purposes only. Usage of this service is subject to the terms set out in its enrollment
documentation.

Scotiabank.



LOGGING INTO THE LOCKBOX WEBSITE

Once you have logged into ScotiaConnect, click on the Reporting heading.

:.: ScotiaConnect® Digital Banking @ @ rQ\V

Overview Accounts Payments Services Administration

Click the Lockbox link.

Overview Accounts Payments Reporting Services Administration
Reporting @ Help © Print
Balance and fransactions Statements
Account details (O Scheduled (32) Account statements

Investment account details .
Billing
Credit cards

Consolidated balances ScotiaConnect billing statement

Balance history report () Scheduled (4) EFT hiling srataiiart

Balance export

Transaction search

Transaction export () Lockbox >

Note: If you do not see the reporting or lockbox links, contact a user with administration rights to
have them added to your user group.

The following pop up will appear. Click Ok to proceed to the Lockbox log in screen.

You are now connecting to another site. For security reasons, ScotiaCennect will time-out if it

{ cones ‘

is inactive for 15 minutes.

Click New Platform.

Existing Platform New Platform

Please note we are transitioning Wholesale Lockbox to a new platform.

©Once you have transitioned to the new platform, please use your new credentials to login to the New Platform and use your old credentials to
access the Existing Platform

For users that have not been transitioned. your new credentials will be sent to you shortly. In the meantime, please continue to login to the
Existing Platform.
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Type in your Lockbox specific username and password and click Login.

Mote: Al fields marked with % are required,

Login
e Password: @, *

Note: If you have forgotten your username or password, contact your Lockbox administrator or the
ScotiaConnect Help Desk to have your credentials reset.

To maintain the security of your account, an eight-digit One Time Passcode will be sent to your
registered email address. Click Generate One Time Passcode to receive the code.

& scotiabank®

Generate Passcode

Generate One-Time Passcode to:

@scHrraramIEROm

Note: If you do not see the email, please check your spam, junk, or filtered email folders.
Sample email:

From: lbxprocessing@symcor.com <lbxprocessing@symcor.com>
Sent: Tuesday, October 24, 2023 2:15 PM

To: < @scotiabank.com>
Subject: [External] Subject: MFA OT - English

Here is your One Time Password:
24860712

You only have 120 seconds to sign in.

Warmest Regards,
Your MFA Admin - English

***This is an automated email please do not reply.>**

Once you have received the email containing the One Time Passcode, copy and paste it into the
Enter One Time Passcode box then click Submit.
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§ scotiabank®

Aone time passcode(OTP) has been sent to the email address registered for this
account.

Enter Passcode

Enter One Time Passcode

If you have not received the One Time Passcode, click the Regenerate One Time Passcode button to
have a new code sent to the email address registered to your profile.

ADMINISTRATION

Adding Users

Note: Only Administrators can add users. If you need administrator access, you will need to ask your
relationship manager to set you up as a company administrator.

To add users, please open the User Maintenance page:

s Scotiabank” © Dashboard Q_search & Reports + i= Exceptions

ADMINISTRATION
User Maintenance All Lockboxes

[20 Add company User

©Mouse over your name in the top right of the screen then click Users under the administration
section of the menu.

Users

Alerts

Lsce

AClick Add Company User if you want the user to be able to view multiple lockboxes.

If you wish to add a user that only has access to one lockbox follow the steps outlined below:

8 scotiabank®  @oashboss  Qseach  Reportse B eceptions Balerts

User Maintenance Q v

[2)Add Lockbox Admin (3) Add Lockbox User

©Select a lockbox from the dropdown menu.

B Add Lockbox Admin: This will let you add a user who can perform administrative functions for the
lockbox you selected.

©Add Lockbox User: This will let you add a standard user to the lockbox.
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Enter the user’s information.

o Login:
9 Password:
Re-enter Password:

First Name:
(3]

Last Name:

Security Level: | Company User

o Exception - TE: [1 Enabled
@ Setup Alerts: [ Enabled
@ Notes: | @ view O View/Add O Disable
0 Email Address:
@ Assign Lockboxes: | ] All Lockboxes
@ Language: | @ English O French

oLogin: The username for logging in. You will need to provide this to the new user.

@ password: Enter and re-enter the new user’s password. The password must contain at least 8
characters with at least one uppercase character, one lowercase character and one number.

©Name: Enter the user’s first and last name.
oException — TE: Check this box if you want the user to be able to view and process exceptions.
©Setup Alerts: Check this box to allow the user to view and create alerts for the lockbox service.

®Notes: These are internal messages attached to specific transactions. View allows the user to
view notes; View/Add allows the user to view and add notes to transactions. Disable prevents
access to notes entirely.

@Email Address: If the user receives an alert, this is the email address that will be used to send the
notification.

@Assign Lockboxes: Select the lockboxes that the user will have access to, either by checking All
Lockboxes, or Select Lockbox to specify one or more lockboxes from a list. This field will not show if
you are setting up a lockbox user.

@Language: Specify the language for the user’s account.

Dclick Add to finish creating the user.

Modifying Users

Note: Only Administrators can modify users.
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To modify a user, mouse over your name and click Users under the administration section.

S Scotiabank” @ Dashboard Q search & Reports~ £= Exceptions

ADMINISTRATION

User Maintenance All Lockboxes g Users
Alerts
Add Company User

Lco

On the User Maintenance page click on the Edit link next to the user’s name.

S Scotiabank” © Dashboard Q search &, Reports + = Exceptions () Balerts 15

User Maintenance All Lockboxes v

Add Company User

To Add/Edit a Lockbox User, please select a Lockbox.

Search: | (e
Username Name Activated Security Level
4/7/2017 10:04 AM Company Administrator
3/2/2017 :36 AM Company Administrator
3/27/2017 1:39 PM Company Administrator
3/2/2017 10:12 AM Company Administrator
3/2/2017 9:38 AM Company User Reset Password Delete
3/2/2017 9:40 AM Company User Edit Reset Password Delete
3/2/2017 10:06 AM Company User Edit Reset Password Delete

Below are the fields that can be edited:

Edit Company User
Login:
First Name:
Last Name:
Security Level: = Company User
Exception - TE: K] Enabled
Setup Alerts: | [ Enabled
Notes: @ view O View/add O Disable
Email Address:

Assign Lockboxes: M1 All Lockboxes

Lenguage: @ English O French

@ @ 9 © 9 ©

© Name: Enter the user’s first and last name.

o Exception — TE: Check this box if you want the user to be able to view and process exceptions.

© Setup Alerts: Check this box to allow the user to view and create alerts for the lockbox service.
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@ Notes: These are internal messages attached to specific transactions. ‘View’ allows the user to
view notes; ‘View/Add’ allows the user to view and add notes to transactions. ‘Disable’ prevents
access to notes entirely.

© Email Address: If the user receives an alert, this is the email address that will be used to send the
notification.

(6] Assign Lockboxes: Select the lockboxes that the user will have access to, either by checking All
Lockboxes, or Select Lockbox to specify one or more lockboxes from a list. This field will not show if
you are setting up a lockbox user.

@ Language: Specify the language for the user’s account

®0once you’ve made all your changes click Save to finalize them.

Resetting Passwords
Note: Only Administrators can reset passwords.

To reset a user’s password, mouse over your name in the top right corner and select Users under the
administration section of the menu.

s Scotiabank” © Dashboard Q search & Reports - £= Exceptions Aplerts
User Maintenance All Lockboxes S Users
Alerts

Lsep

Once the User Maintenance page appears, click Reset Password next to the user’'s name.

& scotiabank®  @osstboad  Qsearch  dReporse  Eeceptons@  SAlerts @

User Maintenance All Lockboxes v

Add Company User

To Add/Edit a Lockbox User, please select a Lockbox

Search: | s

Username Name Activated Security Level
4/7/2017 10:04 AM Company Administrator
3/2/2017 9:36 AM Company Administrator
3/27/2017 1:39 PM Company Administrator
3/2/2017 10:12 AM Company Administrator
3/2/2017 9:38 AM Company User Edit

3/2/2017 9:40 AM Company User Edit

3/2/2017 10:06 AM Company User Edit

Note: If you do not see the link next to their username this indicates that they are a Company
Administrator. To reset a Company Administrator’s password, you will need to contact the helpdesk
(see contact information at the end of this guide).
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Enter a temporary password for the user then click Reset. The password must contain at least 8
characters with at least one uppercase character, one lowercase character and one number.

Enter a Temporary Password

Password Reset

‘=1 olZH |

You will need to provide the user with their temporary password. Once they login, they will be
prompted to select a new password.

Changing Your Password

To change your password, mouse over your name and select Change Password from the menu.

s Scotiabank’ © Dashboard Q search & Reports+ £= Exceptions Balerts G5

ADMINISTRATION

Symcor Logics / Dashboard All Lockboxes Users

Alerts

Test
Verified Bank broadcast message
Company admin Verified banks message

UsER
Settings

Change Password

User Guide

Today's Total Postdates Due Tomorrow
$0.00 USD  $0.00 CAD $0.00 USD  $0.00 CAD

Logout

Enter your current password then select a new password and click Update to finalize the change.
The password must contain at least 8 characters with at least one uppercase character, one
lowercase character and one number.

Change Password

Deleting a User

To delete a user, mouse over your name in the top right corner and select Users under the
administration section of the menu. Once the ‘User Maintenance’ page appears, click Delete next to
the user’'s name.
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s Scotiabank” @ Dashboard Q. search & Reports - E= Exceptions (1 Aplerts (35

User Maintenance All Lockboxes v

Add Company User

To Add/Edit a Lockbox User, please select a Lockbox.

Search: | e
Username Name Activated Security Level

4/7/2017 10:04 AM Company Administrator

3/2/2017 9:36 AM Company Administrator

3/27/2017 1:39 PM Company Administrator

3/2/2017 10:12 AM Company Administrator

3/2/2017 9:38 AM Company User Edit Reset Password -
3/2/2017 9:40 AM Company User Edit Reset Password Delete
3/2/2017 10:06 AM Company User Edit Reset Password Delete

You will then be prompted to confirm the request. Click OK to delete the user.

Are You Sure You Want To Delete This User?

OK‘

Note: Deleting a user is permanent.
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SEARCHING

To search for transaction that have been deposited to your lockboxes click the Search tab.

S Scotiabank” @ Dashboard Q search . - = Exceptions (1 Ahlerts (15

Once the page loads you will need to specify your search criteria then click Search.

o Search Type: ® Transaction Cheque Invaice
@ Search
9 Work Type: ® Financial Non-Financial Post Date Exceptions
e Date: ® Today Yesterday Last 30 Days Custom Date
@ search: CHEQUE AMOU ¥ Is greater than ¥ +

© Search Type: This option gives you the option to filter whether you see cheques (Cheque) only,
invoices (Invoice) only, or both (Transaction).

A work Type:
Work Type Financial Non-Financial Post Date Exceptions
. _Cheques —Envelopes _Post Dated Cheques -Cheques that t.rlggered
Contains i -Supporting i an Exception
-Invoices -Post Dated Invoices . .
documents -Associated Invoices

© Date: Choose one of the preset ranges or set a custom date range by selecting Custom Date.

© search: Indicate the criteria for your search. You can set additional criteria by clicking the plus (+)
icon.

Highlight any of the search results as shown below to display the image of the cheque or invoice.

Search Results: 27 Records. @ o
Business Lockbox Ref. Tran Record Cheque Deposit
Date Number No. Num.  Type Amount  Currency
4/3/2017 "iih 11000 1 Cheque $999.00 CAD
4/3/2017 11000 1 | Invoice $0.00 CAD
o‘T‘;;n;;;t\‘cn s e — T @ Rear  Rotate ZOOm[nwrchm'é; Fitto Width | Print
E DDA - CAD - W1
VOID SAMPLE 000011
oaE 2 0 |7 -O’iuoﬁ
Yy v v'y n P D
PAYww__ WLBX TORONT( | c ]
the order of $ 9??.00 |
MINE HUNDRED AND AMINTY MiNE  DOLLARS DOLLARS izt :
100 jpie]
e O tsoss oot 10587 ODA- CAD W1
THE PAS VOID SAM 1
P.O. BOX 10430 3
OPASKWAYAK, M8 R0B 2J0 —~ ) VLR / i
|
DD NOT PROCESS ( 1‘\(_‘ .
e BHNS TESTITEM e o — ( —~ |
*00004& & 0w i0587w00 0 ‘
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© Transaction Details: Will show the full details of the item on a separate page: Cheque, Invoice, and
supporting documentation. Click ‘Search Results’ to return to the previous page.

® These options will allow you to manipulate or print the image you're currently viewing.
® CSV: This will download the search results into a csv file that can be saved locally.

Saved Searches

To help save time, you can save your search criteria. This is useful when you repeat identical searches

within your lockboxes.

| Cheque Amount > $100.00, Last 30 Days, Financial 9 A
Chegque Amount > $100.00 , Last 30 Days, Financial
Work Type: ® Financial Non-Financial Post Date Exceptions

Date: Today Yesterday ® Last 30 Days Custom Date =

Search: Chegue Amounr ¥ Isgreaterthan ¥ 100 +

Edit ow
save @

Search

Note: Saved Searches are user specific and are named based on the search criteria.

© Click ‘Edit’ after having performed a search.
O Click ‘Save’ when the button appears to save the search.

® Your saved Search can now be selected from the drop down menu.

Dashboard Searches

Dashboard Searches are standard searches generated by clicking on various sections of the

dashboard (Home Page).

@ Dashboard Q Search L Reports~ = Exceptions B Alerts

Dashboard o

Test
Verified Bank broadcast message
Company admin Verified banks message

(@) Daily Summary
$1,000

$750
$500

$250

03128 0329 04/03

usD Il

03130 0331 02027-03/05  03/06-03/12

usD Il

CAD

@ Today's Total Postdates Due Tomorrow
$0.00 CAD $0.00 CAD

(5) Weekly Summary

50

0313-0319

03/20-03i26

03/20-03/26 03/27-04/02

CAD
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© Lockbox: Specify the lockbox you want to display in the Dashboard

2] Today’s Total: The current day’s deposit total, clicking anywhere in this section will list the items
that make up this total.

© Postdates Due Tomorrow: If your company is setup to process postdated cheques, this will
display the total value of items maturing on the next business day. Click anywhere in this section to
list all the postdated items.

<) Daily Summary: Shows the last 5 days of deposits, you can click a specific day’s total to show the
corresponding search results.

(5] Weekly Summary: Shows 5 weeks of deposit totals. Click on any of the totals to see the search
results for that week’s transactions.

REPORTS

The reports available to your company will vary based on what was selected during enrollment for
the service.

The Instructions report provides the details of a lockbox.

s Scotiabank® @ Dashboard Q Search & Reports~

Instructions
Companies Reports o 9 v

Todays Report

Lockbox Instructions: Last 30 Days Reporis

Dowi
e Download All Reports

©Select Instructions from the Reports menu.
D select a Lockbox.

© Click Download. Depending on your browser you will get a prompt asking you to open or save the
report in PDF format.

All other reports are accessed using the other three menu options. Today’s Report will generate
reports for the current business day, if any are available. Last 30 Days Reports will show all the
reports from the last 30 days. All Reports shows all reports generated within the service’s retention
period.

Todays Report

Lockbox Instructions: Last 30 Days Reports
Download

All Reports
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Once you've selected a date you will need to select a specific lockbox.

s Scotiabank”® @ Dashboard

Companies Reports Al Lockbaxes v

To View Available Reports, please select a Lockbox.

After selecting your lockbox you will see all the reports listed. Click the ‘Download’ link next to the
one you want to view. You will be prompted to either open or save the report.

£ Scotiabank® O@Dashboard  QSearch  diReports~
Companies Reports v
Search: | Search
Business Date Type Description Creation Time
4372017 PDF System Report Customer Reports in PDF format 4/3/2017 230 PM Download
3317207 PDF System Report Customer Reports in PDF format 3/31/2017 2:30 PM Download
3/24/2017 PDF System Report Customer Reports in PDF format 3/24/2017 3:35 PM Download
3/22/2017 PDF System Report Customer Reports in PDF format 3/22/2017 1:57 PM Download
3/17/2017 PDF System Report Customer Reports in PDF format 3/17/2017 2:58 PM Download
3/17/2007 PDF System Report Customer Reports in PDF format 3/17/2017 2:30 PM Download

ALERTS

Alerts are an optional feature that can be used to notify you when certain events relating to your
Lockbox service occur. For example, an alert could be created to notify you when a cheque over
$10,000 is deposited to your lockbox.

Only users with access to the alerts feature can complete these steps. Alerts must be setup in the
Alerts Maintenance page. If your company does not subscribe to this feature, please speak to your
Scotiabank Representative.

& scotiobank®  @ostboard  Qsearch  &iReports-  E Exceptions Balerts

ADMINISTRATION
Alerts Maintenance (2]

Lockbox Alert Name Alert Criteria Email Status Change Password
User Guice

Users

Alerts

USER
Search: | Alert

Settings

Alertl T-C (Chegue Amount > 400) Enabled Edit D¢ Logout
Alert TO (Chegue Amount > 1000} Enabled Edit Delete

TOUSD (Chegue Amount > 100) Enabled Edit Delete

Previous Next
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©Mouse over your name at the top right of the screen then click Alerts under the administration

section of the menu.

BSelect a lockbox from the dropdown menu. The alert will be associated to that lockbox only.

OClick Add Alert

Next, fill in the fields to create the alert then click Add:

Alerts Maintenance /'  Alerts Add

Q Name:
9 Work Type: | Financial

e Criteria: Cheque Amount v

|

Add Alert

@ Name: Note that you will not see the alert criteria details when an alert is triggered, you will only
see the name of the alert. For this reason it is important to use a name that will allow you to identify

the alert. For example, “Chg over 10K".

BAwork Type:
Work Type Financial Non-Financial Post Date
. -Cheques —Envelopes -Post Dated Cheques
Contains k -Supporting .
-Invoices -Post Dated Invoices
documents

©Criteria: Set the criteria that will trigger the alert. The list will vary depending on the work type you

choose above.
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Modifying Alerts

To modify an existing alert, you must search for it on the Alerts Maintenance page.

©Mouse over your name at the top right of the screen then click ‘Alerts’ under the administration
section of the menu.

BSelect a lockbox from the dropdown menu. The alerts associated with that lockbox will be listed.

S Scotiabank” @ Dashboard Q search & Reports~ = Exceptions Bplerts
Alerts Maintenance 9 Users
Alerts
USER
Search: | Ajert
Settings
Lockbox Alert Name Alert Criteria Email Status Change Password
User Guide
Alertl T-C (Cheque Amount > 400) Enabled Edit D¢ Logout
Alert TO (Cheque Amount > 1000) Enabled Edit Delete
TOUSD (Cheque Amount > 100) QErab\ed o Edit @ Delete
Previous Next

Once you have the list of alerts, the following actions will be displayed.

©Enabled: This option will change the alert’s status to Disabled. Disabled alerts will not be triggered.
A disabled alert can be reactivated by clicking Disabled.

Okdit: Editing the alert will allow you to only change the name of the alert. If you need to change
any of the other alert criteria, you must delete and add a new alert.

ODelete: This option will delete the alert.
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Viewing Alerts

When an alert is triggered you will receive an email notification with the alert’s name and your
lockbox number. To view the details of an alert, click the ‘Alerts’ tab at the top of the page.

s Scotiabank” © Dashboard Q search & Reports £= Exceptions (1 AAlerts (75

All the triggered alerts will be listed on this page. Click ‘View Transaction’ to see the item associated
with that alert:

$ scotiabank®  @oastboard  Qsearch  bRepors-  Hexceptions@  BAlerts
Symeor Logics | Alerts
search: | sea
Alert Name Business Date Lockbox Number Type
AlertV-U-1 4/6/2017 Financial View Transaction
TOusD 4/6/2017 Financial View Transaction
Alertl T-C 4/6/2017 Financial View Transaction
Alertl T-C 4/6/2017 okl Financial
Alert TO 4/6/2017 "rie Financial
chea

Recor Type Tran N, Tt Mumber | Chegue Account Choqueseisl | ChepueAmount  Seqe.  Chegue Dute
e 2 — — sz s 2 s

METRO COMPANY | Inc. 7023

VOID SAMPLES - DO NOT SHIP 060420 7

DATE

137 ERB STREET 06042017

CALGARY, AB T2M 1C2 .

swmone _Balanced Transaction $725.71

BREor

%

Seven Hundred Twenty-five Dollarsand ~ sfeoscums gy wpmen

METROBANK . o

OAK VIEWS SQUARE

300 - 10 AVE.. TEL: (649} 342-4223

TORONTO, ON  L4C 4EL

MEMO L4

"P02Ie 2L 2Im00 S RETE LT

Reced Tyne I T P——— omertunter Ielatumber Credt Amaunt
- pre—

COMPANY Sum =725.71

LBX: fa
Involce Num  Amount
5150098761  726.71

Please Note: Clicking the ‘View Transaction’ link only shows the item that triggered the alert, not the
criteria that triggered it. To view the criteria, you will need to look at the details of the alert in
administration as outlined in the Modifying Alerts section of this guide.

It is recommended that you name your alerts so that you can easily define the criteria. For example,
‘Chq over 10k’ could be used for an alert generated when cheques over $10,000 are deposited.
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file://NAPPGSB01.BNS/GTB2/EPP/GTBShared/Global%20Channels%20&amp;%20CX/Training/Training%20-%20External/Quick%20Reference%20Guides/Source%20Files/071%20-%20WLB%20-%20Exceptions%20and%20Alerts%20v%203.0.docx#_Modifying_Alerts

EXCEPTIONS

Exceptions are items that have encountered issues which prevented them from clearing. You have
until 4pm ET to review and accept the item to ensure that it will be deposited that night; otherwise it
will continue to be held. A cheque can be held for up to 6 months at which time it will become stale
dated and be rejected automatically. To see a list of exception types please see the next section. If
you have access to this feature you will see an ‘Exceptions’ link in the top menu. The number of
outstanding exceptions will be displayed within a blue icon.

s Scotiabank” @ Dashboard Q search ” = Exceptions (3 B Alerts (10

Symcor Logics Exception Lockboxes

Search: | Lockbo

Lockbox Number 1= Description Exception Count

Previous Next

Once you click on the ‘Exceptions’ link you will see a list of lockboxes and the exception count for
each. Click on the lockbox number to open its exceptions. Review the item and choose whether you
want to ‘Accept’ or ‘Reject’ the item.

Symcor Logics Exception Lockboxes / Transactions / Completion
Exception Detail
Business Date Lockbox Number Ref No Trans Ne Exception Code
3/16/2017 41001 2 UMACCEPTABLE PAYEE
Transaction Print
Item List Previtem | NextItem B/W Rear = Rotate | ZoomIn | Zoom Out | Fit to Width
Select Amount A
& DDA - CAD - CA 000013
! VOID SAMPLE
REM $414.00 i
' owe 2 0 | 7-03-{¢
REM $414.00 < i ¥ Y Y Y B ® DD
it Total: ! PAYw ALBX  VANCOYVER |
Credit Total: . I 1he ordar of $ 4‘“{'. o
H T <4
$414.00 FOUR HUNDRED AMD FORIEEN DOLLARS, - DOLLARS oo
N 100 T
Debit Total:
bieTo THESacor NovASCOTA ooss s oo-ca
Y 702 - 3RD AVENUE SOUTH VOID SAMPLE
il LETHBRIDGE, ALBERTA T1J 0H8
Balance: E2S TEST ITEM- DO MOT PROGESS . £ .
I e ——
($414.00) RE FER ]
0000 %3 1200059»00 2
TRANSIT NUMBER CHEQUE ACCOUNT CHEQUE SERIAL CHEQUE AMOUNT
00059002 000013 414.00
CHQ DATE MMDDYY
03/16/2017
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file://NAPPGSB01.BNS/GTB2/EPP/GTBShared/Global%20Channels%20&amp;%20CX/Training/Training%20-%20External/Quick%20Reference%20Guides/Source%20Files/071%20-%20WLB%20-%20Exceptions%20and%20Alerts%20v%203.0.docx#_Exception_Types

Exception Types

18 | Wholesale & Retail Lockbox

Unbalance Transaction/Cheque Amount does not Balance to Invoice Amount: Lockbox
instructions indicate that invoice and cheque amounts should balance. Invoice and Cheque
amounts do not balance.

Cheque Digit Failure/Invalid Account/Invalid Invoice: Item does not conform to Lockbox
processing instructions.

Important: This exception type will require you to correct the invoice prior to being able to
accept the item. Click the ‘Invoice’ link on the left side of the page and type in the correct
information in the fields provided. If you do not correct the invoice details it will remain
outstanding.

Cheque Only/With No Invoice: Transaction presented without invoice information and
lockbox instructions indicate that Invoice # is a mandatory field.

Unacceptable Payee: The Payee information on the cheque does not match any acceptable
payees on file for the lockbox.

Remittance Shows Credit Balance: The total Cheque amount is less than the total Invoice
amount

Post Dated Cheques outside of range: Issue date of the cheque is outside the range
indicated in the processing instructions

Paid in Full: Processing instructions indicate that cheques with "Paid In Full" notations
should be directed to the Exceptions queue for Customer review/decisioning.

F
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FOR FURTHER ASSISTANCE
Need Help?
In the footer of any page in ScotiaConnect, you will find a Help Centre link.

privacy @  Legal @ Security @  Contactus @ | Help centre &

Clicking that link will take you to a resource page with documents, videos, webinars and guided
tutorials. There is also a knowledge base of Frequently Asked Questions.

Global Business Payments Technical Helpdesk - Monday through Friday, 8:00 a.m. to 8:00 p.m.
. e 1-800-265-5613 - Toll-free number within North America

o 1-416-288-4600 - Local Toronto area customers

e 1-800-463-7777 - pour le service en francais

e 1-800-320-3396 - para servicio en espaiol

e Email: hd.ccebs@scotiabank.com. Your email will be answered within 24-48 business
hours.

® Registered trademarks of the Bank of Nova Scotia
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