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Logging into R360+

1. Enter the URL or web address, provided by your application host, into your web browser to
connect to the R360+™ application. For this document the link is:
https://payments.deluxe.com/receivables?brandinglD=Fifth Third.

2. Alogin page will be displayed.

NOTE: The full user setup Okta activation process is covered in the Member Setup Guide in the
Admin training course.

fagn 2

3. Enter your username in the Username field.

4. Check Remember me to save the username for the next login attempt.

Username

rebecca cepressddehne com 3

5. Click Next.
6. Enter the password for your account.

7. Click Sign in.
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8. If Multi Factor Authentication is enabled, click Send Code to send the authentication code to the
configured authentication location.

9. Enter the code provided in the Enter Code field.
10. Click Verify.

SMS Authentication

9 1 200 MO0 G050

Erter Code

| Send code

L~ (1) |

Reset Password

If the user has entered the wrong password 5 times, the account will be locked for 15 minutes. After
15 minutes, the user may attempt to log in again. A forgotten password may be remedied using the
Need help signing in link on the login page, followed by Forgot password?

Enter your username (email) and click Reset via Email.

okta

Rt Pasiwisd

s on | s

An email will be sent with instructions to reset the password.
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Inactivity Logout

If the user is inactive (not using the browser at all) for 10 minutes, a message will be displayed on
the screen to continue the session or logout. If they are completely inactive an additional 5 minutes,
they will be logged out of the system, and the Login option will display to the user.

Archive

The Archive is utilized to search for batch, transaction, and item information.

e Batches Tab — Search the archive for batches. The batches contain transactions and items.
The Batch page summarizes the data at the batch level. On this table, if the results columns
are batch level fields, then the results table will show the batch level information; if a
transaction or item level field is added the column will be blank.

e Transactions Tab — Search the archive for transactions. Transactions will contain the items
processed within that transaction. The Transaction page summarizes the data at the
transaction level. On this tab the results table displays information on only the first payment
in a transaction. If there are no payments in a transaction, then the first non-payment
transaction information would be displayed.

e Transaction ltems Tab — Search the archive for items (stubs, payments, etc.). The
transaction items page lists ALL items in the results table.

Users can view images and review details of items. Organizations can only view the numbers of
viewing days of data configured for the organization. The archive is accessed by selecting Archive
from the menu on the left which will display the Search page. The archive is automatically filtered to
the current day.

atmEae 1 T
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The archive displays items for the selected organization. Default results columns are displayed, but
these can be customized which will be shown later in this document. Columns can be sorted
ascending or descending. The Transactions page can be viewed by selecting the Transactions tab.

Search Options

The automatic date filter can be removed by selecting the X to remove the filter below the filter
boxes. When the filter is removed, the results will include all dates. Searching across all dates may
require a long period of time.

From 08/18/2024 to 08/18/2024 @

The user can also search with previously saved searches using the Save option in the Batches,
Transactions or Transaction ltems tabs.

| Advanced search Save l.« | Clear

Batch List

Use the freeform Search field highlighted below to search any part of the data in the displayed
search results fields. Text and numbers are allowed in the search. The search can be filtered by a
Date, Business Unit, Payment Channel or Payment Type. Date fields can be searched using the
following formats: mm/dd/yyyy, mm-dd-yyyy, yyyy/mm/dd, mm-dd-yy, yyyy-mm-dd, and mm dd yyyy.

Archive

Baiwches  Transactions  Transaction ltems

Search Date range Business unit Payment Channel

From 08182024 to 08/18/2024 ©

The search filters on the Archive screen are defined below. These options are the same across all
search tabs.

Archive Screen-Search Filters

Field Details
s N The Search option allows a freeform text search of any of the values in the
earc
columns of data displayed in the search results.
Enter the Deposit Date in the Date range of the search range. The default
Date Range selection is Current day. The date range is calculated using the user’s current

date.

© 2026 Fifth Third Bank. Fifth Third and Fifth Third Bank are registered service marks of Fifth Third Bancorp. Member FDIC.



Lockbox 5/)

R360+ Basic End User Archive Guide Corp. FIFTH THIRD
Archive Screen-Search Filters
Field Details
« Current day

Previous day
Last week
Last manth
Last year

Custom

I Restore default l

» Current day — current day is both start and end date.

* Previous day — current day minus 1 for both start and end date.

* Last week — current day minus 7 days for the start date, while current day is
the end date.

 Last month — current day minus 30 days for the start date, while the current
day is the end date.

* Last year — current day minus 365 days for the start date, while current day
is the end date.

» Custom — allows the user to select a start and end date range.

* Restore Default — restores the Date range filter to Current day.

Business Unit The client to whom the payment was made.

Payment The configured payment channel where the payment came from (Lockbox,
Channels Bill Pay, etc.).

Payment Types  The type of payment type for this item.

Advanced Create a search using standard and customized fields. This search will be
Search able to search custom fields made on all lower levels of the organization.
Save Create or apply a saved search.

Clear Select this option to clear all the filters including the date field.
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Search Steps

1. From the left menu, select Archive.
2. Select the appropriate search tab: Batches, Transactions, or Transaction Items.

3. Enter data in the Search field and adjust filters for the item being searched for. The Search field
will search across all column data located in the search results fields below.

NOTE: This basic search searches only the fields in the results columns displayed. An Advanced
Search can search fields within the database. This search will only search for results in the selected
tab, for example, if in the Batch tab it will not search for matching transactions as it will search for
batch information and not transaction or item information. If the user needed to search for an
account number, since it is located on an item, the Transaction or Item page should be used to
search.

As filters are selected, the pills on the screen will be updated and the search results will be
automatically displayed. Only one Date Range can be selected at a time, but the user can select
multiple Business Units and Payment Channels.

NOTE: Clear can be used to clear all search fields and filters.

4. Click the magnifying glass or press Enter to perform the search.

The search results will be displayed under the search filters. If this is a common search, the search
can be saved. Save Search is discussed later in this document.

4

Search Uate range Business unit

3 [ 714378 l Q “ 02/18/2024-08/18/2024 o | |1 selectad ~

I From 02/18/2024 to 08/18/2024 €@ Sonlbﬁle'idnrol

View Search Results

The archive search can be performed on Batches, Transactions, or Transaction Items tabs. The
Search Results displayed can be customized in each tab. The customization process is discussed
later in this document.

The search results of all tabs will be sorted by: Deposit Date, Source Batch ID, Transaction
Sequence, and Iltem Sequence.
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To view images click View on the row of the batch/transaction/item.

Account |!

oraseos

The View options vary depending on if the user is viewing the Batches, Transactions or Transaction
Items tabs. Each view option is described below.

Batches Tab View Options

In the Batches tab, if the user selects View and there are images associated with the batch, the
user will see two options: Transactions (displays Transaction Summary page) and All images
(displays a preview of all images). If there are not any images, only Transactions will be displayed.

Batch totals include the total payment amounts in the batch, or the applied amount of the
payments; it does not include stub record data in the totals.

If the user clicks All images, they will see a preview of all images for the batch.

123456781 View A Account |
Transactions 222211842 View A
All images i Transactions

Transaction Tab View Options

In the Transactions tab, the transaction is listed with the total amount of the payment as the applied
amount. The user can select the View Images ® icon to view images, or the View Truncation
Details ®icon to be navigated to the Transaction Details page.

Ameunt 1
s100000 | B

$440000 |8 =]

Click on the Transaction Number to be navigated to the transaction in the Transaction Items tab.

Transaction Mumber || Account |

1| 123456789
2 | 123457779
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View Transaction Images

Transaction images can be viewed by selecting the ® icon next to the transaction in the
Transactions tab. This will display an image viewer at the bottom of the screen.

The images can be navigated by clicking the left or right arrow on either side of the image, or by
clicking the image/item in the right most pane.

Buttons are displayed at the bottom of the image. From left to right, this will allow the user to: rotate
right, rotate left, flip, zoom in, zoom out, print image, download image, and open image in a new tab.

[0 ¢ | am a & & 0]

Transaction Details

. . - . B .
The Transaction Details screen is displayed when the user selects the view — icon from the
transaction search results screen.

Transaction Details

& P

Paymand Total: $1LO0G.00 Notas
Betet 12 sl
Fsd nwd it Iy S iy W i Ll S ik 104 T DN
Bl ragminer
Diepens asie e
Tranaaction
Transaction hems
Sagance || iempype || Amoune || Bem cetaie IR p—

1 o EL00000  Aocont Aoplied Cpid st Trad i g

EE ] [hee ee2] [P vl oy, A, o, oy B

View mioe defalls ~

I Irwoice S100C00 At e Frppiiea Oyl AL Tret Vs mage
aLoo000 =] AL '’ o, e .

Item Details vary greatly depending on the fields configured for this client. Standard fields are
defined in the Results section of this document.

10
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1. Click the View More details to review additional fields for this item.

Transaction Items
sequence 1T lemtype || Amount ! ttem details

1 Check 5100000 Account
7656304

Wiew rmore detalls | 1

a. Click View Fewer Details to hide details again.

P2 Pocket Sequence Number
1

Pockst Cut ID
43219604001
Site ID

1

Work Type
Singles

Cveme] 18

NOTE: If addenda data exists for an item, the View Addenda link will display the raw addenda data
in a popup.

Transaction Details-View Images

1. On the Transaction Details page, View all images can be selected to view the images of
the transaction.

View all image: 1

Audit Trail View image
[PO’ ‘vei, they. ", 'AZ] ‘vei, tkey’ " 'S,

‘afe’ 'ror, " ‘AT, 'afe, rom, ", 'S2, 'ec2)

ron’,”,'S1, 'cea, ron, ]
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View all images will display all images in the transaction in a PDF Viewer (front and rear images).

Aacte Mas
1 0ak Ave, Atiarda, GA. 30301

-
T i

Ore mousant doters an 2% corts

o For icice 750563058

#0004 BO206570L ST S7656304Le

Transaction Details — Print

Print can be selected from the upper right to print the transaction details.

The Print screen will be displayed. This will print everything that was currently displayed on the
Transaction Details page. Select printer options and click Print to print the image to paper or PDF.

>
i

On the Transaction Details page, select Back to List from the bottom left to the search results.

< Back to List

12
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Transaction Items Tab View Options

In the Transaction Items tab, the user has the option to view the item with the Image Viewer right

on the screen &, or the user can select View image to open the images for this item in the PDF
viewer.

Account |

750568958 (B View image>

123456769 (B View image >

=000ke CRIORRTRARE L ARGETARF
& o LW

The images can be navigated by clicking the left or right arrow on either side of the image, or by
clicking the image/item in the right most pane.

Buttons are displayed at the bottom of the image. From left to right, this will all the user to: rotate
right, rotate left, flip, zoom in, zoom out, print image, download image, and open image in a new tab.

|‘-.‘JC: Q[100.’4|QG.£.Z|

If the user selects View image, the image of the item will display in a PDF Viewer (front and rear
images).

Ko Mot
€0 A, Marta GA, 20308

TaTns Lty Compasy $ a0
Foout housy e tumred dskars 30 260 conts

= !
Eries =\ ]

#0006® €OL3GARIEIE  TEGAZINILS

Advanced Search Steps

Advanced Search is available on Batches, Transactions and Transaction Items archive tabs.
Advanced Search allows users more flexibility in searching various field types with adjustable
filters. The same fields are available on advanced search and columns on each of the tabs. This is to
allow the user access to all fields when setting up their archive search pages. Each page’s search is

13
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designed to support the relevant level of search batch, transaction, or item. Using Advanced
Search, organizations can search custom fields created at lower levels of the organization.

Normally the search fields the user is using in Advanced Search would also be defined to display in
the Columns/results area, otherwise when searching that field, it may not seem immediately clear
why that result was displayed without drilling down further in the batch, transaction, or item. Also, if
searching for an account number on the Batch page, only the first payment in the batch displays in
the results grid and it will not search all items in the batch, therefore it is not best practice to search
for an account number on the Batch tab, but more likely on the transaction or item page.

1. Select Advanced search on the Archive screen.

Awches  Trananctions  Teansaction Hams

Saawch Date range Blusiness uni it Payment Crannel

.Q et @ i w [!\a.',\_l.\ Bt & vk I Adbvanced saarch ”—5; 1 Lj| Clear

The Advanced Search screen displays.

2. Select the Field dropdown and select which field to search on. Typical field definitions can be
found in Results Fields. The fields displayed here were configured for this item and can vary.

Fiald

Amount -
P

Select o volve. & 2

Account

Batch ID

Batch Itam Number

Batch Number

Business Unit

Currency

Depoait Account

Deposit Date

Deposit R/T

File Name

Import Date

Import Time

Invoice Number

Item Name

Item Number

Item Sub Type

Itern Type

Payee

14
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NOTE: If a field name does not display on the list and the field is newly configured, new field names
do not retroactively display files imported prior to the configuration change.

3. Select the Operator dropdown and select the operator function to use in the search. If the field
is numeric or a date field, the options are Greater than, Equal to, Less than and Between. If
this field is alphanumeric, the options are Contains, Begins with, Ends with and Equal to.

3 Cperator Operator

Select a value_. | Salect a value

| Contans

| Beging with
Ends with

Equal to

Greater than
| Equal to
Less than
Batween

4. Inthe Value field, enter a value to use in the search operation.

5 Sigprat crarrel v || Equsis v |13 [ |

5. If more search criteria should be added to this search, fill in the next line of Field, Operator and
Value.

More search criteria than the default 3 lines can be added by selecting Add search criteria.
Currently only AND is an available search criteria operator, though OR will be available in a future
release.

Lines of search data that are not filled in will be ignored during the search.

6. After all search criteria has been entered, click Apply Search.

Pills of the search criteria will display above the search results.

Search

’——'T” Edit advanced search ” Save ] b ] Clear

Deposit Date equal to 02/07/2024 @

Batch 1D | Amount || Business Unit |’ Payment Channel || Deposit Date |1

418495 2074958 Unility Company Lockbox 02/07/2024

15
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Edit advanced search can be used to return to the Advanced Search screen and modify the
search, or Clear can be selected to return to the default Search screen and automatically clear all
search options.

Save Search

After a search is performed, it can be saved using the Save option. The Save feature saves search
criteria, the table column list and order active at the time the user saves the search. Searches are
saved only for the user’s active archive page (Batches, Transactions or Transaction ltems). Save
Search names must be unique per page. Saved searches are saved on the tab as well as under My
Payment Reports on the report page (if the user has access to the report page).

1. Click Save.

Search

| Q ” Edit advanced search || Save |v 1 ear
Deposit Date squal to: 02,/07,/2024 @
Batch 1D 1 Amount 1| Business Unit 1! Payment Channel || Deposit Date |1
418405 2974058 Uhility Company ACH 02/07 /2024
The following screen displays.
MName saved search
|
= | I
2. Provide a name for the search and click Confirm.
Name saved search
me ';\s over 510“00‘1 |
[ 2

Note: Currently, this is only saved under the user account and cannot be shared among users.

Once saved, the Save button will change to Saved and will have a blue background. This search is
currently applied to the Archive screen.

16
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The user can click Clear to remove the saved search, which will reset the search options and results
columns to the default for this user.

Select a Saved Search

Once a search has been saved, the saved searches can be selected by a user.

1. To select a previously saved search, click the chevron next to Saved.

If there is a search that is currently active and applied on the screen, it will display with a checkmark
and will be highlighted.

2. Select Saved search to apply.

The search options will automatically apply, and search results will be displayed.

Delete a Saved Search

If the search saved becomes obsolete, it can be deleted.

1. Click the Saved chevron.
2. Select the search to delete.
3. Click the Saved option again.

A deletion message will display.

4. Click Confirm to delete the search.

Delete saved search

Ara you sure you want to delete 800 Accts Lifa Ina?

=] - I

Export Search Results

After the search results are displayed on the screen, the user can select to export a CSV, PDF or
XLSX file containing the results.

1. On the search page, click Export on the right, and select the file type to download.

17
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losit Cate 1T Buteh 01! Baten Numver || ameunt 11

3 /07,7078 A1R455 a3z Z8EIAR  3oEr

NOTE: All search results (including custom and standard fields) will be part of the download, even
when there are multiple pages of data in the search results.

The user will receive a notification during their in-progress download, giving them a visual indication
that the file download is in progress.

Once the download is complete, the user will receive a Success notification that the download is
ready. A new tab with the report in the selected format will open.

@ Success Downiosd sty

/

[Fransaction Nems

Date range Business urit Payment Channel

= | [emrone[omere [ Advonost s [ sew ][ d

If a user leaves the archive page while downloading the search results, they will receive an Error
warning notification. The user will be asked to confirm they want to leave the page because doing
so will require them to reinitiate the download upon returning to the archive page.

@ Erer Unabse 1o load e Pleasa try again ke,

Search Result Fields (Columns) Customization

The search results (columns) that are displayed at the bottom of the screen can be customized.
Different fields can be displayed as well as the order of the fields. The Column list and order are

18

© 2026 Fifth Third Bank. Fifth Third and Fifth Third Bank are registered service marks of Fifth Third Bancorp. Member FDIC.



Lockbox

R360+ Basic End User Archive Guide Corp.

53

FIFTH THIRD

set by the user for each page/tab for their unique user login and are saved this way until they are

updated again.

The user can choose from a list of fields for the corporation that they are searching for. If searching
from an Fl level (across all corporations), users will only be able to search across standard search

fields.

Saarch

Data range

Business urit

v | [ sotet avans

Payment Channel

Advanced search

Bmchio ||
432187
432199
418495
198598

267280

Amount |1

$3,360.00
531,060.00
£29,749.58
52549034

524,700.89

Business Unit ||
Service Provider
Service Provider
Lititiy Company

Wataravorks

Payment Channel ||
Lockbax

Lockbax

ACH

Wi

Doposit Date |

04242024

4724/2024

02072024

020672024

Batch Number || Trad

Lhility Camparty Card 02/06/2024 114

The Columns option can be used to change the available result fields on the screen.

Archive

Hatces  Tranuactiem  Trarmsction Hera

Raveh D raege

0 Cokemne

e Secure File Transfer Protocol (SFTP)
e The fields displayed below will vary depending on field configuration on the corporate level.

e Column and filter labels are dynamic and reflect the field display name provided by the
customer during org set up.

e Add or remove columns by checking or unchecking the box next to the field names on the
left pane.

e When a field is checked on the left pane, it will display on the right pane of the screen.

e The Search field can be used to search for a known field name.

2 Riaceder the cohsmna
B conumeng gekctid

Cokumn orcer (lek io right)

H o RweniD

Canes Updiaty luble

19

© 2026 Fifth Third Bank. Fifth Third and Fifth Third Bank are registered service marks of Fifth Third Bancorp. Member FDIC.



Lockbox 3/;

R360+ Basic End User Archive Guide Corp. FIFTH THIRD

e Field/columns will display in the order they are listed on the right.

o The fields can be reordered by moving the fields using the up or down arrows or by dragging
and dropping.

e The field can be deleted by using the trash icon or by unchecking the field on the left side of
the screen.

o Restore Defaults resets the column list and order by page.

Result Fields

Example Result Fields are displayed below. The fields will vary as fields can be mapped or created
by a user and mapped to differing fields.

Sample Result Fields

Field Details

The bank checking account or savings account associated with this payment
(debit). It is the bank account from which the funds were withdrawn. On a

Account check this is the account number in the MICR. On a stub, this is typically the
customer account number.
Amount associated with this payment; this is the deposit amount of a
Amount
single item.
Batch ID The unique identifier is assigned to the batch by the source system.
Batch Item Used to order items within a batch. If this field is not supplied, it will be
Number populated with a rolling number starting at 1 for each batch

The secondary identifier assigned to the batch by the source system (does

Batch Number not need to be unique).

Business Unit The client to whom the payment was made.

The type of currency used for the deposit of this payment (i.e., USD = US

Currency Dollar).
Debosit This is the deposit Account number for the corporate customer. The bank
Aczount account number where the money is deposited. This DDA is the DDA that is

used for association in a multiclient file option. (Required for Payments only)

20
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Sample Result Fields
Field Details
Debosit This is the deposit Account number for the corporate customer. The bank
Acgount account number where the money is deposited. This DDA is the DDA that is

Deposit Date

Deposit RIT

File Name

Import Date

Import Time

Invoice Number

Item Name

Item Sub-Type

Item Type

Payee

Payment
Channel

Payment Type

used for association in a multiclient file option. (Required for Payments only)
The deposit date of the deposit.

This is the ABA (or R/T) deposit of the corporate customer’s bank. The bank
where the money is deposited into. (Required for Payments only)

The File Name of the file where this item was imported.
Import date created upon import.

Import time created upon import.

This only applies to document/stub and is a custom field.

This is a display field that allows the organization to define the value to see for
the item

Represents a more defined type for the item. Examples of values for Payment
Type: WIRE, ACH, Check, Lockbox, Card, Swift, CashEx of values for Item
Type: For "Stub": Invoice, Check n List, Stub For "Document":
Correspondence, Envelope, Letter, and Other. For Lockbox, this equates to a
document name

Represents the type of item. Allowed values are Payment, Stub, or

Document. In Lockbox, a Document is a Correspondence or non-balancing
type of document.

The entity that the check was written to.

Free form text of what the payment source is. This is based on what payment
channels a site uses and needs to search on, group by, etc., for example
“ABC Lockbox System - Washington - Lockbox Feed".

The type of payment type for this item.
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Sample Result Fields

Field Details
The person's name or company name who made the payment. This can come
Payor from a source keying job, scanline, cross-referenced in a table function, or

provided in an ACH file, Wire file, etc.

The batch processing date. Represents the operational date the batch was
Process Date processed in the source system. yyyy-mm-dd (operational date batch
processed in source system)

The R/T associated with this payment (debit). It is the bank from which the
RIT funds were withdrawn. On a check this is the RT in the MICR line.

Status Allowed values “Deposited” or “Rejected.”
Trace Number This field can vary based on the field mapping performed by the user.

Many times, this is defined as the check number on the check. This can vary

Tran Code as a user can map this to a different type of field
Transaction Used to order transactions within a batch. If this field is not supplied, it will be
Code populated with a rolling number starting at 1 for each batch

Click Update table to save the search results fields.

The search results columns will be saved for this user in future searches. This table customization
only applies to the active archive page (Batches, Transactions or Transaction Items).

Notes for Archive ltems

After an archive item is located and researched, a user may want to add a note regarding the item.
Up to 100 notes can be added to an item. Notes will be presented chronologically with the newest
note on top. Notes can never be deleted.
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Add a Note

Notes can be added to a transaction on the Transaction Details page. Up to 100 notes can be
entered. Remember, notes cannot be deleted.

1. On the Transaction Details page, click Add Note.

Transaction Details

CES

Paysnant Tetsl 512033100 Netes
B i

Bl ot

beAnumoe: D

Tk s MH-07-56
Tuwaomm ]

2. Enter a note for the item. Once saved, the note can never be deleted.

NOTE: Up to 254 characters (letters, numbers, or special characters) can be entered.

3. Click Add Note.

Add Note

The custamar called about this #em on 118,23 Verifisd amount |

- 3
=
NOTE: The user's first and last name and the timestamp will be displayed with the note text.
Notes
Rabecca Cepress  11,/09,/2023 313 PW

The customer called about this item on 11,/9,/23. Verified amount.

View a Note

Notes can be viewed by clicking the number next to the sticky note in the Notes column of the
Transactions Summary page. Notes can also be viewed on the Transaction Details page.

Wikewr >

Wikaw >

Wikewr >

Wiewr >

Wi >
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