ZEscrow User Guide

escno‘ﬂ

Table of Contents

Organization Dashboard and Functionality 2
Organization User Enrollment Process 2
Organization Homepage 3
Creating New Folders 4
Reconciling Unassigned Transactions 5
Opening a New Subaccount 6
Viewing Subaccount Details 9

Subaccount Dashboard and Functionality 10
Subaccount Dashboard 10
Uploading A Document 11
Initiating a Transaction 13
Closing an Existing Subaccount 15

Reports 16

1| Page



Organization Dashboard and Functionality

Organization User Enrollment Process

Organization users will need to be invited to access ZEscrow. Once invited, the user will be able
to view the organization through Digital Escrow in Hingham’s Business Online Platform.

Business Online Personal Online

LOG IN LOG IN

FORGOT PASSWORD? FORGOT PASSWORD?

ENROLL ENROLL

After logging in through Business Online, the Client will be directed to enroll in Digital Escrow
directly below the organization accounts. Select Enroll or Login to Zescrow, then the user will
be prompted to re enter their Business online banking username and password.

HINGHAM
M HOME ACCOUNTS PAYMENTS & TRANSFERS CHECKS & DEPOSITS ADMINISTRATION
Edit A t: Print
Accounts [ Edit Accounts  Pri Pay or transfer
Show all accounts w Internal Show w
ACH Show w»

Digital Escrow

ACH import Show W
= ]

Wire Show w
Login to Zescrow

. Bill pay Show w
Positive Pay

The new user will then be required to agree to a set of terms and conditions (“T&Cs”) before
getting redirected to the Organization dashboard.
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Terms and Conditions

—t

HINGHAM ZESCROW TERMS AND CONDITIONS
SAVINGS

ST R —

These Terms and Conditions of Use for ZEscrow (this “Agreement”) are entered into by and between you (hereinafter, “you™) and ZSuite
Technologies, Inc. as operator of the ZEscrow system (hereinafter “ZEscrow,” “us,” “our” or “we,”). This Agreement governs the terms of
the online escrow and sub accounting system, known as ZEscrow, whereby you authorize ZEscrow to create subaccounts to subdivide
deposits held at the Participating Financial Institution(s), as well as monitor balances and calculate interest, as defined by the
Participating Financial Institution, for funds in which you are the legal custodian and manage on behalf of yourself or other parties
(“Beneficiaries™). Your agreement to the terms and conditions of this Agreement is a condition upon your use of the ZEscrow program,
and your enroliment in the ZEscrow program and/or continued use of the ZEscrow program shall be evidence of your assent to all
obligations and responsibilities set forth in this Agreement.

Definitions

If a User has access to multiple Organizations, they should receive an invitation for each
organization. They will have to go through the complete set-up process for each Organization.
For any additional Organizations, they will have to sign Terms and Conditions. One login will
allow them to view all of the Organizations on one screen.

Organization Homepage

From here, active users will have the ability to search and view existing subaccounts, open new
subaccounts, view transaction history and even allocate funds from unassigned transactions.

A Home

Focus Federal Bank

5] Logout

$8,336,500.00

Kansas City Chiefs
LLC

ATTORNEY
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> Focus P
Federal

- Philadelphia Eagles Management

A Home Pending Subaccounts Summary

Please upload required documents to complete set up for the following subaccounts. |

0 Settlngs Total Balance Last Updated On
-
) I e Boss $3,000.00 December 06
= Invite
Users i TestAcct2
i TestAcct- W8 Bugs .
5) Logout
Folders & Subaccounts ws Transactions
SOURCE DESTINATION  DATE AMOUNT  STATUS
Master/Operating Fe &l
Rt Nick Sirianni 12/06/2021  $1.00 GCGID
v Defense Nick Sirianni 1022021 $0.08 CIID
Unassigned Nick Sirianni 07/27/2021  $3,000.00

~ [ offense

»

Creating New Folders

Authorized users can create new folders for convenient and streamlined subaccount
categorization. This feature allows the user to consolidate and organize similar accounts in any
way that suits the Organization’s individual business needs. To create a new folder, the user will
click on the three dots within the “Folders and Subaccounts” section and select “Add Folder”.

Folders & Subaccounts . Trangactions
DESTINATION DATE AMOUNT STATUS
- - CT ° @j’ o
v Master/Operating (05
IReTotat 08/05/2021  $100,000.00
Show Closed Subaccounts 9 1031/Aaron
v 1031 107/
# Home - RN Coleman 1031 072712021 $100,000.00
Master/Operating  Offense/Patrick 7
v [m IOLTA Account Mahomes O 2 BUIo00
5] Logout
Master/Operating CTA/Toby
07/27/2021  $1,000.00 PENDING.
* e i =D
; CTA/Nathan
Master/Operating  Baumeister's 071272021 $1,000.00
i Janae Settlement
CTA/Nathan !
) Master/Operating 7
i Jilr's Property 223(2;:‘\?”9(5 Account 071272021 $2,000.00 [ PENDING )
CTA/Nathan !
& Jessica Florida Baumeister's NasterlOperating 72722001 $1,000.00
= Settlement
Master/Operatin .
il Kansas City Chiefs LLC: Posted Interest Account P 9 1031/Joe C" 1031 07/27/2021  $45,000.00
Master/Operating  CTA/Jim H. 7
E Andy Reid Account Settlement O 2 GIERETIED
Master/Operating  CTAHelen 7
R o o721 $15000000

From here, the user will assign the new folder a unique name and click “Submit” to make it
available for use.
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Add Subaccount Folder x

Jessica Santana's Accounts|

Reconciling Unassigned Transactions

Action Required: When a transaction has been processed through ZEscrow but has not been
designated to a subaccount, it will appear in the “Unassigned Transaction” section.

To ensure proper reconciliation (including interest calculation and 1099-INT reporting), an

authorized user should assign all such transactions to the correct subaccount no later than the
last business day of each month.

- Houston Texans PLLC

# Home

Unassigned Transactions

£ Settings Please select a subaccount for the following transactions
B MEMO DATE AMOUNT STATUS
= Invite
Users Select Subaccount v Footballs 04/12/2021 $2,000.00
5] Logout
Subaccount Quick Access Summary
- - -
i LS LS Total Balance Last Updated On
Houston Texans Smith Car Wash DylanWsFlow -
PLLC: Posted... $0.00 $0.00 $2,00000 Aprll 12

$0.00
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Confirm Assignment

Assign transaction to subaccount "DeAndre Hopkins™?

Cancel Assign Transaction

In the instance where an unassigned transaction must be split between two or more
subaccounts, the user will have the option to split within the drop-down area.

Split Assignment

Select Subaccounts | Total Funds $1000000

Amount left to split: $1000000

Amount Subaccount  Not Selected v
Amount Subaccount  Not Selected ~
Add Split

.

Opening a New Subaccount

From the Organization dashboard, the user will initiate the opening of a new subaccount by
clicking on “New” and then “New Subaccount”.
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Kansas City Chiefs LLC

Urjassigned Transactions
Iy
MEMO DATE AMOUNT STATUS
Select Subaccount v Memo 22122 071212021 $4,000.00
Pending Subaccounts Summary
Piease upload required documents to complets et u for the following subaccounts. ‘
Total Balance Last Updated On
- >
i Aubrey's Insurance claim $8’336’500_00 August 05
i Jill's estate

i Hannah' settlement

Step 1: From here, the user will enter a unique “Account Name/ID” in order to easily identify
the account from the dashboard. This is typically used as the “nickname” of the subaccount.
The user will also designate the type of beneficiary, country of citizenship, and assign the
subaccount to a folder.

Create a Subaccount

Katherine Patterson

o

Main v

Select User ~

Patrick Mahomes
Andy Reid
Jessica Santana

Nathan Baumeister
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Create a Subaccount

‘ Please Review & Act on These Documents DocuSign'

ZEscrow Focus Federal Bank Beta
ZSuite Technologies

Signing a Signature Gard is needed to complete setup of a new subaccount

Please read the Blectronic Record and Signature Disclosure.
5 5 CONTINUE OTHER ACTIONS v
1 agree fo use electronic records and signatures.

DocuSign @ Change Language - English (US) ¥ | Gapyright © 2021 DocuSign Inc. | var

Step 3: Tax-ownership and reporting: If a beneficiary has been assigned, the user will be
prompted to select one of two options for providing the required W-9 information needed for
tax-ownership and reporting purposes.

Option 1: Email W-9 to Beneficiary - This option is for scenarios where the user does
not have the physical W-9 of the beneficiary. If selected, this workflow prompts the user
to enter an email for the beneficiary, which in turn sends them an invitation to enter
their own information directly through the platform.

Option 2: W-9 Manual Upload - This alternative option is for scenarios where the user
has already collected a signed W-9 for the beneficiary. If selected, this workflow allows
the user to manually enter the required information on behalf of the beneficiary and
digitally upload a signed copy of the W-9. Below is a list of the information that the user
will enter and attest to on behalf of the beneficiary:

(0]

(0)
(0)
(0]
(0]

Beneficiary Name
Beneficiary Address
Beneficiary SSN

Beneficiary Phone (optional)
Beneficiary Email (optional)
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Create a Subaccount

Select method... T

Select method...

Email W9 to Beneficiary

Manual Upload

- Option 3: W-8 BEN Manual upload - If the Individual beneficiary is not a resident of
the United States, a W-8 is required for tax ownership and reporting purposes instead of
a W-9. At this point the user will have the opportunity to upload a W8. In the instance of
a subaccount being created with a W-8 BEN, the user will enter 000-00-0000 in place of
a foreign tax number/ ITIN and must include the DOB of the beneficiary.

Create a Subaccount X

Select method... ~

Select method...

Manual Upload

Action Required: If any of the previous steps are not completed, the subaccount will be listed
in a “pending” status. Once all required documentation has been completed, the account status
will automatically update from “pending” to “open”. Please note that only accounts that are
in an open status are eligible to receive incoming deposits.

Viewing Subaccount Details

From the Organization dashboard, you can see accounts in a variety of statuses.

- Open and Pending Subaccounts (Accessible through the “Folders & Subaccounts”
section) — This section includes subaccounts that are both in an open and pending
status. Open accounts are those that have all necessary documentation on file and are
considered ready for transactions.
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- Closed Subaccounts (Accessible by clicking on the three dots next to the “Folders &
Subaccounts” section) — These are accounts that have gone through the closure process
and no longer have funds assigned.

[ ] Bishop, Blaine & Braxton LLC

# Home Subaccount Quick Access Summary

a 9 L L i Total Balance Last Updated On

Nathan Nathan's 1031 Toby Settlement

$1,000.00 $8,347,01492 November 23

= Invite
Users

$34,500.42 $850,014.44

5) Logout Folders & Subaccounts

ose

Add Folder
v EmcTa

DESTINATION DATE AMOUNT STATUS

Show Closed Subaccounts
| IOLTA/IOLTA

v w1031 :
TesouT Aecot 111232021 $1,000.00 [ pENDING ]

IOLTA/Curtis asinminans e LTS

Selecting the subaccount that you would like to view will direct the user to a new dashboard
with additional maintenance functionality that can be performed at the subaccount level.

Subaccount Dashboard and Functionality

Subaccount Dashboard

Authorized users can view the details of subaccounts by clicking into individual accounts from
the Organization dashboard. This view allows users to review beneficiary details, account
balances, transaction history, account documentation, and initiate subaccount transfers. The
user can edit the subaccount name, address, email, and phone. An additional feature is the ability to
include property address on the subaccount. If the user has a Standalone holding account, they
will not be able to make transfers. They should use the Unassigned Transaction process to
allocate funds.
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Tennessee Titans Management

Sk B v g I 0 e Dl U

Aarcn Coleman Und 3 Creirries

Latsi B [ Ty Pt i
$9,554.00 20.04 20,00
|21

am

Edit Details

Account Name/ID
Aaron Coleman Unit 3
Email Address

nbaumeister@sbcglobal.net

31 Powers Rd

Sudbury

01776

Edit/Add Property Address

Trass

Apcosant Dooumanty
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Uploading A Document

To upload documents for a pending subaccount, the authorized user will select the subaccount
from the Organization dashboard and click on the green button in the “Account Documents”
section.

Kansas City Chiefs LLC
- CTA > James Smith

# Home

James Smith Overview Transactions
3 Logout Total Balance Accrued Interest Earned Interest No transactions to display
Details
ID/NICKNAME James Smith
BENEFICIARY NAME James Smith
Account Documents
ADDRESS 99 South Bedford St By
Suite 101

!
Please upload the required documents above to activate this subaccount.
Burlington, MA 01803

EMAIL nathan@zsuitetech.com
PHONE 9564518184
BENEFICIARY TYPE Individual

ACCOUNT OPEN DATE September 24, 2021
ANNUAL PERCENTAGE RATE 002 %

From here, the user will be prompted to upload the documentation required to open the
account.

Upload Documents

W9

& Upload completed W9

| attest that all the information entered into this system and the attached documents are true
and accurate to the best of my ability and knowledge

They will also be able to see and upload documents from the Org dashboard.

12 | Page



# Home

{3 Settings

= Invite
Users

5 Logout

Bishop, Blaine & Braxton LLC

IOLTA > Defense > Katherine Patterson

Katherine Patterson Overview

Accrued

Total Balance [ Posted Interest
Details

ID/NICKNAME Katherine Patterson

BENEFICIARY NAME null null

ADDRESS undefined, undefined, undefined

EMAIL

PHONE

BENEFICIARY TYPE Individual

ACCOUNT CREATION DATE March 10, 2022

Initiating a Transaction

Transactions

No transactions to display

Account Documents

Please upload the required documents below to activate this subaccount.

WE FORM

SIGNATURE CARD Resend Sig Card

To initiate a transfer on an existing subaccount (whether a debit or credit), the authorized user

will first need to select the appropriate subaccount from the Organization dashboard. From

there, the user will click on the green button in the “Transactions” section.
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Kansas City Chiefs LLC
- CTA > Nathan Baumeister's Settlement

4 Home

Nathan Baumeister's Settlement Overview Transactions
51 Logout Total Balance Acerued Interest Earned Interest MEMO DATE AMOUNT TYPE STATYS

Additional money for NB y

$21 ,000.00 $0.04 $0.00 e et 0712712021 $1,000.00 DEPOSIT [ PenDinG )
Authorized medical deduction 07/27/2021  -$2,000.00 WITHDRAWAL [ PenDING ]
ASDF1234 1271 K W RAWA

Details Transfer 2/223658e4 0772712021 -$1,000.00 WITHDRAWAL CCD

Medical claim ’ WITHDRAWA
S1ona 2reed02ab 072772021 -$2,000.00 winorawal  (GEEID .

ID/INICKNAME Nathan Baumeister's Settlement

BENEFICIARY NAME NATHAN BAUMEISTER Account Documents

ADDRESS 99 South Bedford St

Burlington, MA 01803 & Zsuite Tech, Inc W-9 Form.paf (WS)
EMAIL
& ZE_SigCard.pdf (W9)
PHONE
& W8.pdf (W8)

BENEFICIARY TYPE Individual [N

ACCOUNT OPEN DATE April 16, 2021

ANNUAL PERCENTAGE RATE 0.02 %

SUBACCOUNT STATUS Open

Step 1: A new screen will then appear which gives the user the options to select the transaction
type (based on the “to” and “from” account options). Note: Funds will be debited or credited
from the Master account titled Zsuite Escrow Account FBO Tenants and Occupants or
subaccounts only.

Transfer Funds

Scheduled Transfer

Select ~

Select ~

Step 2: The user will enter the amount to be transferred, select an effective date (up to two
weeks in the future) and insert an optional memo for recordkeeping purposes.
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Transfer Funds

Scheduled Transfer

Transfer Amount

Amount To Transfer

<$ 10,000.00

Transfer Date

[ 10/18/2021|

October 2021

Tu We Th

28 29

5 &

13

s ) @D
20

27

Step 3: The last step of the process is to review the transaction details for accuracy and click

“Submit” to initiate the transaction.

Transfer Funds

Scheduled Transfer

From Account
Master/Operating Account

To Account

Nathan Baumeister's Settlement

Memo

New deposit

Transfer Amount
$10,000.00

Transfer Date
Thu Oct 07 2021 14:50:02 GMT-0400 (Eastern Daylight Time)

Closing a Subaccount
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Once inside the subaccount, authorized users can initiate an account closure by clicking on the
three dots on the right side of the screen and selecting “Close Subaccount”.

- Kansas City Chiefs LLC

1031 > Aaron Coleman 1031

A Home Close Subaccount Iy
Aaron Coleman 1031 Overview Transactions
5] Logout
Total Balance Accrued Interest Earned Interest MEMO DATE AMOUNT TYPE STATUS
$1 00,00000 $000 $000 ::”l',ﬁmg:p%aﬁ%d 07/27/2021 $100,000.00 DEPOSIT [ PenDING ]
Details
ID/NICKNAME Aaron Coleman 1031

From here, the user will be directed to a new screen where they can review the closure details
and insert an optional memo for tracking purposes.

Close Subaccount

Aaron Coleman Unit 3

Aaron Coleman Unit 3
lay 26, 2021 May 11, 2022

Aaron Coleman

&

0.04 $0.00

Aaron Coleman Unit 3 Master/Operating Account

The Following Will Occur Upon Subaccount Closure:
= The subaccount will go into a parfially closed status until all scheduled transactions are reconciled and the seffled balance is 0
» Once fully closed, the subaccount will be hidden, but accessible from the organization dashboard
= The account balance be transferred from the subaccount to the designated disbursement account

» The accrued interest will be transferred first to the subaccount, then to the designated disbursement account

If this is a standalone subaccount, the closure is not recognized as complete until funds have
been moved out

Reports

To view available reports through ZEscrow, click on “Reports”.
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Subaccount Activity Report v ‘

Subacc

Activity Report
Balance Report

# Home

Activity Report

B Reports Select Organization v Monthly

FOLDERPATH NAME ADDHESS CREDITS COUNT  DEBITS COUNT  CREDITS AMGUNT
= Logout

There are currently two types of reports available for an org user to download:

DEBITS AMOUN

CURRENT BALANCE  ACCRUED INTEREST

ioh 053172022

PREV MONTH POSTED INTEREST

D POSTED INTEREST

e Subaccount Activity Report: Reporting for your Organization on sub details that

includes balance, and interest.

e Subaccounts Balance Report: Reporting for your Organization on transactions,

balance and interest based on the date range selected.

Once the report that you would like to view has been selected, input a date range as needed and

then click on the “Export CSV” button to download the data.

Subaccounts Balance Report v

# Home

Subaccounts Balance Report

B Reports
Tennessee Titans Management v
3 Logout
& ExportCsv
FOLDER PATH NAME
Unassigned
Allan R

Tennessee Titans Management: Posted Interest

1436 South 1st St Bldg 3 unit 6
1436 South 1st St Bldg 3 unit 5
1436 South 1st St Bldg 3/Unit 1 Andy's Escrow

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

Date

Range: 090112022

0| 0513112022

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

50.00

$0.00

50.00

50.00

50.00

BEGINNING BALANCE  CREDITSAMOUNT  DEBITS AMOUNT  END BALANCE ~ POSTED INTEREST  YTD POSTED INTEREST

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00
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