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Logging In to Small Business Online Banking
1. When a member authorized as a signer logs in to Small Business Online Banking for the first time after

the upgrade, they'll use their existing username and password. The system will recognize their
business account and guide them through the steps to upgrade to Small Business Online Banking.

? FINANCIAL

USERNAME
Username 0]
Please enter your username.

@ show Password
PASSWORD
Password o

Please enter your password.

() Remember Me

Forgot Password?

Other Accounts

— Collabria Login — Need help signing in?
— Credential Login — Not A Member? Join Us
— Qtrade Investor Login — Contact Us

2. You'll see an introduction screen. Select Next to start the upgrade.

It’s Time to Upgrade Your Online Business Banking

Discover business banking the way it was meant to be: smart, simple and

seamless.

Designed specifically for small businesses our nhew Business Online Banking upgrade packs powerful new
features in one efficient cost-effective package.

* Consolidate personal and business accounts
* Manage delegates to view and initiate transactions
* Automate dual signature approvals

Discover business banking the way it was meant to be: smart, simple and seamless
* Additional monthly fees may apply. For more details contact us.

NEXT
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3. Adisclaimer page will appear. Select Read Access Agreement to continue.

Terms and Conditions

Disclalmer Access Agreement

Uze of Small Buzinesz Online Banking iz subject to the terms and conditions of the Direct Services
Agreement - Small Buzinezz Accountz. Before you can accept the terms of the agreement, you MUST read
thiz agreement by clicking on the ‘read accezs agreement’ button below.

Only after reading the agreement and accepting the termz will you be allowed acce:zz to Small Buziness
Online Banking.

‘When you have read and understood the agreement, and if you agree to the terms and conditionz of the
agreement, please press the Accept button to confirm your agreement.

READ ACCESS AGREEMENT

4. Select Accept to agree to the Direct Service Agreement.

Terms and Conditions

Dizclaimer Access Agreement

This agreement (the "Agreement”) outlines the terms and conditions governing Your use of Direct
Services for Small Business (defined below) and Mobile Payment Services for Small Buziness (defined
below). The Financial Institution does not offer Direct Services for Small Business or Mobile Payment
Services for Small Businesz other than in accordance with these terms and conditionz. By requesting and
uzing Direct Services for Small Buzinesz or Mobile Payment Services for Small Businesz, You acknowledge
Your acceptance of theze terms and conditions.

In consideration of the Financial Inztitution providing accesz to any of Your Accounts uzing Direct Services
for Small Buzinesz or Mobile Payment Services for Small Business, You agree as follows:

1. DEFINITIONS AND INTERPRETATION
This Agreement is intended to be interpreted in accordance with its plain English meaning. Except
‘where otherwise indicated, capitalized terms are uzed in accordance with the definitions set ocut in the
Canadian Code of Practice for Consumer Debit Card Services. Any defined term used in this
Agreement, defined in the singular, is deemed to include the plural and vice versa.

"Access Terminal” means any device used to access any of Your Accounts, including without limitation
an ATM, a computer, a portable hand-held device, or a telephone, including any form of mobile
telephone or Mobile Device.

"Account” means any of Your accounts or subaccounts (if applicable) that You may have now or in the
future at the Financial Institution.

ACCEPT
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5. A page will appear prompting you to verify your identity using 2-Step Verification (if already set up). If
not, you can set it up on the same screen. Once 2-Step Verification is set up on your chosen device,
select Send Code, then enter the verification code sent to your device to log in.

? FINANCIAL

& Enable 2-Step Verification

2-Step Verification adds an extra layer of protection to your account. To enable it please enter your phone
number or email and we'll send you a verification eode. It is more secure to use SMS, using an email address.
may decrease your online security.

If you'd prefer, you may choose not to enable 2-Step Verification at this time. You have 27105 days to enrol
before the new security features will be required.

TEXT MESSAGE (Recommended)

MOBILE PHONE NUMBER

EMAIL

MEMBER EMAIL

VOICE CALL

PHONE NUMBER

CALL ME

6. Once verified, you'll be directed to your Small Business Account Summary page. From the left-hand
menu, select Business Services to explore your new small business features.

@ Business Transaction Manager

My Accounts Manage Consolidated Accounts

. ?JNACIAL g A DA S T e n e 4
\"“ JA ‘.M 2 AN -'gu“:x n&_m k.l’gﬁ
@ah

Online Banking > My Accounts

My Accounts Add/Modify Delegates
Account Summary e
—d View Transaction History
Account Number 199999 Scheduled Bill Payments >
Account Name Balance  Actions
Savings 001
Savings 00001 st §

BCHydro #32446543

Business Chequing test pc 00001 so700 % 31-1u1-2025 5001 —
USS Chequing 00001 so10 % —

Capital Patronage Share 00001 s000 Transfers

Scheduled Transfers >
Intermacs 00001
o e e o e
Scheduid. r=e
Refer a new member and [ =]

you’ll both earn $100* b Business Services

FIND OUT How |

NOTE: For single-signature accounts, you can start business transactions as soon as one signer accepts,
while dual-signature accounts require at least two signers to accept before transactions can be processed.
If you choose not to accept the agreement, you’ll remain on regular Online Banking.
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Manage Delegates
Create a Delegate
1. Go to Business Services — Add/Modify Delegates.

2. Select Add Delegate.

Online Banking > Business Transaction Manager » Add/Modify Delegates

My Accounts

Delegate Manager

s
—d
=

Payments
© Add Delegate (0/3)

— A delegate iis a user with limited access to account functions. You can add up to 3 delegates.

—

Transfers
No delegates have been added.

Business Services Delegates Created By Others

3. Enter the delegate’s personal information:
a. First and last name
b. Choose an access level:
i. Read-Only: can view account information only.

ii. Initiator: can start payments or transfers (requires approval).
c. Enter atemporary password. The password must contain at least 1 uppercase letter, 1
lowercase letter, 1 number, and 1 special character, and be at least 8 characters long.

Online Banking ) Business Transaction Manager > Add/Modify Delegates

My Accounts

-
=2
=

Payments

A delegate is a user authorized by a signing officer to have limited access to account functions as defined in the Direct Services Agreement. Please enter the following
— information for your delegate and click Submit.

—
Transfers
Personal Information

[~ ] Access Level
Business Services

O Read-only - View accounts only
O Initiator - View accounts and initiate transactions
a: * Temporary Password = Confirm Password

l

*First Name Initial

J | l

*Last Name Notes

Account Services

i~

Messages and Alerts

o l l

Profile and Settings

Ll

Rates
4

Add Delegate (7]
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4. Enter the delegate’s contact information:
a. Email or mobile phone (one is required).

b. Confirm the information and check consent.

Contact Method

containing login information will be sent to your delegate.

Phone Number

Please re-enter phone number

Please enter a business phone number for SMS text, a business email address, or both for a login notification to be sent to your delegate. A text message and/or email

| | |

Carrier (* required if phone number entered above) Email Address

Select a Carrier v l [

Please re-enter email address

| l

address, as applicable, in connection with this login notification.

[ 1 confirm that | have obtained express consent from the delegate named above for the collection, use, and disclosure of the delegate’s phone number and/or email

5. Select which accounts to share with the delegate.

Accounts Shared with Delegate

Please select at least one member card to share with this delegate.

Note:

MemberCard 8testbus
MOYA TEST 1

Share accounts under this MemberCard?
Membership: 000000199999

Account Name

The delegate will have access to all memberships under a selected MemberCard. including any personal ones. Contact us if you would like to separate your memberships.

Balance

Savings

$0.21

Business Chequing test pc

§97.00

US$ Chequing

$0.10

Capital Patronage Share

$0.00

InternalC$.

$0.00

Moya Financial
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6. Select Submit, review the details, then select Submit again. If prompted, complete 2-Step
Verification.

7. A success message will appear. The system will automatically assign a unique member number to
the delegate, starting with the letter “D” followed by seven digits. This member number is the
username that the delegate will use to log in to Small Business Online Banking. The letter “D” is case
sensitive and must be entered as an uppercase when logging in.

Add Delegate - Receipt 9
Go to Account Summary Return to Delegate Manager 8 Print Receipt
@ Success
User Name 8testbus Date Tuesday, October 14, 2025
Status Created
Member Number D4308911
Delegate Status Active, Account Unlocked
Access Level Initiator

8. The delegate will receive a temporary password and can now log in using their new credentials.
Edit a Delegate
1. Go to Business Services — Add/Modify Delegates.

2. Find the delegate and select Edit from the menu.

Delegate Manager &

© Add Delegate (1/3)

A delegate is a user with limited access to account functions. You can add up to 3 delegates.

John Smith :
Delegate Delegate Status @ Edit K
Initiator Active
B Delete
Delegates Created By Others +

Moya Financial
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3. Update the delegate’s information as needed (status, password, or access level).

4. Select Submit, review the changes, then confirm. If prompted, complete 2-Step Verification.
5. A success message will appear.

Delete a Delegate
For your own delegate:
1. Log in as the signer who created the delegate.

2. Go to Add/Modify Delegates — Delete from the menu.

Delegate Manager o
@ Add Delegate (1/3)
A delegate is a user with limited access to account functions. You can add up to 3 delegates.
John Smith
Delegate Delegate Status & Edit
Read-onl Acti
ead-only clive o heilla /
Delegates Created By Others +
3. Confirm the deletion. A success message will appear.
For another signer’s delegate (if allowed):
1. Go to Delegates Created by Others.

Delegate Manager

© Add Delegate (0/3)

A delegate is a user with limited access to account functions. You can add up to 3 delegates.

No delegates have been added.

Delegates Created By Others A/ +

Moya Financial
725 Browns Line Toronto ON M8W 3V7
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2. Select Delete next to the delegate.
3. Confirm the deletion. A success message will appear.
QUICK TIPS
o Each signer can create up to 3 delegates.
o Delegates can be activated or deactivated at any time.

e Only the signer who created a delegate can unlock them if they are locked out.
o Delegates do not accept agreements; the signer remains responsible for their actions.

Manage Transactions

For single-signature accounts with initiator delegates, transactions require two steps: the initiator delegate
starts and submits the transaction, and a signer approves or rejects it. For dual-signature accounts with
initiator delegates, two signers must approve or reject the transaction.

If a single-signature account does not have delegates, transactions are completed without additional

approval. On dual-signature accounts without initiator delegates, two steps are also required: one signer
initiates and submits the transaction, and a second signer approves or rejects it.

Approve a Transaction
1. Go to Business Services — Business Transaction Manager.

2. Open the transaction that requires your approval. Select Approve.

Transaction Manager (2]

Go to archived transactions
Show:

‘ All Transactions ¥

Transactions require your approval (2)

Pay Bill - 0 of 1 Approved

Membership 199999 Business Chequing test pc 001 > BC Hydro
Payment Status Bill Account Amount
Requires approval by October 22, 2025 32446543 $0.05

Pending Number
566696

Transaction History +

o]

Moya Financial
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3. Review the transaction details and select Confirm.
4. If prompted, complete 2-Step Verification.

5. A success message will appear:
a. Completed if the transaction is fully approved.

b. Approved — waiting for another signer if a dual-signature approval is required.

Reject a Transaction

1. Go to Business Services — Business Transaction Manager.

2. Open the transaction that requires your approval. Select Reject.

Transaction Manager

Show:

e

Go to archived transactions

‘ All Transactions

Update View

Pending Number
566696

Transactions require your approval (2) K =
Pay Bill - 0 of 1 Approved
Membership 199999 Business Chequing test pc 001 > BC Hydro
Payment Status Bill Account Amount
Requires approval by October 22, 2025 32446543 $0.05

s —

3. Optionally, add a reason and select Confirm.

4. A success message confirms that the transaction has been rejected.

Recall a Transaction

Only available if you are the initiator and no signer has approved yet.

1. Go to Business Services — Business Transaction Manager.

Moya Financial

725 Browns Line Toronto ON M8W 3V7
tel: 416-255-1742 fax: 416-255-3871
toll-free: 1-888-728-1742

y Moya Financial Credit Union Limited

inancial is the business name used

ed
ed

Page 11 of 16



FINANCIAL

2. Open the transaction awaiting approval from others. Select Recall.

Transaction Manager e

Go to archived transactions
Show:

[ All Transactions b s ]

Update View
Transactions require approval from others (2) \ - ‘

Pay Bill - 0 of 1 Approved Recall
Membership 199999 Business Chequing test pc 001 > BC Hydro
Payment Status Bill Account Amecunt
Requires approval by October 22, 2025 32446543 $0.05

Pending Number
566696

3. Review the details and select Confirm.
4. A success message confirms the transaction was cancelled.
QUICK TIPS

e Pending transactions are shown on your Account Summary with alerts.

e Transactions that are expired were not approved in time.

e You can copy or clone rejected or expired transactions to save time.

o Interac e-Transfers work differently: only single-signer approval is supported (merchant sites
cannot wait for multiple approvals).

Consolidate Accounts

The Account Consolidation feature lets signers view and manage all their business and personal
memberships from one login — no need to sign in and out multiple times.

Delegates do not have access to this feature. Each signer can consolidate up to three memberships under
one login.

Access the Account Consolidation Manager

1. Go to Business Services — Manage Consolidated Accounts.

Moya Financial
725 Browns Line Toronto ON M8W 3V7
tel: 416-255-1742 fax: 416-255-3871
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2. The Account Consolidation Manager will display all memberships currently linked to your login.
a. If no accounts have been added, you'll see the message: “No accounts have been

consolidated.”
b. Once three accounts are linked, the Consolidate Account option will be disabled.

Add a Consolidated Account
To link another membership:

1. Select Consolidate Account.

Account Consolidation Manager 2]

== Consolidate Account (0/3) &% Manage Delegate Access to Accounts

Consolidated Accounts

Consolidating your accounts allows you to view all of them with a single login. You may consolidate up to 3 accounts.

No accounts have been consolidated.

2. Enter:
a. The Username you want to consolidate.
b. The Personal Access Code (PAC) for that Username.
Consolidate Account (2]

Fill in the information below for the account you wish to consolidate and click Submit.

By clicking Submit you certify that this account belongs to you and that you are authorized to consolidate and access it.

User Name Access Code (PAC)

| cance' | m

3. Select Submit.

4. Review and confirm the details — Confirm.
a. You can also Cancel or Edit before confirming.

Moya Financial
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5. A confirmation message will appear once the account is successfully added.

NOTE: After consolidation, you can view balances and move funds between your linked accounts directly
within your single login.

Remove a Consolidated Account
To remove a linked membership:

1. In the Account Consolidation Manager, select Remove beside the Username.

Account Consolidation Manager (2]

== Consolidate Account (1/3) 8% Manage Delegate Access to Accounts

Consolidated Accounts

Consolidating your accounts allows you to view all of them with a single login. You may consolidate up to 3 accounts.

User Name: PLDA4330TES W Remove

2. Review the details — Confirm.
3. A success message confirms removal.

NOTE: Removing an account does not close or delete it — you can still access it by logging in separately
with its own Member Number.

Re-link an Account

If the PAC for a consolidated membership changes, the link between accounts may break. You can restore
it using Update PAC:

1. Select Update PAC in the Account Consolidation Manager.

Account Consolidation Manager e

== Consolidate Account (1/3) &% Manage Delegate Access to Accounts

Consolidated Accounts

Consolidating your accounts allows you to view all of them with a single legin. You may consolidate up to 3 accounts.

This consolidated account cannot be viewed at this time. User Name: PLDA4330TES Update PAC @ Remove

Moya Financial
725 Browns Line Toronto ON M8W 3V7
tel: 416-255-1742 fax: 416-255-3871
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2. Enter the new PAC for that Member Number.

Update PAC (7]

User Name PLDA4330TES

* Access Code (PAC)

‘ cance' ‘ m

3. Select Submit — a confirmation message will appear.

NOTE: Updating the PAC here does not change the PAC itself — it simply refreshes the connection to that

membership.

Manage Delegate Access to Consolidated Accounts

Delegates do not automatically gain access to newly consolidated memberships. To update delegate

permissions:

1. Inthe Account Consolidation Manager, select Manage Delegate Access to Accounts.

Account Consolidation Manager (2]

i«

== Consolidate Account (0/3) i@ Manage Delegate Access to Accounts

Consolidated Accounts

Consolidating your accounts allows you to view all of them with a single login. You may consolidate up to 3 accounts.

No accounts have been consolidated.

2. Find the delegate and select Edit from the menu.

© Add Delegate (1/3)

A delegate is a user with limited access to account functions. You can add up to 3 delegates.

Jane Doe

Delegate Delegate Status # Edit /

Initiator Active
W Delete

Moya Financial
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3. In the Accounts Shared with Delegate section, select the checkbox next to each account you want

the delegate to access.

Accounts Shared with Delegate

Please select at least one member card to share with this delegate.

Note:

The delegate will have access to all memberships under a selected MemberCard, including any personal enes, Contact us if you would like to separate your memberships.

-t S——
-

Share accounts under this MemberCard? /

Membership: 000000199999

Account Name Balance

Savings $0.20

Business Chequing test pc $97.00

US$ Chequing $0.10

Capital Patronage Share $0.00

InternalC$ $0.00

L e T B
- — - A — - — .

([ Share accounts under this MemberCard? /
Membership:

Account Name Balance
Savings $6,280.42
Daily Interest Savings $532.66
US$ Savings $2,890.34
Membership Share $150.00

4. Select Submit — a confirmation message will appear.
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