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The Launch Page

< < oWWWsCONnvenientcards.com/ccs o

© CONVENIENTCARDS

Home Your Products Program Management FAQ Training

GET OUR FREE MOBILE BANKING APP

® CHECK BALANCE
® VIEW TRANSACTION HISTORY
® ADD MONEY TO YOUR CARD

® Pay Bios

® GET BALANCE AND TRANSACTION ALERTS

FOR RELOADABLE CARDS

CC Studio News
Peogle Choose Prepald Because It Makes the Most Economic Sense for Them

Reloadable Cards Single Load Cards Selecting a Card

* Acc Card = Gift Card = Understand the Customer’s Needs
= TravelMoney Card = Incentive Card = Select Matching Product

The first step in using CC Studio is going to the Convenient Cards launch page by going to
www.convenientcards.com/CCstudio. It may be useful to create a shortcut on your desktop

that takes you directly to this page. The launch page, as you will find, contains a large amount
of useful information and material.

From the launch page, select CC studio login in the upper right corner of the screen. This will
take you to the CC Studio login page. We recommend you begin at the launch page every time
you log in. This link is the shortest way to get to the CC Studio log in page
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CC sTuDIO

CONVENIENTCARDS

Welcome to CC studio IP: 216.19.248.46 N TR
Cantaet Us
User Name |BankEmplnyee 1
P R S F— ‘
Enter the text as shown ‘EQW‘I—J
in tha imags -
e R =
ol 2" A {128 Z
Forgot Access Code

S E—,

To log into CC Studio, you will need your username and access code that have been provided to you.
Enter your username & access code and fill in the provided captcha, then click “Secure Login”.

IP: 216.19.248.46

Contact Us

User Name : [ BankEmployee ]

Click the “Contact Us” button above the login box if you need assistance logging in.
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Tabs / Alerts
6 e = Suarcn 1 Q \ ‘o 5 WELCOME, ADAM TESTBE

o) Last Login: 08122017 13:370:36

e e
Manage Card Load/Reload Card

Tabs

Congratulations! You are now logged into CC Studio. This view
is the “HOME” page view. You will see tabs on the left hand
side of the page. These tabs are the most important part of CC
- studio. These tabs contain links for navigating CC Studio to
perform functions like “Check Card Balance, Sell Card, Manage
Card, Load/Reload Card and Administration.” These links may
also be found on the “HOME” tab view, shown here.

I
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Checking Card Ba
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CONVERIENT CARDS = Somen ManL Q
CCo sTuio =

.:'- Last Login: 0824MNT 111126
Load/Reload Card

Idanzge Caro

Adminisiration

Lesd'Reload Cad ‘
Admiratration ‘

To check a card balance, click the “Check Card Balance” tab on the sidebar on the left of the page or the
“Check Card Balance” button in the middle of the “HOME" page.

EC sTuDio

Home b
B Check Card Balance
Check Card Balance

Enter Card Number:

5 CONVENIENT CARDS = Search Menu | Q

4_065 83:2 RS 2601
Sell Card
Manage Card ‘ Next l Reset Card Number
Load/Reload Card

You will then be prompted to enter a card number. Once you’ve entered the card number you may click
“Next” to reveal the card balance.

Your available balance on card is $10.00

Enter Another Card
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Selling Gift & Incent

Activating and Loading a Single Gift/Incentive Card

COMVEMIENT CARDS = Soacen Mo o
oo STUD = :

W) Last Login: 082427 133126
3 og

Check Card Balance

Itanzge Card ‘
Manage Card

Load/Reload Card

Lesd'Reload Card ‘

Adminiatration

‘ Administration

To sell a Gift Card or Incentive Card, click the “Sell Card” tab on the sidebar on the left of the page or the
“Sell Card” button on the right of the “HOME” page.

COMVENIENTCARDS = e | a (ML) (33F) WELCOME, CHRISMOREY BANK USER
5C STUDID |
‘“ Home [ Sell Card Logout (D
Home

Check Aczount Balance

Where would you like to start?
Sell Card

Manage Can

Incentive Cards
Max Card Load = $750

Load/Reload Card

H

For incentives, rebates and rewsrds

e ——

Reports

Access Cards
For everyday spending and online

Adminisiration

shapping

Here you may select “Gift Card” or “Incentive Card.”
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CONVENIENT GARDS = ety M - ‘o 3 WELCOME, ADAMTESTEE
CC STuD:0 =

| Sel Caitl 1 Sall Card Intomal Logout (!}

—| = Gilt Card Al R
How can we help you from here?

—

- o Sell New Card

Innaga Card | W

R — e ———_
LoadiRelnad Card | Print Cardholder Agreement

Adrministrstion | Print Cust r Rel:eip{

Helpful Program Information

After selecting Gift Card or Incentive Card, we see links to Sell New Card, Print Cardholder Agreement,
Print Customer Receipt, and Helpful Program Information. Click “Sell New Card” to sell a card.

CONVENIENT CARDS (= Search Menu Q
CcCC sTupDio

4 Home | Selicard / Sell Gift Card
| Home ‘ 5

B Sell Gift Card
‘ Check Card Balance ‘

Enter Card Number: ;
Sell Card

| Manage Card ‘

eset Card Number

[ Load/Reload Card 1

You will then enter the card number that you would like to activate and load and click “Next.”
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A Home | Sell Gard / Sell Gift Card Detail

8 Sell Gift Card Detail A S R
———
Card Detail
Branch / Store Name: Bank of Convenient ‘E| Product Name Convenient Visa Gift Card - N(M
Card Number: 4065, )| 83 == 2843 Transaction Receipt Fes: =3  § 3.05
Load Amount: E 250 1 same Load Amount on all Cards s

Resel Card Number

Edit Delete Card Number Load Amount Transaction Receipt Fee
| | | | |

Enter Purchaser Information E!

You will then see the “Sell Gift Card/Incentive Card Detail” Page. You will notice that the required fields
are noted with a highlighted right edge in red. The Branch/Store Name is already filled out with your
bank information, as well as the card number (you just entered). Enter the amount you would like to
load the card in the “Load Amount” field. The “Transaction Receipt Fee” field is strictly used to show
your bank’s activate and load fee on your customer receipt. This is the amount you charge your
customers for the purchase and activation of a Gift/Incentive Card. You will type in this determined fee
amount set by your bank here. This amount is not deducted from the load amount nor is it debited from
your bank’s funding account. Once you’ve entered in all the information, click “Add.”
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Add Reset Card Number

Edit Delete Card Number Load Amount Transaction Receipt Fee

@ ‘ ‘ 406683%*=] 2643 ‘ $50.00 ‘ $3.95 ‘

Review:

Enter Purchaser Information

=

After you have clicked “Add” the card will be added to the table below the “Add” Button. For your
convenience, you may review the Total Load Amount, Total Transaction Receipt Fee and Total Due
Amount on the bottom of this section. The next step is to capture purchaser information. As this step is
optional, you may choose to continue without adding purchaser information by selecting “Submit” once
you have reviewed the transaction totals.

Enter Purchaser Information

s [

OPTIONAL - For BSA tracking, you may capture Gift/Incentive Card Purchaser information. Expand the
“Enter Purchaser Information” section to enter in Card purchaser information to retain for your records.
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A Home | Sell Card | Sell Gift Card Detail

Enter Purchaser Information B

Personal Information 1D's Information

Purchaser Member 1D: ﬁ Social Security Number: ﬁ

Date of Sell —_— | MMDDYYYY =] Driving License Number: =

FNSt bame: —> Driving License Issue Date: —> [umooryyy 8
Middie Name: Driving License Expiration Date: — [ MMDDAYYY 8
Last Name: é Driving License Issued Country: é EI
Bate.dr iy : o - & Driving License Issue State % F’
Address Line 1: ﬁ

Address Line 2

Country: —————> | United States v

State: —_—

City: ﬁ

Zip Code: é

‘ submit ) Reset

Here you may enter in “Purchaser Member ID, Date of Sale, Purchaser Name, Purchaser Date of Birth,”
and “Purchaser Address” including “State, City” and “Zip Code.” For more specific record retention, you
also have the ability to capture the purchaser “Social Security Number, Driving License Number, Driving
License Issue Date, Driving License Expiration Date, Driving License Country,” and “Driving License
State”. This information is purely optional and to be used by your bank for internal tracking of gift card
purchasers. The information captured here, is only used for your bank and does not personalize the card
at the time of purchase. Once you are finished, select “Submit.”
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6 CONVENIENTCARDS , Search Menu Q
CC sTUuDnMO

‘ 4 Home / Sell Card / Sell Gift Card

‘ Home

B Confirm Card(s) Sell
‘ Check Card Balance ‘

Product Type: Gift Card

Product Name: Convenient Visa Gift Card - NCO
=

Total Transaction Receipt Fee Amount $3.95

Total Due Amount $53.95

Manage Card

Load/Reload Card

Administration

You now see a screen in which you may select “Confirm and Print” or “Confirm” to finalize the
transaction. If you would like a receipt, be sure to select “Confirm and Print.” Selecting the “Back”
button available here, allows you to make any corrections to your card transaction.

Once “Confirm and Print” or “Confirm” is selected, the card will be activated and loaded.

Success

Cardis) soid successiully.
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Selling Gift & Incentive Cards

— I — i — - e m W W

A Home 1 Sell Card / Sell Gift Card Detail

B Sell Gift Card Detail AL X
Card Detail
Branch { Store Name Bank of Convenient Product Name Convenient Viea Gift Card - N¢[v/|
Card Number: ﬁ 4066 g3 il 3260 Transaction Receipt Fee: ﬁ s | 3.85 x '
Lo Aot é ] 500 [J same Load Amount on all Cards $
Add Reset Card Number

Edit Delete Card Number Load Amount Transaction Receipt Fee

& |ﬁ' | 40668373275 | $50.00 5395 <€ First Card Already Aldded to Table

Once you have entered in your first card and selected “Add” you will see it displayed in the table below

the “Add” button. To add another card in the same transaction, simply enter in a new card number and
enter in your load amount. Once you have done this click “Add”.

Edit Delete Card Number Load Amount Transaction Receipt Fee
V] 4DBBRI=+*3273 $50.00 $3.95
\ o} 406683 ==*3260 $500.00 395
-1 1 | — ] "]

$550.00 §7.80 $557.90

Your additional card will be added to the table. You may repeat this step to add however many
additional cards you would like to activate and load. Next, you will click “Validate”. Validation is used as
a double check for you to review the card loads and fees, as well for our system to confirm that the
cards are valid and ready to be sold. If they are valid, you will see a green check in the edit column. Once
you have validated the transaction you may now click “Submit”. Again, you will have the option to
“Confirm” or “Confirm and Print” to finalize the transaction, or “Back” to review transaction details.
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COMVEMIENT CARDS — Soacth MafiL a
CC STUEND = :

‘ W) Last Login: 0822007 133126

Check Card Balarice

Check Card Balance

Itanzge Card ‘
Manage Card

Load/Reload Card

Lesd'Reload Cad ‘

Adminatration

‘ Adminisiration

To sell an Access Card, click the “Sell Card” tab on the sidebar on the left of the page or the “Sell Card”
button on the right of the “HOME" page.

CONVENIENTCARDS = S Mt la A (13| WELCOME. CHRISMOREY BANK USER
£C sTUDID |
“ Home | Sell Card Logout (D
Home

Al R
Check Account Balance

Where would you like to start?
Sedl Card

Manage Can

Gift Card
Max Card Load = $500

Incentive Cards
Max Card Load = $750

Load/Reload Card

H

For holidays, birthdays, weddings & more For incentives, rebates and rewards

Reports

Administration

e —
Access Cards
For everyday spending and onlfine
shopping
e ——

Here, select “Access Cards”.
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6':'3""’5:'5%;?"“ = Saarch W qQ ‘o T WELCOME, ADAM TESTEE
Sk ) 1 'Sell Card Intvmal Legaut (1)
= Gift Card AR
How can we help you from here?

Sell New Card (s
e ———_

LoadiRelnad Card | Print Cardholder Agreement

Print Customer Receipt
Helpful Program Information

After selecting Access Cards, we see links to Sell New Card, Print Cardholder Agreement, Print Customer
Receipt, and Helpful Program Information. Click “Sell New Card” to sell a card.

Adrministrstion |

6 CONVENIENTCARDS = Search Menu . Q

CC STUDIO

{ome ard /' Sell Instant Card
l Home ] ~

& Sell Instant Card
[ Check Card Balance }

Enter Card Number: = e
4068 a4 2483
Sell Card
eset Card Number

[ Manage Card

Load/Reload Card ]

l Administration

You will then enter the card number that you would like to activate and load and click “Next”.
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Selling Access Cards

A Home 1 SellCard ¢ Sell Instant Card Losot (1)

B Sell Instant Card
Program Information

Client Name:
Product Name:

Card Number:

Cardholder Information

Load Amount:

Total Due Amount:
Personal Information
First Name

Last Name:

Name On Gard

Date of Birth:

Address Information
RddressUne 1.
Address Line 2.
Country:

State:

City:

Zip Code:

WL

Bank Programs

Convenient Access Visa Prepaid Card

-NCO
4086842483

$ | 50
$ | 5395

John
Smith
John Smith

01/01/1901

Cne Monarch Place Ste 240

United States
Massachusetts

Springfietd

01144

[<]

<

Branch / Store Name:

Branch Code / Store ID:
Card Manual Status:

Transaction Receipi Fee:

ID's Information

Social Security Number:

Shipping Address Information

Shipping Address:
First Name:
Middle Name
Last Name:
Address Line 1
Address Line 2
City.

Zip Code:

AT R

Bank of Convenient

031708
New Card Pending Activation

= 0000

Ship to Cardholder Address El

John

Smith

One Monarch Place Ste 240

Springfield

01144

Enter in the desired “Load Amount” under Cardholder Information. The “Transaction Receipt Fee” field

is strictly used to show your bank’s activate and load fee on your customer receipt. This is the amount

you charge your customers for the purchase and activation of a Access Card. You will type in this

determined fee amount set by your bank here. This amount is not deducted from the load amount nor is

it debited from your bank’s funding account. Under Personal Information, enter in the required

information which is highlighted on the right of the field in red. This information is “First Name, Last
Name, Date of Birth, Social Security Number and phone”. Note that the “Name on Card” field
automatically populates with the cardholders first and last name you have entered. Next, the Address

Information requires a physical “Address, Country, State, City, and Zip Code”. PO Boxes will not work.
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48 Home / Sel Card | Sell instant Card

Name On Card: John Smith
Date of Birth: 04/01/1901 [==]
Address Information Shipping Address Information
s Ship to Cardholder Address
L ) ] Ship to Office Address
Address Line 1: One Monarch Place Sie 240 Shipping Address: E Ship to Other Address
Address Line 2: First Name: >
Country: United States |T, Middle Name:
- Last Name: 9
Slate: Massachuseits E
. Address Line 1:
City: Springfield —_
Address Line 2
Zip Code: 01144
City: )
Zip Code: é
Country: ; v
State: E i;

Contact Information

Home Phone Number: E
‘Work Phone Number:

IMobile Number:

MNote: Home Phone Number Cr Wark Phone Number Or Mobile Number is mandatory

Primary Emall Address: <€——— For Customer Service

If the cardholder has a PO Box, or different Shipping Address than their physical address, you may fill out
additional shipping information in the “Shipping Address Information” section by selecting “Ship to
Other Address” in the drop down. After you have entered this information you will then be required to
enter in at least one phone number below. Any additional information including email address will be
used only for customer service purposes. Once you’ve entered all the information, and confirmed that
you have filled out all required fields, you will hit “Submit” to finalize the transaction.
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{ Sell Card | Sell Instant Card
l Home ‘ h

B Confirm Card Sell
‘ Check Card Balance ‘

Card Number: 4066842483
Product Type: Access Card
Product Name; Convenient Access Visa Prepaid Card - NCO
Transaction Receipt Fee: $3.05
Deposit Amount: 360
Manage Card Total Due Amount: 553.95

Administration

On this page, press “Confirm and Print” to complete the transaction and print receipt. If a receipt is
not needed you may simply press “Confirm”. If you click “Enter Another Card” you will cancel your
current transaction and the system will let you activate and load a new card. If you need to make
any revisions to the information displayed here before you confirm, you may hit the “Back” button
to make those corrections.

Once “Confirm and Print” or “Confirm” is selected, the card will be activated and loaded.

Success

Cardis) soid successiully.
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COMVERIENT GARDS = come it ML a
CC sTuoio =

‘ .‘:‘- Last Login: 0820 HNAT 111726
Load/Reload Card

Check Card Balance

Manage Card

‘ Administration

Adminiatration

The “Manage Card” tab pulls up a menu of card options for the program. Select the “Manage Card” tab
on the left or the “Manage Card” button in the middle of the “HOME" page.

‘ Home | Manage Card Logaut 0

B Manage Card

View Cardholder Infor

‘ Print Cardho!ﬁer Agreement Print Customer Receipt

You will find two options under Manage Card, “Print Cardholder Agreement” and “Print Customer

Receipt”. To print a Cardholder Agreement for any card within the program, select “Print Cardholder
Agreement.”

ﬂ‘ Home [ Manage Card [/ Print Cardholder Agreement

B8 Cardholder Agreement

Enter Card Number: 9 4066 a4 o 2483

Reset Card Mumber

You will see the “Enter Card Number” field. Enter in the card number you would like to receive the
cardholder agreement for, and click “Next.”
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ard { Print Cardholder Agreement

£ Cardholder Agreement A S X

CaRolEHIORNTIRNON. S

Card Number: 4066842483 Client Name: Bank Programs

Card Expirafion Date: Branch / Store Name: Bank of Convenient

Eapd Type: Piimarny Branch Code / Store ID: 021708

SESLHL AT LIRS Product Name: Convenient Access Visa Prepaid Card - NCO
Card Manual Status: Active Fisk Naime:

Card Derived Status: Pending Activation Lt R

Card Generated Status: Active

Account Manual Status: Acfive

Account Generated Status: Active

Print Cardholder Agreement

You will then see the Cardholder Information screen showing the card information on the card you are
looking up the Cardholder Agreement. To download a printable PDF of the cardholder agreement you
will click “Print Cardholder Agreement”.

A confirmation should pop up asking if you would like to print the agreement. Select “Yes” to start the
download.

Confirm

‘Would you like to print cardholder agreement?

Once your PDF has downloaded, you may open it for printing.
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2
5 Manage Card ~ o B

View Cardholder Information

Print Cardholder Agreement Print Customer Receipt

Back under your Manage Card option we will now select “Print Customer Receipt”.

A Home ¢ Manage Gard / Customer Receipt

B Print Customer Receipt A X

Search Transaction

Sell From Date: ﬁ MM = Cardholder First Name: %
Sell To Date: M = Cardholder Last Name: %
Receipt Id: ;

Transaction Type: % Bath E

Purchaser Member 1D %

Purchaser First Name: %

Purchaser Last Name: ;

Account Number: ; 70000000102205

Card Number > [a0s6 | [aa= | == | 268

Reset Card Number

In the Search Transaction screen you will see that you may search for a previous transaction receipt by
selecting from the search criteria available. These include: “Date, Receipt ID, Transaction Type,
Purchaser Member ID, Purchaser First Name, Purchaser Last Name, Account Number, Card Number,
Cardholder First Name, and Cardholder Last Name”. Once you have filled out the criteria you are looking
for, click “Next” to start your search.
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‘ﬂ' Home [ Manage Card / Customer Receipt
= = A
£ Print Customer Receipt A X

te Hime broduct Name [Transaction \Iser Natne Amount Transaction Receipt [Receipt Detail
Type Loaded Fee D P—

| D8/30/2017 | 10:41:51 AM | Convenient Visa Gift Card - GC155 Load Dorina.CC Admin $150.00 §0.00 BSQ Detail

| DB/30/2017 [ 10:40:16 AM | Convemient Visa Gift Card - GC155 Load Dornna.CC Admin $10.00 §0.00 3683 | Detail

| 0843002017 | 10:05:04 AM | Conwvenient Visa Gift Card - NCO Sell Adam TestBE $50.00 §3.05 3680 | Detall

. Convenient Access Visa Prepaid Card - Rishabh

08/30f2017 | 09:57:29 AM NCO Load BankAdmin $9.90 §4.95 3669 | Detail

| D&/30/2017 | 09:47:16 AM | Convenient Visa Gift Card - NCO Load Donina.CC Admin $10.00 §1.00 3668 | Detail

| 08/30/2017 | 09:44:17 AM | Convenient Visa Gift Card - GC155 Sell Dorina.CC Admin $350.00 S0.00 3673 | Detail

| 08/30/2017 | 07-59714 AM | Convenient Visa Gift Card - NCO Load Dorina.CC Admin $222.00 §1.00 3666 | Detail

| D8/30/2017 | 07:41:26 AM | Convenient Visa Gift Card - NCO Sell Dorina.CC Admin $222.00 §2.00 3664 | Detail
08/30/2017 | 06:16:15 AM :g’gemem eommmCaaIgAL Dam I Dorina.CC Admin $21.21 $000| 3670 | Detai

| 08/30/2017 | D6:13:38 AM | Convenient Visa Gift Card - NCO Sell Dorina.CC Admin $10.00 §0.00 3661 | Detait

Now you have a screen that shows a summary of transactions that fit your selected search criteria.
When you find the transaction receipt that you would like to print, click “Detail” for a customer receipt.
The receipt will open in a window with an option to “Print” or “Export to PDF”.

M CoreMoney %

Avst 23, 2017 1053 AM
CONVENIENT CARDS

Transaction Information
Order 10: 9126

Location: Spangted, MA
Processed By. Acam Davie

Type of Card: Convenient Corporate World Visa Prepaid Card - CC InHouse

Account Number Card Number Transaction 10 Load Amount Transaction Receipt Fee Total Due Amount

(70300505851 Teonees0082 T1e67350588 1 51003 000, 51059

Connect with us.
W gconvenenscarss [ Convenent Caron, 1ee

The receipt will open in a window with an option to “Print” or “Export to PDF”.
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CONVERIENT CARDS = Somen ManL Q
CCo sTuio =

‘ Last Login: 09E&EHAT X126

Uheck Card Balance

Sell Card

Check Card Balance

Manage Card Load/Reload Card

Sl O

Idanzge Carg

|
|
w‘z

Adminisiration

Admimatiation

***THIS OPTION WILL NOT ACTIVATE AND LOAD (SELL) CARDS***

To reload a customer’s Access Card, click the “Load/Reload Card” tab on the sidebar on the left of the
page or the “Load/Reload Card” button in the right of the “HOME” page.

ﬂ' Home / Manage Card / Load/Reload Card

= Load/Reload Card A X

Enter Card Number: 4086 aq=e P 2467

Reset Card Number

You are now taken to the “Enter Card Number” screen. Here, you may enter in the Access Card number
you would like to reload and click “Next”.
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Reloading Access Cards

A Home 1 Manage Card / Load/Reload Card

A

B Load/Reload Card Detail AL X

Cardholder Information

Card Number: 406684 2467 Client Name: Bank Programs

Card Expiration Date: 6/30/2021 12:00:00 AM Branch / Store Name: Bank of Convenient

Gart e Frimaey Branch Code / Stare ID: 031708

Acgount fimaer, 00000I031ED Product Name: Convenient Access Visa Prepaid Card - NCO
Card Derived Status: Lost First Name: John

Available Balance: 10410 Last Name: Smith

Enter Load Detail

Enter Load Amount: H $ Transaction Recelpt Fee'——> | g (405

I eset Enter Another Card

Last Five Loads

Transaction Transaction Transaction Transaction Total Due Current Transaction

Selecl  najermime Description Amount Receipt Fee Amount | Balance Source

UserlD Fariner Sicre Name | Receipt

Bank of

5100.00 $4.95 $104.95 $107.05 | CoreMoney BankEmployee | Convenient 3532
(Springfield, MA)

. |osm2r2017 13709 - Sell
1173026 Card Load

On this page, you will see the “Load/Reload Card Detail”. Displayed here is a summary of cardholder
information on the card you have entered to reload. Double check that you are reloading the correct
card.

Under the “Enter Load Detail” section, you will enter the amount to be reloaded on the card in the
“Enter Load Amount” field. CC Studio will automatically debit this reload amount, plus $3.95 for each
reload transaction.

As the bank may retain an additional $1.00 per reload, you have the option of entering an amount
between $3.95 - $4.95 in the “Transaction Receipt Fee” field. The “Transaction Receipt Fee” field is
strictly used to display the Reload Fee on your customer receipt printout. This will allow you to show the
correct fee amount assessed for the transaction on your customer receipt.

*IMPORTANT* The amount entered in the “Transaction Receipt Fee” will not be deducted from the load
amount, nor is it used to determine the total debit from your bank’s funding account for the transaction.

Once you have entered in the information in the two fields, you may press “Load”.
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Confirm

Would you like to resel load field?

Now, you may confirm that you would like to complete the reload transaction by pressing “Yes” on the

window that pops up.

COMVENIENTCARDS = Search Menu Q
CC sTuDIoO {

A Home / Manage Card / Load/Reload Card

Home

& Load/Reload Card Confirmation

Check Card Balance

Card Number 406684*=***2487 is loaded with $100.00

Print Customer Receipt Enter Another Card

Sell Card

Manage Card

Load/Reload Carc

I Administration ‘

Once you have confirmed the transaction, you will receive a “Load/Reload Card Confirmation” displaying
the masked card number and the reload amount. You may select “Print Customer Receipt” to print a
receipt of the transaction, or “Enter Another Card” to complete a reload on a different card.
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CONVEMRIENT CARDS e Soaeeh Wan [+
£ STUHD = '

.:'- Last Login: 0824MNT 111126
Load/Reload Card

Uheck Card Balance ‘

S0kl G ‘ Check Card Balance

Idanzge Caro ‘

Lead'Reload Cad

Let us check out the “Administration” tab. Click the “Administration” tab on the sidebar on the left of
the page or the “Administration” button in the middle of the “HOME" page.

CONVENIENTCARDS = Search Menu Q
CcC sTuDio

ﬂ' Home /| Administration

Home

B Administration

Check Card Balance

Sell Card Update Profile

Manage Card

Load/Reload Card

Under the Administration tab there is one option: “Update Profile”. Select “Update Profile” to change
your Access Code (Password), Security Answer, and Date of Birth/E-mail.
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Updating Profile

‘ﬂ' Home / Administration / Update Profile Logout (D

B3 Update Profile AT X

User ID: BankEmployee

Change Access Code

Current Access Code: % New Access Code: %

Confirm Access Code %

“Change Access Code” is used to change your password you use to sign in to CC Studio. Type in your current
password followed by your new password, and again to confirm. Click “Submit” to save your changes.

Change Security Question Answer

Security Question: ﬁ ‘What city were you bomin? Security Answer: ﬁ

Confirm Security Answer 9

“Change Security Question Answer” will be used for password recovery. Select a security question from the drop
down and enter in your answer to the question. Confirm your answer and click “Submit” to save your changes.

Change Profile

Date of Birth: ﬁ EH Email Address: ﬁ cs@convenienicards.com

Last, in the Change Profile section you may enter in your “Date of Birth” and “Email Address”. Click “Submit”
to save your changes. Information stored in this section will become useful for verification purposes.

CC Studio User Manual — Update June 13, 2024 — Convenient Cards Inc Page 27




CONVEMRIENT CARDS e Soaeeh Wan [+
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‘ ‘ Last Login: 0824MNT 111126
S0kl G ‘ Check Card Balance Sell Card
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Load/Reload Card
Lead'Reload Cand
< Adminiatration ‘ >

N~ —

Let us check out the “Administration” tab for a Bank Admin Role user. Click the “Administration” tab on
the sidebar on the left of the page or the “Administration” button in the middle of the “HOME” page.

6ED~WMEMMDB & S a .o B WELCOME, ADAM ADMIN
cC sTuo D -
| A <o 1 Administration Logout (D
Harme

»
= Admunistration A R

[

If you are a Bank Admin, you will have two more options in the Administration tab. “Create User” and
“User Management” will be available for you. Click “Create User” to add a new user.
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Bank Admin Role

4 tome /1 Administration / Create User Logout 0

= Create User AT X

User Role: * — Bank Employee -

Branches B
Service Branch: ———> | Convenient Cards, inc. (CCOD01w User Branch: ——> | Bankof Convenient L4

First Name: * —S John Last Name: * —> | smith

UserID: ™ —> |jsmith2 Generated Access Code:  (Access Code Appears Here)

Email Address: Date of Birth: Optional | mmmoryyy =z

Daily Load Limit: Optional

Check To Bypass P Address: [

IP Address:

(IP Address separated by commar,))

First, select the “User Role” in the dropdown. As a Bank Admin role, you will be able to create new Bank
Employees and other Bank Admins. The “Service Branch” drop down MUST be set to “Convenient Cards
Inc (CCO001)”. The “User Branch” dropdown MUST be set to your bank name. Do NOT assign a user to
an individual branch. Your users will need to be assigned to your bank name in order to perform
transactions in CC Studio. Users assigned to a branch will not function correctly in CC Studio. Enter in
the new user’s “First Name, Last Name” and create a unique “User ID” and enter in their e-mail. We
suggest using their bank e-mail for their user ID as well.

The remaining fields are optional. You may set a user to a “Daily Load Limit” or restrict login and system
access to a specific “IP Address”. The “Daily Load Limit” will restrict that user’s total card loads per day
to a specific dollar amount entered in this field. The “IP Address” restricts the user’s system access to
the IP address entered. If you do not want to lock a user down to one machine/IP address, check off the
“Check To Bypass IP Address” and the restriction will be ignored allowing that user to access CC Studio
from any IP address/computer.

Once you press “Submit”, the user is created and their temporary access code displays in the
“Generated Access Code” Field.
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