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Introduction

SCOPE stands for Sales and Credit Origination Processing Engine. SCOPE is used primarily by Commercial
Lending, Credit Analysis, Credit Administration, and Operations to facilitate the processing of loans and

to manage loan portfolios.

This manual describes how to perform primary SCOPE functions.

Section 1: General Tasks

Opening and Closing SCOPE

To open SCOPE from your PC:

1. Open your Internet browser.

2. Enter this URL into your browser and click Enter:
https://bos.capitalstream.com/wbs/template/frames.jsp

The Login window appears.

Enter CapitalStream User ID and Password

Forgot Password? Support Information

3. You have received a user ID and password in an E-mail. Enter them into the User ID: and Password:

fields.
4. Click Login to log into SCOPE.

Release 1.2
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5. The SCOPE Work Center appears.

Search | About | Logout

BOSTON PRIVATE BANK
B TRUST COMPANY

My Tools

Customer: Currently No Customer Transaction: Currently No Transaction Amount: N/A

To Do My Loans My Products

Click Logout to

||Eurkha|ter Co x| * User: close SCOPE
|I Date Range - End

‘ * QOrganization:

‘ Date Range - Start Date:

[+ Work Center - To Do Ttems

Del. v 1D No. Due  Priority Client Name Amount Status Task Action Desc. Due Date Created Date

Click Logout at any time to close SCOPE.

SCOPE Structure

Overall Structure
SCOPE is organized into three levels:

e C(Client Level
e Finance Request Level
e Transaction Level

Client Level

The Client, or C-tab level, lets you view and modify client information such as name, address, and loans.

arch bouw o
BOSTON PRIVATE BANK

B TrusT COMPANY

|Management Loan Committee |- 1o Login: Dan Fox
Transaction: Currently No Transaction

Customer: AMOS CO [10827]

My Tools Amount: NfA

C-Chient  C- Address C-Contact C-loans C-Memo C-Covenants C-Docs C-Relationships C-Collateral C-Credit Bureau C-CIP
l More >| I View Client Report I Create Client | l Back I Edit I Help
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Finance Request Level

The Finance Request, or FR-tab level, lets you view and modify finance requests (requests for new loans
and modifications of existing loans).

BOSTON PRIVATE BANK

TRUST COMPANY

Proxy User: | Stop Proxy |
My Tools Customer:  Weagner Co [14022]

Transaction: Finance Request [200474] Amount: $1,200,000.00

FR- Request Summary  FR - Request Details  FR - Analysis

FR-Exposure  FR-Checklist FR-Docs FR- Relations
Hore >|

[~ Borrower Information

[Client Name:

[Primary Address:

-

& Request Status:

Cradit Analysis
[

Application Date

05/13/2011

Transaction Level

The Transaction, or T-tab level, lets you view and modify a variety of loan information.

BOSTON PRIVATE BANK
TRUST COMPANY

Proxy User: | Stop Proxy |
My Tools Customer: Mahloch Co [14341]

Transaction: Financial Transaction [300504]

Amount: $1,500,000.00

T - Loan Details

[+ Additional Information - TRX 300504 - A

T - Authority Analysis

T - Collateral Analysis

T - Relations

T - Signators

T - Disbursement

T - Covenants T - Checklist T - Memo T - Docs

Customer Reassign

T - Exceptions

IStS(Ei JACtIUE Payment Method: J -- Select Option -- -
[next Review Date: | :
lTrackmgID: J -
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Information Flow

The flowchart illustrates information flow in SCOPE.

_. Sales
(Stage 1)
Lender or Approver
Route Back Lender Requests Material Declines Request or
L Data Gathering To Lender Material Change During Processing Borrower Withdraws
Pre Submission < Change <
(Stage 2) Route Back (M) 4
L - to Credit °
Data Gathering Decline or
Post Submission —~ Withdraw
(Stage 2) l (DIW)
Credit Analysis
(Stage 3) @
L Credit
Decisioning
(Stage 4)
Customer
N A r‘
New (Stage 5)
Loan
. or Complex L Due
Only Simple ot o
Modifcation Modification Diligence
(Waive Covenant, (Stage 6)
Release Collateral
or Guarantor) <£ Document
——p  Preparation |
— Standard (Stage 7) Account
Simple Loan Monitorin
Modification MS:‘: 9
® Closing
Takedown (Stage 8)
Processing
M
Booking
» (Stage9) @
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Navigating SCOPE

Overview

SCOPE uses a series of tabs to present related lists and actions. To view the window represented by a
tab, simply click the tab.

C-Client tab

[3] My Tools _ustomer: AMOS CO [10837] Transaction: Currently No Transaction Amount: N/A

Search | About | Logout

BOSTON PRIVATE BANK
TRUST COMPANY

C-Client  C- Address C-Contact C-Loans C- Covenants C- Relationships C- Collateral C-CIP
view Client Report Create Client

[+ Client - Business - Details

‘ Company Information ‘ | Address Information |

‘ChentT\/pe F: ‘Eusmess |pnmary Address: ‘Mam

‘Chent Number: ‘ 10837 |Address Line 1: ‘PEOPLES RD

When you open SCOPE, your personal To Do tab appears. It lists your tasks and is the home page for
your SCOPE activities. You can navigate to specific items on your list by clicking the appropriate links.

Note: The application number is the task identification number. The numbering scheme is:

e Client numbers begin with 1xxxx
e Finance request numbers begin with 2xxxx
e Transaction numbers begin with 3xxxx

To Do tab

CUSH ™ L. Cunrenuy o Cuswmcs

Search | About | Logout

BOSTON PRIVATE BANK
TRUST COMPANY

Proxy User: | Stop Proxy |

My Tools

. . Your tasks
To Do My Loans My Checklists My Exceptions Covenants My Products

[~ Filters

Amount: N/A

1

%& Range - End Date | =8|

Date Range - Start Date:

-
Action Desc. Due Date Created Date  —

[ work Center - To Do Items

Del. ,LD Due Priority Client Name Amount Status Task

« Review the
transaction and
Data collateral detall 11/23/2011
! I~ 200538 Mshloch Co $777,777.00 Gathering Confirm Collateral Make any 01:48 EST PM
neccessary changes
and then proceed.
Data Clear Application Checklist (2K] 11/22/2011
2 o0 plete)
! [ 200548 Mahloch Co §777,777.00 e S Auto Complete e e

] Credit  Review and Decision (4S) YA s 11/14/2011
! 200510 Hahloch Co $10,000.00 pogicioning  Obtain authorized dedision. {auto Complete] 11:14 EST AM

« Review the

transaction and

collateral detail.

Make any 11/10/2011
neccessary changes 09:43 EST AM
and then proceed. —

Data
Gathering

' T 200541 Mahlach Co $300,000.00 Confirm Collateral

« Confirm and
Proceed
Data Clear Application Checklist (2K) ,. 3 11/10/2011
,000. . (a D ’
! [T 200541 Mshloch Co $300,00000 g S uto Complete) Ooias et Am
- Add -

The Boston Private Bank & Trust Company logo appears at the upper-left corner of every window. You
can click the logo to return to your To Do tab from wherever you are in SCOPE. When you are in doubt
as to your location in SCOPE, click the logo to return to your To Do list.

Release 1.2 10



BOSTON PRIVATE BANK
TRUST COMPANY SCOPE Desktop Guide

Note: Clicking the logo doesn’t work if you have an active process (creating a finance request, for
example). In this case you must click the Cancel button to stop the process before you click the logo.

Fields and drop-down lists in which the field name is preceded by an asterisk (*) are required.

IMPORTANT: DO NOT USE YOUR BROWSER’S BACK BUTTON. Instead, click the Back button or Previous
button if either appears in the tab you’re viewing.

Navigation Buttons

This section describes SCOPE navigation buttons. The numbers refer to each button’s location on the
graphics.

1. Portlet Icons (small arrow buttons) — Let you expand or contract portlets to view specific
information.

2. Back — Allows you to retrace your navigation steps.

TRUST COMPANY

BOSTON PRIVATE BANK |
2. Back — Lets you retrace
] My Tools Customer: AMOS CO [10837]

your navigation steps. Al

ToDo Myloans My Products

1. Portlet icons (arrow buttons) — Let
you expand or contract portlets to view

| = Organization:

| Date Range - Start Date: Range - End Date:

specific information.

[~ *Vork Center - Ta Do Tram:

rioril
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3. Previous — Moves to the previous tab in a process.

4. Next— Moves to the next tab in a process.

Save & Close — Saves your work and ends the current process. You can then return to the
process at a later time.

BOSTON PRIVATE BANK
TRUST COMPANY

_ogout

4. Next — Moves to the next
[, tab in a process. N/A

revois ] now J seve e close | EEE KT

3. Previous — Moves to
the previous tab in a
process.

[Z] My Tools Customer:

Client Info  Related Parties  Request In

[+ Finance Request Application

Bt A el AMOS Co
' : 5. Save & Close — Saves your work and

I~ Client Information ends the current process. You can then

[client Type:

| return to the process at a later time.
|

| T | PEcpLES RO
e 2: ||

‘Chent]D:

6. Cancel — Exits the current process without saving your work. You must either cancel or complete
one process before beginning another.

7. Save —Saves your work and exits the current process.

/> CapitalStream - Windows Internet Explorer provided by Boston Private Bank & Trust Co.

_|8x]
@/\ < e htps capitalstream.com te . X | |= s R~
== 6. Cancel - Exits the current process
& Favorites = . h . k Y t
without saving your work. You mus :
jjl v| & capitalStream x Ic(«Hunreed)- gy - v (] e - Page - Safety~ Toos~ @~
either cancel or complete one process
BOSTON PRIVATE BANK o
TRUST COMPANY before beginning another.
0S €O Req 00 o 0,000,000.00
More >| Save Cancel Help -
Dee 7. Save — Saves your work
[set current Contact as primary: =

and exits the current process. il e

T ==

8. Go - Execute the search associated with that field.

Bottom Search Bar

8. Go — Executes the search associated with that field. J

Go Go/ Go
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Using Tabs

Tabs are place markers that SCOPE uses to organize groups of functions, such as transactions or client
information. You click a tab to view the window that contains the information. For example, clicking the
C- tab group provides windows of information about the current client.

Using the My Tools Menu

The My Tools menu appears at the top left portion of all SCOPE windows. When you click My Tools it
expands into three task categories:

e C(Client Maintenance (See Viewing and Editing a Client on page 27).
e My Work
e Reports (contact your system administrator)

STON PRIVATE BANK ; -
TRUST COMPANY

Proxy User: | Stop Proxy |
[Z] My Tools Customer: Currently No Customer Transaction: Currently No Transaction Amount: N/A

Client Maintenance L3
heckiiStbue. My Exceptions _ Covenants My Products

My Tools menu

Date Range - Start Date: |Dat2 Range - End Date:

|~ Work Center - To Do Items

1D

Na. Due Priority Client Name

Data 2l 11/10/2011
, . Confirm Collateral
$300,000.00 Gathering nec qes 09:43 EST AM

This section describes the My Tools menu items you will use most often. See your system administrator
for information on the remaining menu items.

My Work Menu Items

To view My Work menu items, click My Tools - My Work.

BOSTON PRIVATE BANK

B8 TrRUST COMPANY

Proxy User: | Stop Proxy |
Amount: N/A

My Tools Customer: AMOS CO [10837] Transaction: Currently No Transaction

Client Maintenance
he M Covenants My Products
My work work Center

Reports My Account

[~ Filters "

[+ work Center - To Do Items

My Work menu items

Reassign Work

Del. ;5 Due Priority Client Name Amount Status Task Action Desc. Due Date Created Date

« Review the
transaction and
collateral detail.
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My Work includes four menu items:

e Work Center (contact your system administrator)

e My Account

e Finance Request (contact your system administrator)
e Transaction (contact your system administrator)

My Account

The My Account window lets you view and update your SCOPE account.

Search | About | Logout

BOSTON PRIVATE BANK
TRUST COMPANY

Click the Edit button to
My Tools rently No Customer cha nge your account Amount: NfA

::::: t  Authority Limits  Password Hints information

[~ My Account Information - Fields with an * are required.

EmployeelD: 100006 Unavailable?: ]

= First Name: Andrew Vacation Start Date:

* Last Name: Michaud Vacation End Date:

Title: Commercial | Lender

Email: amichaud@bostonprivatebank.com Display Settings

Phone Humber (617) 912-4258 ext. 4258 Show Active Workflow Events: ~

Passvord: Change Password Show Only My Workflow Events: -]

Manager: Mark Miller Prefered Language: English

Assistant: Denise Stefanopoulos Time zone: (EMT -05:00 Daylight) Eastern Standard (US & Canada)

Region: Team Miller My Home Page: To Do

Branch: -~ Select Option -
L__________________________________________________________________________________________________________________________________________________J

To make changes to this information:

1. Click the Edit button. The fields reappear in edit mode.
2. Make your edits as necessary.

Reports

Contact your system administrator for information.
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Using the Work Center

The Work Center is your SCOPE home base. The tabs enable you to view transactions, lists, and tasks,
and act on them where needed. Your To Do list tab appears initially by default.

30STON PRIVATE BANK

TRUST COMPANY

Proxy User: | Stop Proxy |

Transaction: Currently No Transaction Amount: N/A

Customer:
Your To Do list
ToDo MylLoans My Checklists My

Date Range - Start Date: / | Date Range - End Date: ‘ E
[+ Work Center - To Do Items

a

o B B

Del. " IDNo. Due Priority Client Name Amount Status Task Action Desc. Due Date Created Date

« Add Decision and
Route, if necessary,

| r 200542 DOYLE CO $100,000.00 Credit Decisioning Reviewer Selection (4R1] to next approver. 11[14/2011
. _ 01:35ESTPM
« Confirm and
Proceed
MOD- Documentation  Closing Checklist Not Cleared (8D1 08/08/2011
ag ,000.! * (Auto Complete)
' T oo Rush  Eqgert Co $100000.00  proparation  Complete all items. Auto Complete 11:58 EDT AM

I andar Narimantatinn Review (481

You can return directly to the To Do tab from anywhere in SCOPE by clicking the logo at the top-left
corner of any window.

Note: If a process is running you must either complete or cancel it to return to the To Do tab.

The remaining Work Center tabs you see depend on your system and your job duties. Contact your
system administrator for information on these tabs.

Managing To Do Items

Topics in the remainder of this manual provide the definition and purpose of each item in your Work
Center — To Do Items portlet.

Important: Click the Update button periodically after you clear items on the Work Center. You may
have been assigned new To Do items.

Using the My Loans Tab

Contact your system administrator for information.

Using the My Products Tab

Contact your system administrator for information.
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Performing Searches

There are two ways to perform a search in SCOPE:

e Search using the fields that appear at the bottom of all windows (Also known as the
bottom search bar)

e C(Click on the Search link at the top right of all windows. (Contact your system
administrator for information.)

BOSTON PRIVATE BANK Srarch | About | Logout
TRUST COMPANY

[3] My Tools Customer: Currently No Customer Transaction: Currently No Transaction Amount: N/A

ToDo Myloans My Products General Search — see

your system
administrator

[~ Filters

. khalter Co + b
Customer search fields e e —

E | Date Range - End Date:

[~ Work Center - To Do Ttems

Del. + ID No. U Priority Client Name Amount Status Created Date

For example, to perform a customer search, enter either:

e The customer name (or part of the name) in the Cust. Name field and click the Go
button

e The customer number (or part of the number) in the Cust. No field and click the Go
button

The current client is the client whose name appears at the top of the window, to the right of the
Tools tab.

Note: The Cust. Name field only searches for businesses. If you are searching for an individual, click
the Go button to bring up the Search window.

If there is more than one result for the Company Name or Client Number you entered, the Search
tab and Search Results sub window appear.

Note: For searches, the percentage character (%) is the wild-card character. For example, searching
on American% returns all items beginning with American: American Express, American Flyer,
and so forth. The less information you enter, the broader the search.

Release 1.2 16



BOSTON PRIVATE BANK

TRUST COMPANY SCOPE Desktop Guide

Select the company from the Name column in the Search Results sub window. The C-Client tab
appears. The Client-Business-Details portlet contains information for this company.

[BOSTON PRIVATE BANK [
TRUST COMPANY

[3] My Tools Customer:  AMOS CO [10837]

Transaction: Currently No Transaction

Amount: NJA

C- Address  C- Contact  C-Loans C- Covenants  C- Relationships  C- Collateral € - CIP

View Client Report

ceme e e

less - Details

| Address Information |

[ciient Type F:

Client-Business [primary Address: [wain
‘C\Ieﬂt Number: . |Address Line 1: ‘PEOPLES RD .
‘CIFIDF: Detalls portlet |Address Line 2: ‘
“Cumbanv Name F: ‘AMOS co |CIW: ‘LINKWODD
[company Legal name: | in co [state: [ Maryiang
‘ Company Short Name: ‘ Elkin Co | Zip Code: ‘ 21835
‘DEA Name: ‘ Elkin Co |Cﬂuﬂf‘ll ‘—— Select Option -
‘ Client Status: ‘ Client | Country: ‘ United States
‘ = Client Owner: ‘ Burkhalter Co | Business Phone: ‘ (123) 555-1212 ext.
‘ Default Declared: ‘ -- Select Option -- | Phone Number: ‘ (123) 555-1212 ext.
|FEX Number: ‘(123) 555-1212
‘ Company Details |
‘Tax IDF: ‘ 99-9999999 | Company Structure |
‘w—g on file: ‘ Il |* Company Legal Structure: ‘Lm’uted Partnership

Note: If you enter the full name or number for a client into the search fields, SCOPE immediately
displays the C-Client tab.

Searches using the Trx. No. and Request No. fields function in a similar manner.
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Completing a Checklist

You must complete a checklist if it contains pending items, such as missing information. Checklists only
complete if all items for each active checklist are cleared. Therefore, if multiple roles have been
assigned checklists, the checklist To Do only clears after all roles have cleared their checklists.

Note: SCOPE generates checklists on the FR- and T-Levels only.
To complete a checklist:
1. Navigate to the Work Center.

2. Select the Work Center To Do tab. Incomplete checklists appear in the list of To Do items.

Search | About | Logo

BOSTON PRIVATE BANK
I'RUST COMPANY

Login: Dan Fo:

Amount: N/

Andrew Michaud

Transaction: Currently No Transaction

Customer:  Currently No Customer

Myloans My Checklists My Exceptions Covenants My Products

EDT BM

I 200537 Mahloch Co $198,998.00 o oo « {Auto Complste)
- Data Checklist Not Cleared (2K22) 11/03/2011 12:05
! ¥ zo0s3z Mahloch Ce $100,000.00 o pet% e
Dats : y i Makce 07/14/2011 03:16
200492 Reqennitter Co +000. Confirm Collatersl s
! [ 200452 Ragennitter Co $51,00000 o G°%  Confirm Collaters] o A
¢ want to complete fen
. Data Clear Applicstion Checklist (2K) 07/14/2011 09:16
! | 200432 Regennitter Co $51,00000 o g8 ° te) s
! 200451 Regennitter Co $12,000,00000 %% poviey aporoval Conditions (4T2a) 07/12/2011 04:42
: EDT PM

3. Click the Task link that represents the incomplete checklist. The FR - level tabs appear. (The T-
level tabs may appear instead, depending on the checklist. The procedure is the same.)

Search | About | Logout

BOSTON PRIVATE BANK
IRUST COMPANY

Login: Dan Fox

Amount: $51,000.00

Andrew Michaud

Transaction: Finance Request [200492]

My Tools Customer: Regennitter Co [14005]

[~ Borrower Information

Regennitter Co
Harborside Terr Dats Gathering

Jewelry Stores

£23,231.621

Andrew Michaud

18
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4. Click the FR — Checklist tab.

Search | About | Logout

— S
Select Not Satisfied in the List Status drop-
down

Amount: §51,000.00

FR - Request Summary  FR-Request Details FR- Analysis FR-Exposure FR- Checklist FR-[

[t Status: ot Satistied

= =1

[only Show Active Checkists: |
- 1

[ = mumber of Records Returned:

[~ Checkist

Click the checklist you want to complete

Responsible

Andrew Michaud

5. Select Not Satisfied in the List Status drop-down.

6. Click the Checklist Link for the checklist you want to complete. Note that all checklists are
assigned to the Loan Officer unless otherwise noted at the end of the checklist link. The
responsible user is listed under the Responsible column.

The Checklist window appears. A list of pending (incomplete) requirements appears in each portlet.

Search | About | Logout

BOSTON PRIVATE BANK
TRUST COMPANY
Proxy User: | Stop Proxy |
Customer: Kasischke Co [14217] Transaction: Financial Transaction [300303, 300305] Amount: $6,000,000.00

Checklist

Enter New Item Add From List Save and Refrash Save and Close

[+ Checklist Status - 04Due Diligence 4Transaction

= o Pending = 6
List Status: |1 complet: | : 5
‘ ist Statu ncomplete Dizposition Status Done = 9

‘ Status: | Item Dizposition: || All =l
‘ Priority: Click the pendlng | Review: IAH =|
requirement
[+ Policy/Procedures: Transactia
Responsible Date
Checked Requirement Override Disposition User Details
Created
Comments
O O Pending vl 12/05/10 Details
Reguired fields-Pavment method: pavment method: if pymt methed = Automatic debit:
7] Type of account & debited account #: if pymt method = billed or coupon:The send to (N Pending VI 12/05/10 Detsils
borrowers address type. tomer address tab tvoe details - Addr linet citv state zin].
O Loan funding: Enter disbursements, Other sources of funds & fees. Il Pending VI 12/05/10 Detsils
Review purpose of loan to determine if Economic Impact tab should be completad. See lfl ey s
| Description for more details. | Pending = d2iooi Gbetils
Balance of proceeds must be 0. Enter disbursements. Include use of disb tvpe "Funds not ln_ﬁ . -
L advanced at closing” if aoplicable. r Bending = 12/05/10  Detsils

.8 Cust. No: Go mis4.H Request No:
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7. Click the link for the first pending Requirement. The Requirement links you to the screen (or
level) on which the information is missing or needs validation.

8. Click the Edit button to edit the fields. In this example, you can delete the exposure, add new
exposures or update one or more exposures.

Search | About | Logout

BOSTON PRIVATE BANK
I'RUST COMPANY
Proxy User: | stop Proxy |

[Z] My Tools Customer: Regennitter Co [14005] Transaction: Finance Request [200492] Amount: $51,000.00

FR - Request Summary FR - Request Details FR - Analysis FR - Exposure FR - Checklist FR - Docs FR - Relations
Credit - Exposure

Date/Time Total Pending

07/14/2011 09:16 EDT AM Scrubbed exposure name $20,551,000.00 '- Click the Edit button to edit the fields In Process Update

Search | About | Logout

BOSTON PRIVATE BANK
I'RUST COMPANY
Proxy User: | Stop Proxy |

[E] My Tools Customer: Regennitter Co [14005] Transaction: Finance Request [200492] Amount: $51,000.00
FR- Request Summary  FR-Request Details  FR- Analysis FR-Exposure  FR- Checklist FR- FR - Relations
Credit - Exposure
Delete Date/Time Exposure Name Total Pending Total Used Total Unused Total Adjustments Total Exposure Status Update
9 07/14/2011 09:16 EDT AM Scrubbed exposure name $20,551,000.00 £2,480,621.48 $200,000.00 $0.00 $23,231,621.48 In Process Updste

9. Click Save.

10. Click Back.

11. Click Save and Refresh.

12. Now you can either click another pending item or click Save and Close to exit the Checklist tab.
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Creating a Memo

IMPORTANT: All credit comments must be entered into SCOPE using this feature. Failure to do so will
be an audit finding.

To create a memo:
1. Click the C-Memo tab. The C-Memo window appears.
2. Click the Edit button.

BOSTON PRIVATE BANK

B TRUST COMPANY

Login: Dan Fox

Click the
Edit button

My Tools Customer: AMOS CO [10837] Amount: $1,000,000.00

C- Client C- Address C- Contact C- Loans C- Memo C- Covenants C- Docs C- Relationships

3. Click the Add Memo button and add the text of a credit comment or memo.

earch bow ogow
BOSTON PRIVATE BANK _ | About | Log

B TRUST COMPANY
Management Loan Committee Login: Dan Fox

My Tools Customer: AMOS CO [10837] Transaction: Finance Request [200522] Amount: $1,000,000.00

C- Chent C- Address C- Contact C- Loans C- Memo C- Covenants C- Docs C- Relationships C - Collateral C - Credit Bureau c-cip

More > |

e

[+ Client - Memo
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4. Click the Close button, then click the Save button. The memo now appears in your list of memos.

arch bou our
BOSTON PRIVATE BANK

B TrUST COMPANY

Click the Close button. == | stap! Login: Dan Fox
Customer: AMOS CO [10827] Then CIiCk the SaVe ce n ~quest [200523] Amount: $1,000,000.00

Memo Details button.

—I Wanagement Lozn Commitze| % KEEEH — £

110/20/2011

|~ Memo Comments

Enter Memo Notes

]

Scheduling a Vacation

When you schedule a vacation, the person you’ve designated as your backup automatically receives
your tasks.

To schedule a vacation:

1. From My Tools, click My Work menu = My Account menu.

BOSTON PRIVATE BANK

TRUST COMPANY

Proxy User: | Stop Proxy |

nance Request [200535]

[Z] My Tools Customer: Mahloch Co [14341]

Client Maintenance Click My Work > My Account

hecklists My Evcentinons _ Covena~, |
Work Center

Amount: $100,000.00

My Account

[+ Filters -
Finance Request

Date Range - Start Date: REETTET= ] » ‘Date Range - End Date:

[ Work Center - To Do Ttems
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The My Account window appears.

2. Click the Edit button. The Vacation Start Date and Vacation End Date fields appear.

h b
BOSTON PRIVATE BANK .

TRUST COMPANY

[Z] My Tools Customer: Mahloch Co [14341] Click the Edit button o= Amount: $100,000.00 i

My Account

Authority Limits Password Hints

[~ My Account Information - Fields with an * are required.

‘ EmployeelD: | 100006 | Unavailable?:

‘ * First Name: |Andrew

| Vacation Start Date:

" Last Name: |M\Ehaud

|Vacatmn End Date:
[Titte:

| commercial Lender

3. Fillin the Vacation fields, either manually or using the calendar icons.

4. Check the Unavailable box.

5. Click the Save button to save the dates you will be unavailable.

BOSTON PRIVATE BANK
B TRUST COMPANY

N T R ol s |

v 3

Check the Unavailable box [
My Tools Customer: Mahloch Co [14341]

1ce Request [200535] Amount: $100,000.00

My Account  Authority Limits Password Hints

Fill in the Vacation fields

[+ My Account Information - Fields wit

N —

s 0 Finally, click the Save
[ Firt Name: [[andrew ’

‘ button

* Last Name: |Michaud

Vacation End Date:

‘T\t\e‘

|lcommercial Lender

6. When you return to work, navigate to the My Account window and clear the unavailable dates.

IMPORTANT: If you don’t clear your unavailable dates your backup person will continue to
receive your tasks.

Managing Documents

Uploading a Document
To upload documents for new loans or renewals you can use:

e The C-Docs tab
e The FR-Docs tab
e The T-Docs tab
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Warning: Do not upload documents to the portlet of a level different from the one you are

currently on. For example, do not upload a document to the Financial Transaction portlet
while you are on the FR-Docs screen. This will cause an error.

The procedure is the same for all three tabs. For example:

1. Click the C-Docs tab. The document list for the current company appears.

ar:|| bout | Logow
BOSTON PRIVATE BANK e | About | Logout

B TRUST COMPANY

Proxy User: | Stop Proxy |
Customer: AMOS CO [10827] Transaction: Finandial Transaction [2002032, 200205] Amount: $6,000,000.00

C-Client € Address C-Contact C-loans C-Memo C-Covenants C-Docs ¢ Relationships C€- Collateral C- Credit Bureau C- CIP
Merge Selected Documents l For Futura Use (W Back [ cdiv [ Help |

Add Checklist Ttem

Download Version Last Updated

Click the Quick Ubload button

2003 FITR (Denham) 0

08/06/2010 10:27 EDT
AM

2009 Annual Management Financial B

S
Statement Waiting :

08/06/2010 10:30 EDT
AM

08/06/2010 10:31 EDT

AM

1Q10 (Fund I} [ ] Waiting ]

2. Click the Quick Upload button to upload a PDF document or the upload link to update or replace an
existing document. The Upload Document window appears.

3. Fill'in the fields. See Appendix B: Naming Conventions on page 83.

4. Click the Upload button. An upload message appears.

SOSTON IRIVATE BANK [ ———
@ TRUST COMPANY

Management Loan Committee Login: Dan Fox
Customer: AMOS CO [10837] Transaction: Currently No Transaction Amount: NfA

T —— Click the Upload button

Upload Document - Fields with an * are required.

-- Select Option --
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5. Click the Close button. The C-Docs window appears.
BOSTON PRIVATE BANK

B TrRUST COMPANY

Click the Close Login: Dan Fox
Amount: NfA
button

My Tools Customer: AMOS CO [10827] Transaction: Cur

Upload Document

Upload Document - Fialds with an * are required. Upload message
Document has successfully been uploaded®

The document you uploaded now appears on the document list.

Search | About | Logout

BOSTON PRIVATE BANK
B TrusT COMPANY

My Tools Customer: AMOS CO [10827] Transaction: Currently No Transaction Amount: NJA

C-Client C- Address C-Contact C-loans C-Memo C-Covenants ©C-Docs C- Relationships C- Collateral C- Credit Bureaus C-CIP

! More >| ! Merge Selected Documents I For Future Use I ! Back ! Edit i Help

i Add Checklist Item [ Quick Upload i Add Document

2009 FITR (Denham) Waiting upload PDFE QB/06/! 2010 LD ZHEDL Letzils

2005 Annuzl Mansgement Financial I—

Statement Details

s 03_-"05_"201.0 10:30 EDT
Waiting upload AM

08/06/2010 10:31 EDT

iQidrendi The uploaded document upload $ib5
Test Documnent y/ e

Details

T upload Details

Uploading a New Version of a Document
To upload a new version of a document:

1. From the C-Docs tab, determine which document you want to upload from the list. Note the
document version.

2. Click the upload link.

BOSTON PRIVATE BANK

TRUST COMPANY

IE‘ My Tools Customer: Keplin Co [14077] Transaction: Currently No Transaction

C-Client  C- Address C- Contact C-Loans C-Memo C- Covenants C- Dm:s@ C- Relationships  C - Collateral  C - Credit Bureau C- CIP

More =|
[+ Keplin Co Add Checklist It

-—-@lﬂ-@]_ Click the upload link

FITR 2010 Keplin Co Received PDF 1 12/12/2011 04:20 EST PM Details
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The Upload Document tab appears.

3. Click the Browse button to search for the new document.
4. Update the Display Name with the new version date.
5. Click the Upload button to upload the new version.

] b
BOSTON PRIVATE BANK

TRUST COMPANY

My Tools Customer: Keplin Co [14077] Transaction: CIICk the Upload bUttOn w

Upload Document

Update the Display Name _ Click the Browse button
upl
File: |G:\SCOPE Uploads\2010 RAOZ.pdf  Browse |Statu5: ‘(J “REcewed
‘* Display Name: ‘(‘ ITR 2010 Keplin Co |DEm‘i)|i0n: ‘t) ‘

‘ ### Missing Resource Lanqlﬂgefcudeaf##:| EN

| Upload

¥

An upload-success message appears.

6. Click the Close button.

h b
BOSTON PRIVATE BANK

TRUST COMPANY

oo B cic e cose buton [T

[ILY Do:ument@

Upload success message

Upload Document - Fields with an * are required.

### Missing Resource Document_upload_success =

The C-Docs list appears. Note that the document version is now Version 2. The document has
successfully been updated.

S h | About | Li it
BOSTON PRIVATE BANK

TRUST COMPANY

E] My Tools Customer: Keplin Co [14077] Transaction: Currently No Transaction Amount: N/A

C- Client C- Address C- Contact C- Loans C- Memo C- Covenants  C- Dm:5® C- Relationships C - Collateral C - Credit Bureau c-ap

[Thorest [ . . | [ Forrutareuse | [(Back | [Ean [ nem
Version 2 is the most

[~ Keplin Co Quick Upload Add Document
recent upload
Required ) Seq ¢ Status ) Last Updated ¢ Details

l_ Received 12/12/2011 04:24 EST PM Details

e To view the document, click the DOC hyperlink
e To view the history of other versions, click the Details hyperlink

e To view the history of the document, click the History hyperlink
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Section 2: Client Management

Viewing and Editing a Client

Viewing Information for an Existing Client

1. Navigate to the Work Center. You can get to this window from anywhere in SCOPE by clicking the
Boston Private Bank and Trust logo at the top left of the application.

2. Identify the client you want to view by entering appropriate information in either the Cust. Name
or Cust. No field at the bottom of the window (See Navigation Buttons on page 11).

Note: If you enter information that is common to more than one client (entering the letter ‘a’, for
example), on the Search window you will see a list of all clients that contain that information.
Simply select the correct client from the list.

3. Click the Go button beside the field you filled in. The Client — Details window appears.
Note: If the client name appears at the top of your window you can simply click the client name.

Search | About | Logout

BOSTON PRIVATE BANK
TRUST COMPANY

My Tools Customer: Currently No Customer Transaction: Currently No Transaction Amount: NfA
ToDo Myloans My Products
Update | Back Help

 Faters rie ]

‘ * QOrganization: ||5urkhalter co =] | * Uszer: || Dan Fox j

‘ Date Range - Start Date: |I |Date Range - End Date: ||

[~ Work Center - To Do Items

Del. + 1D No. Due  Priority Client Name Amount Status Task Action Desc.  Due Date Created Date

Enter the client name or
number then click the
corresponding Go button

5 Cust. No:
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TrUST COMPANY
My Tools Customer: AMOS CO [10837] Transaction: Currently No Transaction Amount: N/A
C- Client C- Address C- Contact C- Loans C- Covenants C- Relationships C - Collateral Cc-CcIp
Creste chent
I Company Information l | Address Information J
| Client Type F: |Eu5iness | Primary Address: |Main
| Client Number: 10837 IAddreEs Line 1: IDECP'_ES RD
|ClF ID F: lDEr‘AH-‘?‘-‘.CLDD IAddress Line 2: I
| * Company Name F: IAMCS co | City: |LIHK‘\‘1CCD
| Company Legal Name: |El‘<in Co IState: |Mary|and
| Company Short Name: lElkin Co | Zip Code: |2'.335
| DEA Name: 'Elxin Co | County: |'> Select Option --
| Client Status: lCIlent | Country: IUnited States
| * Client Ovmner: |Eurkha|ter Co IBusiness Phone: If'.23\l 555-1212 ext.
| Default Declared: I-- Select Option -- IPhone Mumber: |[123l 555-1212 ext.
| Fax Number: |{123,- 555-1212
| Company Details |
|Tax ID F: |99-9999999 I Company Structure I
|W-9 on file: l [ | I‘ Company Legal Structure: I:_imits-d Partnership

K23 Request No:

Editing Client Information

1. View the client.
2. Click the Edit button at the top right of the window.

Sean:h About | Logout
BOSTON PRIVATE BANK : I\Lon

B TrusT COMPANY

Trancartion: Curranths No Transaction

| Click the Edit
] button to edit fields

Customer: AMOS CO [10827] Amount: NfA

C-Chent  C- Address

[~ Client - Business - Details

C- Contact C- Loans C- Covenants

C- Relationships

| Company Information | [ Address Information ]

Iclienk Type Fu IEu:iqess Iprimary Address: I?.lai"\

P | +naas | T loemsies am

3. An editable version of the Client -- Details window appears. Edit the fields as needed.

4. Click Save to save your changes or Cancel to cancel changes and return to the previous window.
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Creating a New Client

To create a new client:

1. From the top window, click My Tools > Maintenance - Clients/Prospects - Create New
Client/Prospect.

BOSTON PRIVATE BANK — el e

TRUST COMPANY Click Create new
Customer: AMOS CO [10837] C“ent/PrOSPECt

(oot mamienincs oo —
EE S P L
[ | clhient/Prospect Details

Amount: NfA

[+ Filters

[‘ Organization: |" User:

[Dale Range - Start Date: |DatE Range - End Date:

[ Work Center - To Do Items

Client Name Amount Status Action Desc. Due Date Created Date

The Existing Client Search window appears.

IMPORTANT: To create a new client, you must first determine that the client does not already exist
in either SCOPE or FISERV. To do this, you perform separate searches for both SCOPE and
FISERV clients. This section describes this search.

2. Click the search icon to the right of the Client: field to initiate the search in SCOPE.

BOSTON PRIVATE BANK
TRUST COMPANY

Click the search icon

e e e SCOPE is the default to initiate the search

r No Trans

search type
Client Address Contact

E=E LT

[~ Existing Client Search

Choose the type of search that should accur. [search Types |

EXISTING BANK CLIENT in FinanceCenter or with active depaosit or loan
-- selact the search icon to retrieve account information for an existing |Client: | I
client.

|C|ient Type: || Business =] |* Company Legal Structure: || : =]
|Cllent Number: | |* Client Qwner: || B Co j

|* Cliznt Name: || |* State of Incarporation: {[--= - [

|5hort Name: ||

|* Client Status: || -- Se =l |Entit‘,’ i= Ultimate Parent of Client Group:| ]

|Tax i || | Client Group Ultimate Parent: |
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3. Inyour browser, a Search Results tab appears. Click this tab. The Search sub-window appears.

Client Number

Company Name

First Name

Last Name

State

I-- Select Option -- 'I

Bus. or Indiv.

I-- Select Option -- 'I

DEA Name

I

4. Enter information about the new client into one or more fields. The search should be as broad as
practicable. Use the % and the minimum information necessary to prevent duplication of clients.

For example, %Stew% for The Sean Stewart Trust

5. Click Search. If the client does not exist in SCOPE, the Search Results sub-window appeatrs.

I Search Results

Suggestions:

Make sure zll wo
Try different keywords

[N S

Results: | 0-0 |

Your search did not match any records.

Try more general keywords.

Total Results: 0

6. If the client exists it will appear on the Search screen list to the right. Select the client from the list

and initiate the Finance Request from C-Loans.

7. Return to the Existing Client Search window.

8. Inthe Search Type: drop-down list, select FISERV.
9. Repeat steps 2 through 7 to search for a FISERV client.

10. Return to the Existing Client Search window. Now you can fill in the Details fields for your new

client.

10. When you have filled in the fields, click the Next button. The Address tab appears.
11. Fill in the appropriate fields.
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12. Click the Next button. The Contact tab appears.

I . _ h | About | Ls t
BOSTON PRIVATE BANK b b s

TRUST COMPANY

5| My Tools Customer: AMOS CO [10827] Transaction: Currently No Transaction Amount: NJA

Click the Next button

Client Address Contact

Finish

Address - Fields with an * are required.

|; s Tt [[Main Address ~| |; Zip Codes |[1z3355

[* Address Name: |W | * Country: ||mj
[* Address Line 11 fz3adwmn st

[»\ddrcss Line 2i ||— [- Primary Phone Number:
[' City: |[os 2ngetes [Main Fax Number:

[* state: [[california =] [Home Phone:

| County: || Monterey x| | Business Phone:

|Emai| Address:

13. Fill in the appropriate fields.
Note: Ensure that the Contact Type is set to Contact-Primary as above.

14. Click the Finish button.

Search | About | Logout

BOSTON PRIVATE BANK
TRUST COMPANY

Click the Finish button

My Tools Customer: AMOS CO [10827] ction: Cus =ntly No Transaction Amount: N/A

Client Address Contact

Previous

Client Wizard - Contacts - Fields with an * are required.

‘ Salutation: ||Ms. | |* Contact Type: || Contact - Primary =

‘ = First Namea: |Prane

‘ = Last Names: |[Smith |Mobi|e Humber: Il

‘ Gender: |IFEma|e =] | Business Number: || ext. I
[Title: [lcEa =] [Fax number: I

‘ Email Address: ||jsmith@',\-heatcn.ccm | Home Humber: ||
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The Client summary window appears.

Se; h | About | L t
BOSTON PRIVATE BANK

TRUST COMPANY

My Tools Customer: Wheaton Industries [14352] Transaction: Currently No Transaction Amount: N/A

C- Client

C- Address C - Collateral c-cIp
View Client Report
[~ Client - Business - Details

C- Contact C- Loans C- Covenants

C- Relationships

Create Client

[ Company Information I Address Information |
[client Type F: | eusiness [Primary Address: |eig euilding
| Client Number: ' 14352 IAddress Line 1: |123 Autumn St.
| CIF ID F: I |Address Line 2 I
| * Company Name F: I'v.‘."ﬁeaton Industries | City: |Lcs Angeles
[company Legal Hame: | [state: | catifornia
| Company Short Name: l'.‘.‘neaton | Zip Code: |123435
I DBA Name: I | County: IMcntere-;
| Client Status: lChEr\t I Country: IU’ﬁited States
I‘ Client Ovner: lEurkhalter Co IBusiness Phone: | ext.
[efault Declarad: |- select option -- [Phone Humber: |s01) 555-1212 ext.
| Fax Number: |{SDL) 555-1213
| Company Details |
[Tax ID F: | I Company Structure |
|w-s on file: [ [} Ix Company Legal Structure: IC-Ccrgcraticn

Cust. Name: EZH Request No:

Note: You can click Edit to modify any of the fields. You cannot delete a client.

Assigning an Officer to a New Client or Prospect
To assign an officer to a new client or prospect:
1. Navigate to the C- tabs view for the client.

2. Click the Edit button on the C —Client tab.

Search | About | Logout

BOSTON PRIVATE BANK
IRUST COMPANY

Click the Edit button

My Tools Customer: Gruber Company [14362] Amount: N/A

C- Client C- Address

[~ Client - Business - Details

C-Contact C-loans C-Covenants C-Relationships C-Collateral cC-cIP

View Client Report

Company Information Address Information |

Client Type Fr |susiness e New Address

3. Scroll to the Relationship Details portion of the window.

Release 1.2 32



BOSTON PRIVATE BANK
TRUST COMPANY SCOPE Desktop Guide

4. Click the search icon to search for the loan officer.

Search | About | Logout

IBOSTON PRIVATE BANK
TRUST COMPANY

Login: Dan Fox

Customer: Gruber Company [14262] Transaction: Currently No Transaction Amount: N/A

B

e e : . "
s spten Click the search icon
e v
ey

S

The search tab appears.
5. Search for the loan officer.

Results: | 1-5| Total Results: 5

Search By:

Anna Bautista

Arielle Ocasio

Art Zweil

6. Click the officer hyperlink in the Search Results sub window. This selects the officer.

7. Click the Save button.
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Creating, Editing, or Deleting a Contact

A contact is a point of contact with the client or a signer for the client.
Note: At least one contact must be of the contact type Contact-Primary.

1. Navigate to the C- tabs for the client for whom you want to create, edit, or delete a contact.
2. Click the C-Contact tab.
3. Click the Create button.

B TRUST COMPANY Click the Create button

My Tools Customer: AMO oo Transaction: Finance Request [200515] Amount: $10,000,000.00

C- Contact

C- Client

Contact Details

C- Address

C- Loans C- Covenants C- Relationships C - Collateral C-CIF

There zre currently no Contacts in the system for this cient.
Press the Create button to create a new Contact record.

4. Fill in the fields.
5. Click Save to save the contact.
6. To edit the contact, click the Edit button, make your changes, then click the Save button.

7. To delete the contact, click the Delete button.

(:‘ CapitalStream - Windows Internet Explorer provided by Boston Private Bank & Trust Co. — |ﬁl |5|

@A - I"i https: //bosp-uat.capitalstream. comfwbs/template frames. jsp j ﬁ *r || X I Bing 2=

i Favorites | b=

Click the Save button to save the
contact, the Edit button to edit the
contact, the Copy button to copy it,
or the Delete button to delete it

My Tools Customer: # lransaction: Finance Request | ."0515] Amount: $10,000,000.00

st W cory [ Osiote W sove W Concel I Vol |

= B

& Capitalstream

Search | About | Logout

BOSTON PRIVATE BANK
TRUST COMPANY

[ Contact Details

ISet Current Contact as Primary: l || [Currunt Primary Contact: II'JO primary contact
[‘ Contact Type: ||-- Select Option -- * |
- - Select Option --
Isalutatlon: || -- Select Option -- | s
| * First Name: ||Jchr' | Email Address: Attorney

Authorized Signer

Contact - Primary

|
| Sl ||DCE |Contact Ena | Contact -Billing
| Social Security Number: || |Cnnta:t Business Number: | gfi;‘i-i;ic-fenera‘ [t. li
| Gender: || -- Select Opticn -- | |Cnnta:t Fax Mumber: |
|Tit||: ||-- Select Option -- - |Cnnta:t Home Humber: ||
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Creating a Relationship

A relationship is an association between clients. To create a relationship:

1. On the Client window, click the C-Relationships tab. The All Related Parties list shows all current
relationships.

2. Click the Create Relation button. The Relations tab appears.

Search | About | L t
BOSTON PRIVATE BANK

M TRUST COMPANY
M TRUST COMPANY

Customer: AMOSC Click the Create Relation Transaction: Currently No Transaction
LN

C- Client C- Address C- Contact C- Loans bUtton ‘ollateral ¢ <IP
Create Relation

[~ ANl Related Parties

Pos. Rel. Status Signer * Rel. Type Relation Since CML Exposure Ownership Signing Capacity Details

Active ARIN A AN AN Guarantees $0.00 -- Select Option -- Details

Active SHERILYN P. FORSYPH Guarantees 5$0.00 -- Select Option -- Detsils

CALE D. GRENSBERG Guarantees $14,533,402.24 -- Select Option -- Details

JEREMY E. HARRELL Guarantees $0.00 -- Select Option -- Details

GAYLEN P. ROTH Guarantees $0.00 -- Select Option -- Detasils

-

3. Complete the required fields and drop-down lists.
Note: You can click the search icon. If the client is already in SCOPE the fields populate
automatically.

4. Complete additional fields and drop-down lists as needed.
5. Fill in the Relation Information fields.

6. Click the Save button. SCOPE creates the relationship.

h b
BOSTON PRIVATE BANK | Search | About [ Lovont |

TRUST COMPANY

My Tools Customer: AMOS CO [10837] Complete the fields «rrently No Transaction Amount: NfA
and click the Save
button

Relationship - Details

| Business Client Information | | Relation Information ‘

| Clignt: ” Q | * Ralation Status: [[2ctive A4
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Section 3: Initiating a Loan

Creating a Finance Request (Loan)

A finance request is a request to initiate one or more new loans, renewals, or modifications to existing
loans. You can

e C(Create a finance request for a current client
e Create a new client and then initiate the request
Note: Ensure that all client relationships are defined on the C-Relations tab before you create a Finance
Request.
Creating a Finance Request for a Current Client
This section describes creating a finance request for new loans and for renewed or modified loans.

New Loan

To create a finance request for a new loan for the current client:
1. Select a client. In this example, we select the Amos Company.

2. On the client window, click the C-Loans tab. The Client — Loans window appears. It lists the past and
current finance requests for this client.

3. Click the Create Finance Request button. The Loan Request Application portlet appears.

arcl| bow pou
BOSTON PRIVATE BANK Se: | About | Logout

TRUST COMPANY Click Create a
Finance Request

Transaction: Currently No Transaction Amount: NfA

Customer: AMOS CO [14

C- Loans

C- Client

[~ Chient - Loans

C- Address

C- Contact C- Covenants C- Relationships C - Collateral

Create Finance Request

Fin Reqg Fac/Trans Creation Date Action Type Product Amount Status

Application

200112 MQOD-300110 08/06/10 Mod Line of Credit $750,000.00 Booked Inactive

200515 300539 10/17/11 MNew Construction $10,000,000.00 Data Gathering Active
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4. Check the current client check box. The Finance Request Application window appears. It displays
client information.

arch bouw o
BOSTON PRIVATE BANK Semrch | Abest | Logest |

B TrusT COMPANY

Customer: AMOS CO [10837] Transaction: Currently No Transaction Amount: NfA

Client Info Related Parties Request Info Action .
Current client

check box

[~ Loan Request Application

Request Type -- Selact the type of request. |Request Type: \ | INE',\- Loan(s) Request LI

CURRENT CLIENT -- Check this box to create = Finance Reguest

Application for the dient currently selected. |M"°S e |

Choose the type of search that should occur. | i | [scorE ~|

EXISTING BANK CLIENT in 5.C.0.P.E. or with active deposit or loan
-- select the search icon to retrieve existing account information and start |C|ier|t: | I Q
a Finance Request Application for an existing customer.

NEW BANK CLIENT not found when searching - check this box to enter = =
No dlient record found in search. | ]

account information and start 2 Finance Regues plication for a new - e
. Creste a new client profile in FinanceCenter:
client or prospect

5. Click the Next button.

arch bouw o
BOSTON PRIVATE BANK _ | About | Legout

B TrRUST COMPANY

AMOS CO [10827] Transaction: Currently No Transaction Amount: NfA

Chent Info  Related Parties Reguest Info Action

Previous Save & Close

[+ Finance Request Application

Before you can Submit an application. all sections must be completed. To Save your

work without submitting, click Save & Close. You can return later to complete the
B bt = —

application and submit i

AMOS CO

Click the Next Button

[+ client Information

[ clizat Type=: |[Business =] [* Addre=s tine 1: |[FecrLes rD

6. The fields are already completed for the client. Edit the fields and drop-down list selections if
needed.
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7. Click the Next button. The Related Parties window appears.

Search | About | Logout
BOSTON PRIVATE BANK

TRUST COMPANY

Customer: AMOS CO [10827] Transaction: Currently No Transaction Amount: N/A

Client Info Related Parties Request Info  Action

ot JL_eve & coee o

Add New Client

[~ Request Relationships

Delete * Name ype Gty Type Gty Amt Type (= i Details 2]

-- Select Cption -- -| -- Select Option --

Delete Listings Details Link

Select Option -- | Details

ﬁ Column

€ sHERILYN B FORSYPH [~ Select Option -- =] -~ Select Option -- T -~ SelMNg Option -- =] Details
9 caeo. crenseerc 3 O Guarantees [~ Select Option -- =] -- Select Option -- [ [-- select CN-;] Details
ﬁ, JEREMY E. HARRELL ,-— - Guarantees -- Select Option -- -I -- Select Option == I |-- Select Option -= Details
€ savieno ROTH ] O Guarantees [~ Select Option -- =] -- Select Option -- [ [-- Select Option -- =] ™petsils
@ cacep.crenseerc [5 | IT Aszociated [~ Select Option -- =] -~ Select Option -- | [-- Select Option -- =] Datails _|
¥ Loms). mespe = Guarantees [~ Select Option -- =] -- Select Option -- [ [~ select Option -- =] Datails
¥, RoouEv). FausT B o Guarantees [ Select Option -- =] -~ Select Option - | [-- Select Option -- =] Details

Add new Contact Add Line

Delete * First Name * Last Name 2;‘";:2{ * Contact Type Phone # Ext. Email Signer Signing Capacity Details
& ISllI ILee ] ICcrtact -General ;] I l I | I Select Option -- 3 Details 7
& [obn [Doesnt B [Attorney = | [ ] [-- select Option -- =]  Details

If the current customer has relationships that are defined on its customer tab, the first relationships
section (Request Relationships) appears and lists those relationships.

8. Delete any listings that do not apply to this Finance Request.

The second section of the window contains contact information from the customer contact tab. Click the
Details link to view more information about the contacts.

9. Complete the information as required for this request:
e If the person or company is to guarantee this loan, check the Signer box
e Select the type of guarantee for this person or company from the Gty drop-down list

10. Click the Next button. The Request Info tab appears.

BOSTON PRIVATE BANK

B TRUST COMPANY
Click the Next button

Client Info  Related Parties  ReguestInfo  Action

Amount: $6,000,000.00

: Tnancial Transaction [300303, 300305]

[+ Sales Information

[con oficars [Frrem vichaud [Referatseure: =

Con TLoan Assistant/ —
Lmﬁl’?&"&&!{! e [ ] ] [office: |[TenPo ~1
= Team: [Team miller

[ For Future use: [-- Select Option -

* Request Information
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11. This window contains information about the sales team, the request, and the customer. Complete
the fields as needed.

12. Click the Next button. The Action tab appears. It determines the purpose of the financial request.

Se. h | About | L t
BOSTON PRIVATE BANK | Sesich | Abouk {opest |

TRUST COMPANY

Customer: AMOS CO [10837] Transaction: Currently No Transaction Amount: N/A

Client Info Related Parties Request Info Action

[~ ve: . .
e e Select a Credit Action from

the Drop-Down List

[CIIcnt Name:

[ Credit Action:

Update to Lean in S.C.
Update to FISERV Loan

13. Select a Credit Action from the drop-down list. For a New Loan, for example, a specific drop-down
list of loan types (Products) appears.

Note: The drop-down list is also used for renewals, modifications, and other actions.

Search | About | L t
BOSTON PRIVATE BANK m ut | Logou

B TRUST COMPANY
[3] My Tools Customer: AMOS CO [10837] Transaction: Currently No Transaction Amount: N/A

Client Info Related Parties Request Info Loan Feoes

[~ Loan Request

[ctient Hame: Select a Product from the

[Cr‘dlt Action: M Drop-Down List
I * Product **Required:

Time/Sridge Loan

14. Select a Product from the drop-down list.
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15. The Loan Request window appears. The content of the fields varies depending on the Product you

selected in the previous step.

BOSTON PRIVATE BANK
TRUST COMPANY

Search | About | Logout

My Tools

Client Info  Related Parties Request Info coan

~ Loan Request

Click the Next button

Client Name:

Cradit Action:

Transaction: Currently No Transaction Amount: N/A

Date of Loan(Contract Date):

* Product **Required: [Line of Credit

[-- select Option -- ]

Desired Closing Date:

Desired Funding Date:

* Documentation Prepared By: [-- Select Option -- ~]

16. Fill in the fields as needed. As always, you must complete all required fields. Remember that

required field names are preceded by an asterisk (*).

17. Click the Next button. The Collateral window appears for secured loans only.

BOSTON PRIVATE BANK
B TRUST COMPANY

My Tools

Life Insurance = ..o pible gerubbed

18. Check the Include boxes to include each piece of collateral for this loan.

O Universal
EPE Certificate of :
] e Collatersl ity
All Business Assets 4 Asset description
1 Asszet title scrubbed
r =t Ganeral = it . scrubbed
- -+ EPE Transaction Ammik blble mse.bbad Asset description

Search | About | Logout

Login: Dan Fox
Amount: NfA

Click the Next button

$10,000,000.00 100.00%  $10,000,000.00 $0.00 $10,000.000.00 [¥

$0.00 $0.00 50.00 =
$0.10 80.00% $0.08 50,00 50.08 r
sTRA ARA AR TAm ARBL sTEA AAA AR LT sTEA AAA AR "

19. Click the Next button. The Fees tab appears.

BOSTON PRIVATE BANK
B TrRusT COMPANY

My Tools Customer: AMOS CC

Client Info  Related Parties

Request Info

[~ Fees (excluding collateral related fees)

Release 1.2

If you are not adding fees, click
the Submit Request button

Search | About | Logout

Login: Dan Fox

Management Loan Committee
ansaction: Currently No Transaction

Amount: NfA

Add Fee Ttem

| Submit Request

To add fees, if any, click the
Add Fee Item button
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20. To add fees, click the Add Fee Item button. Otherwise click the Submit Request button to submit the
Finance Request.

21. Select a Fee Name from the drop-down list. You can select either type of fee or both types. The Fee
line you selected appears.

22. Repeat the previous steps to add additional fees as needed.

BOSTON PRIVATE BANK —  —

TRUST COMPANY

Proxy User: | Stop Proxy |
Customer: AMOS CO [10837] Transaction: Currently No Transaction Amount: NJA

Client Info  Related Parties Request Info Loan Collateral Fees

m Save & Close Submit Request m m
[ Fees (excluding collateral related fees)

Fee name alue Financed Paid in Cash Financed Charge Type Comments
|-- Select Option -- Select a Fee Name

Add Fee Item

* 0 or Amount * Amount Comments

23. Click Submit Request to submit your loan request. The Confirmation tab appears. Note your finance
request number for future reference.

arch boar jour
BOSTON PRIVATE BANK
TRUST COMPANY

Proxy User: | Stop Proxy |

Furcbrrnae.  AMAC 0 T100971

Transaction: Currently No Transaction Amount: NfA

s gl Click Submit Request to submit the
request

[+ Fees (excluding conarera: reiatea rees)

Delete Fee name

L

* % or Amount

Financed Paid in Cash Financed Charge Type
|.:-.dn1|r|strat|cr: Fee Amount _'J |SZ§G.GG O $250.00 Loan Fees j |

Comments
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BOSTON PRIVATE BANK j CearRTARSmET TeeY
TRUST COMPANY

Proxy User: | Stop Proxy |

Customer: ADRIAN CO [10697] Transaction: Finance Request [200555] Amount: $100,000.00

Confirmation

Finance request number for

[* Submission Complete this loan

Thank you for submitting your application.

For future reference, your finance request numberffor ADRIAN CO is 200553,
Would you like to:

1. View request for ADRIAN CO to add = Cradit Anzlysis.

2. Add/Modify another to this request.

2. Return to the main page.

4. Return to page.

5. Go to my list.

24. To add an additional transaction, click the link in #2 in the list on the Confirmation tab. If the
transaction belongs to a different client, contact your system administrator for information. The
finance request number serves as an identification number for the loan throughout its life.

Renewed or Modified Loan
To create a finance request for a renewed or modified loan for the current client:

1. Select a client. In this example, we select the Amos Company.

2. On the client window, click the C-Loans tab. The Client — Loans portlet appears. It lists the past and
current finance requests for this client.

arch bou joul
BOSTON PRIVATE BANK . ] _ | About | Logout
TRUST COMPANY Click the Create a Finance

Request button

My Tools Customer: AMOS CO [: Tran -action: Currently No Transaction Amount: NfA

C- Client

C- Loans

C- Address C- Contact C- Covenants C- Relationships C - Collateral € -CIv
Create Finance Reguest

[~ Client - Loans

Fin Req

Fac/Trans
200112 MOD-300110

Application Creation Date

Action Type Product

Amount Status

08/06/10 Mod Line of Credit $750,000.00 Booked

200515 300533 New

Construction $10,000,000.00

Datz Gathering

BOSTON PRIVATE BANK
B TRUST COMPANY

Search | About | Logout

My Tools Customer:  AMOS CO [10837] Amount: NJA

Select Modification/Renewal
from the drop-down list

Client Info  Related Parties  RequestInfo  Action

[~ Loan Request Application

Request Type -- Select the type of request. Request Type:

CURRENT CLIENT -~ Check this box to create a Finance Request Application for the dient currently selectad. [Amos co - 10827

Choose the type of search that should occur. Search Type:

EXISTING BANK CLIENT in 5.C.0.P.E. or with active deposit or loan

- select the search icon to retrieve existing account information and start a Finance Request Application for an Client:
existing customer.

Check the current

NEW BANK CLIENT not found when searching - check this box to enter account information and start = Finance HNo client
Request Application for a new cliant or prospact

te 2 new
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4. Check the current client box. The Finance Request Application window appears. It displays client

information. Then select Modification/Renewal from the drop-down list

5. Click the Next button.

BOSTON PRIVATE BANK
B TrusT COMPANY

e Click the Next Button

Client Info Related Parties Request Info  Action

Transaction: Currently No Transaction

Search | About | Logout

Amount: NfA

[~ Finance Request Application

Before you can Submit an application, all sections must be complated. To Save your
work without submitting, click Save & Close. You can return later to complete the

|C\ient:

AMOS CO

application and submit it.

[+ Client Information

‘Client Type: ||Eusiness LI |*Addre55 Line 1:

|[FEcrLEs "D

6. The fields are already completed for the client. Edit the fields and drop-down-list selections if

needed.
7. Click the Next button. The Related Parties window appears.

BOSTON PRIVATE BANK
TRUST COMPANY

My Tools

Customer: AMOS CO [10827]

Client Info Related Parties Request Info Action

Transaction: Currently No Transaction

Search | About | Logout

Amount: N/A

Previous

[~ Request Relationships

Delete * Name ype Gty Type Gty Amt Type

Delete Listings

ﬁ -- Select Option -- 'I -- Select Option --
: Column
@ sHERILYN P, FORSYRH [~ Select Option -- =] -~ Select Option --
@ cALED. GRenseerG |3 T Guarantees |-- Select Option -- =] -- select Option -
@€ sremvewssren @ T Guarantees [~ Select Option -- =] -~ Select Option -
€ caviene. roTH 10O Guarantees [~ Select Option -- =] -~ Select Option -
@ caep.crenseerc 6 IT Associated [~ Select Option -- =] -~ Select Option --
9 Lois). meaoe [~ T Guarantees -- Select Option -- =] - Select Option --
¥, RoDuEY). FausT B o Guarantees [-=Select Option -- =] -~ Select Option --

Add new Contact Add Line

Add New Client

Details Link R
= ect Option --

— Selewr --_:_I Details
-- Select Cp:lM Details

-- =NN\Reatails
-- =] Detsils

Add Relation
Details 2]

Details

-- Select Option

-- Select Option

-- Select Option -- »| Details
-- Select Option -- x| Datails
-- Select Option -- »| Details «

Delete * First Name * Last Name 2:::::: * Contact Type Phone # Ext. Email Signer Signing Capacity Details
&« [en |Lee = | Contact -General = | | | | |-- Select Option -- =]  Details [
& [obn [Doesnt 7] | Attorney = | | || |-- Select Option -- =]  Details

If the current customer has relationships that are defined on its customer tab, the first relationships

section (Request Relationships) appears and lists those relationships.

8. Delete any listings that do not apply to this Finance Request.

The second section of the window contains contact information from the customer contact tab. Click the

Details link to view more information about the contacts.

Release 1.2
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9. Complete the information as required for this request:
e [f the person or company is to guarantee this loan, check the Signer box

e Select the type of guarantee for this person or company from the Gty drop-down list

10. Click the Next button. The Request Info tab appears.

OSTON PRIVATE BANK
IRUST COMPANY

'
Search | About | Logout

Customer: LARIN A. HA" AN [1 Request Info Transaction: Financial Transaction [300303, 300305] Amount: $5,000,000.00
BN Request Info [UACIGE . tab

Client Info  Related Partie

[+ Sales Information

[Loan officer [Andrew tichau Q

[Rafarral Saurce: | ——

[ottice: |[Ten o ~1

Commercial Loan Assistant/ T e Q
Iternate Contact:

[Team miller Bl

|- select option - =]

¥ Request Information

Request Type:

New Loan(s) Request [Method of application:

[-- Select option -- =]

‘Application Dater [tz/07/2011 Sross Al Revanve T

= T
Requested Closing Date: [ 28] Total Sales (prior year for Reg B): [
Decision Type: [ Select Option - [~ [Request uce search: r

Summary Purpose of Financings [

11. This window contains information about the sales team, the request, and the customer. Complete
the fields as needed.

12. Click the Next button. The Action tab appears.

BOSTON PRIVATE BANK

TRUST COMPANY

My Tools Customer:  AMOS CO [10837]

P gwemmy~~ | Action tab

Transaction: Currently No Transaction

Client Info  Related Parties

= Loan Request

|| Select Option -

13. Determine whether you will update your loan in SCOPE or FISERV.

e If the original or renewal loan has been done in SCOPE, select SCOPE for the update

e If the loan has never been done in SCOPE, select FISERV

For our example we choose to update to a loan in SCOPE.
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14. Select Update to Loan in SCOPE from the Credit Action drop-down. The Credit Action field becomes
Update to Loan in SCOPE.

BOSTON PRIVATE BANK

I'RUST COMPANY

My Tools. Customer:  AMOS CO [10827]

A Select Update to Loan in SCOPE
from the drop-down list

Client Info  Related Parties  Request Info  Action

= Loan Request

[ctient name e

|[-- select optio

15. Click the search icon to the right of the Transaction field to locate the loan.

h be
BOSTON PRIVATE BANK

TRUST COMPANY

My Tools Customer:  AMOS CO [10837] Transaction: Currently No Transaction Amount: NfA

Client Info  Related Parties  Request Info  Modification

[~ Modification Information
St [0S Q Click the search icon

Credit Action: Update to Loan in 5.C.0.P.E.

T I

The Search tab appears. The Search Results sub window lists the existing loan for this customer.

16. Click the Trx No. link.

|]1-1] Total Results: 1

Click the link
unt Product

£750,000.00 750000 Line of Credit

The Transaction field now displays the loan number.
17. Select a Modification Type from the drop-down list. We select Extension.

18. Click the Create Modification button.

h | Abs =i
BOSTON PRIVATE BANK

TRUST COMPANY

Select a Modification Type Click the Create

My Tools Customer:  AMOS CC Amount: NfA

Client Info  Related Parties  RequestInfo Mo

[+ Madification Information

Client: Modification Type: |[Extension =]

Credit Action:

Tran:
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The Modification tab appears.

19. Check the appropriate boxes in the Modification Instructions portlet. We checked
Extension/Maturity Date Change.

20. Optionally add Modification Instructions and Comments in the text box.

BOSTON PRIVATE BANK

IRUST COMPANY

AMOS CO [10837]

Client Info  Related Parties

Request Info  Modification  Collateral

[F Modification Info:

Check appropriate  |————————5=="
modifications

nsaction 300110
~ ification Instructions for this Transaction - NOTE: IF EXTENSION, DOCUMENTATION PREPARED BY F. ECTION DOES NOT APPEAR)
[Werve = covanant [Chanss tmieremt rme s

[Defer 2 Payment: [Release collateral: N |

Release Guarantor: \ ‘ r
Change Amount or Structure: r
Extension/Maturity Date Change: v

Risk Rating Change!

Ream:

Add Guarantor:

Add Collateral:

Change Payment Amount:

AT

Add or Change a Covenant: Other
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21. Scroll to the bottom portion of the window.

22. To display a reason for this loan modification, click the Add Line button and select a Reason from

the drop-down list.

23. In the Renewal/Extension Details portlet, Documentation Prepared By is a required field. Make a
selection from the drop-down list.

Detailed Explanation

Select an option
from the drop-down

[~ Renewal/Extension Details

B i = Maturity Data?: list (Required) o
f—— Desired Closing Dates B
Msturity Date: uug/m/zml (=] ‘}r Preparad By: - Select Option - =]

Time Docs Needad:

I
I -
Date Docs Needad: I B
I
I

Forvard Docs to Location:

24. Optionally fill in other details.

The lower portion of the window expands to include the Loan Request and Modified Term and

Structure portlets.

Search | About | Logout

BOSTON PRIVATE BANK
19 TRUST COMPANY

Customer:  AMOS CO [10837] Transaction: Currently No Transaction Amount: N/A

:
Client Name: |amos co Modification Date: |—
Credit Action: Update to Loan in §.C.0.P.E. Desired Closing Date: I
Product [Line of Credit =] * Documentation Prepared By [1nternal Doc Prep Ed|
[ p— [Revolving =] Date Docs Neaded: I E
New Loan Amount: 5750,000.00 Time Docs Neaded [
Loan Purposa: [Finance Gen Bus Purposes 3 Forvard Docs to Locstion: I
|(Check if address that loan proceeds r What Gov't Guarantee Applies to this loan?: [none 3|
Secured/Unsecured: [Secured = If Other Agency, enter Name of Agency: I
Is this loan part of a participation: r HMDA Loan Purpose: [Not A HMDA Use of Loan Proc. =
Priority: [Standard =l i (= Mt [3 - solid [
[ Modified Term and Structure For Future Use For Future Use
— \ e |
Interest Mathod: [Actual/zso 3| Does Line Have a Maturity Date? ~
Rate Type: [variable B3 Term(mos): [
Rate Index: [--select Option-- =l Maturity Date: [os701/2011
For Futura Use: Balloon: [no k3|
Margin: [ Interest Payment Freguency_1: [Manthly = |
Calculated_Rate: 0.00% Annusl Payout: r
|Fnr E—— | s.15% [ Dpdate Irregular Payment: r
Lt Interast Paymant Date 1 [ B
[Rate Lock: s
Parsan Authorized to Draw (Name, Title): [
[Rate change Fraquency: [[Fenthly = —— —— e _ =
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25. Make the needed modifications to the loan.

26. Click the Next button. The Collateral tab appears.

BOSTON PRIVATE BANK
I'RUST COMPANY

Customer:  AMOS CO [10827]

Transaction: Currently No Transaction

Amount: NJA

Client Info ~ Related Parties  RequestInfo  Modification  Collateral

‘Submit Request

¥ Client Collateral Available to Secura this Transaction Click the Submit

Incude Lien SubType Collateral Item R t butt . PriorLien Amt  Net Collateral Value  Loan ta buy this collateral?
Life Insurance - Universal Asset title serubbed équest button $0.00 $10,000,000.00 -

r 1st  BPB Certificate of Deposit Collateral City $0.00 $0.00 r

- 1st  All Business Assets - Ganeral Assettitle serubbed  Asset scrubbed  $0.10 80.00% s0.08 $0.00 s0.08 -]

r 1st  BPB Transaction Account Asset title scrubbed  Assst scrubbed $750,000.00 100.00% $750,000.00 $0.00 $750,000.00 r

27. Make any needed changes to the loan collateral.

28. Click the Submit Request button. The confirmation tab appears.

earch bou ogou
BOSTON PRIVATE BANK
TRUST COMPANY

My Tools Customer:  AMOS CO [10837]

Transaction: Finance Request [200550]

Amount: $750,000.00

Confirmation
[~ Submission Complete

Thank you for submitting your application.

For future reference, your application number for AMOS CO is 200550.

Would you like to:

1. View request 20055

COto add = Credit Analysis.
2. Add/Modify anothar j

fLosn to this requast

4. Return to My Deals page.
5. Go to my To Do list.

Creating a Finance Request for a New Client

The easiest way to create a finance request for a new client is to first create the client as described in
Creating a New Client on page 29. Remember that you must first search twice for the client to ensure

that the client does not already exist: once in SCOPE, then in FISERV. Then proceed as with a current
client.
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Creating New Collateral

To create new collateral for a client from the C-Level, begin with step 1. If you have launched the Create
Collateral screen from a different window (for instance, the Finance Request Wizard or T-Collateral
Analysis screen), begin at step 2.

1. Onthe client window, click the C-Collateral tab. The C-Collateral window appears. The tab displays
current collateral for this client.
2. To edit an existing collateral item, click on the Collateral Iltem hyperlink.

Se; h | About | Lt 13
BOSTON PRIVATE BANK

@ TrRuST COMPANY

Click the Add New
Collateral button

My Tools Customer: AMOS CO [10837] + No Transaction Amount: NJA

C- Client C- Address

[+ Client Collateral Add New Collateral

C- Contact C- Loans C- Covenants C- Relationsl|

S | ey Ty T Y Advance Discounted  PriorLien  Net Collateral valuation Valuation
VP Rate/Max LTV Value Amt Value Date Source
ast P PesmessAssels o e akbed A0 80.00% £0.08 £0.00 50.08 el
- General CESSelE S SaINR e Option --
3=t B BRSO Azzet title scrubbed £750,000.00 100,00% £750,000.00 £0.00 £750,000.00 1o/os/z00s o Select
Account SRR i ar Option --
MOR 1ap. LR ustiinace = Asset title scrubbed $10,000,000.00 100.00% $10,000,000.00 $0.00 £10,000,000.00 06/21/2007 Account
300110 Universal ] Statement

3. Click the Add New Collateral button. The Create Collateral window appears.
Select Collateral Type from the drop-down list. Your choice determines the items that populate the
Collateral Sub-Type list.

BOSTON PRIVATE BANK

TRUST COMPANY

Customer: AMOS CO [10837) Transaction: Currently No Transaction

Create Collateral

Select Collateral Type from
the drop-down list

[' Collateral Type **Required**:

I‘ Collateral Sub-Type **Required**: churlM»oqx

l' LUen Position **Required**: )4 |
[ormer of Collateral: Q [For FuTuRE USE: Il

[1nsurance Reuires: J[Vehis y [For FuTURE LSE: =

—_— Life Insurance —

[l'\lu'l'\!. Alrandy Provided: | Other [lnun-vm ] r
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We select Real Estate. Now the Collateral Sub-Type list becomes:

BOSTON PRIVATE BANK m

8 TRUST COMPANY

5| My Tools Customer: AMOS CO [10837) Transaction: Currently No Transaction Amount: N/

v Collateral Overview

Create Collateral

Fill in the fields and
click the Finish button

I

][;ca: Estate

* Colisteral Type **Required**: 'ollnlnv-l 'uw [E-amclc Collateral

* Collateral Sub-Type "M"][-- Select Option - v| [Description: \
-

* Uen Position **Required**: ]

[@wmer of Cotlataraly 11 |For FuTURE UsE: Il

Llnwunu Required ] Conatruction = 8 ale Far . r;:;:::‘::" IIO! FUTURE USE: ] I
= Farm Land

[lnuunu Alrsady Provided: ] Hos y - Owner Occupied (hotels, motels, executive suites | [lnuuvcx I r

Land - Residential

- H:icw!a«': - Non-Owner Occupied .
e . Collateral sub-type list

Man: uring / Industnial / Warehouse - Ow
Manufactuning / Industrial / Warehouse - Non-Ow
Mixed Use - Commercial

taurants, parking lots)

nit MultiFamily - 1st Mtg

Iv"v Built

nit MultifFamily = Junior Lien [Dronmr Street Address: “

MultiFamily - 1st Mtg

Ioonnpnon of Collateral Improvament=rm

Multifamily = Junior Lien l'ﬂ)“ﬂv City) “
M ist Mg

[~ — —

IT)c:uMnm unior Lien [Dwnv State: ]I -~ Select Option - #|
r ma y = ist Mt r 1r
¥ = Junior Lien »

niman
rimary Residence

DVDOVUUDO
>

- Con

[Ready ] | [/ Trusted stes | Protected Mode: OFF [P~ % 100% ~

© =N oW

Select a Collateral Sub-Type from the drop-down list.
Fill in the Collateral Name field using naming conventions. See Appendix B on page 83.

Complete optional fields and drop-down lists as needed.
Click the Finish button.
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Adding Insurance to a Collateral Item

To add insurance to a collateral item:

1. On the client window, click the C-Collateral tab. The C-Collateral window appears. It displays
current collateral for this client.

arch bou jow
BOSTON PRIVATE BANK

B TrRUST COMPANY

Customer: AMOS CO [10837] Click the Collateral Item for lo Transaction Amount: NJA

2] which you will add insurance
C-Client C- Address C-Contact C-loans C-Covenants C Rela

[+ Client Collateral Add New Collateral
o el S e Advance Discounted  PriorLien  Net Collateral Valuation Valuation

yP! Rate/Max LTV Value Amt value Date Source

1st Al Business Assets oo ot title scrubbed $0.10 80.00% s0.08 £0.00 $0.08 e

- General Cption --

Hor B BET RSSO Azzet title scrubbed $750,000.00  100.00% £750,000.00 £0.00 $750,000.00 10/08/z009 T Sel=ct

Account e Option --

Mol 1ep) DLHe tHsHaRtels Asset title scrubbed $10,000,000.00 100.00% $10,000,000.00 $0.00 $10,000,000.00 06/21/z007 Account
300110 Universal Zszet title scrubbed Statement

Search | About | Logout

BOSTON PRIVATE BANK .
TRUST COMPANY Click the Insurance

tab

My Tools Customer: AMOS CO [10837] [200112] Amount: $750,000.00

Collateral Details

Flood Cert

Collateral Docs Insurance FISERV Details Collateral Memo Transactions List

I * Collateral Type: ICE Deposit Account | * Collateral Name: I':ollateral City

[’ Collateral Sub-Type: ]E:E Certificate of Deposit IDu:n‘ptlon: ” Al

3. Click the Insurance tab. The Insurance window appears.
4. Click the Edit button to add new insurance or edit existing insurance.

h bo
BOSTON PRIVATE BANK e e

@ TrUST COMPANY

Click the Edit button

My Tools Customer: AMOS CO [10837] Transaction: Financ. Request [200112] Amount: $750,000.00

Collateral Details Flood Cert  Collateral Docs  Insurance  FISERV Details

Collateral Memo  Transactions List

e

Insurance Information

There are currently no Insurance detzils in the system for this collateral.
Click the Edit button, then Create to create 2 nev rance detail.
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5. Click the Create button.
BOSTON PRIVATE BANK _search | About | Logout |

TRUST COMPANY

Click the Create

Customer: AMOS CO [10827] button T-ansaction: Finance Request [200112] Amount: $750,000.00

Collateral Details  Flood Cert  Collateral Docs Insurance riscnw verans comareral Memo  Transaol~as List

Insurance Information

m for this collateral.
urance detail.

There zre currently ne Insurance detzils in the
Click the Edit button, then Create to create a n

The Insurance Information portlet appears.

o ¢ Search | About | Logout
BOSTON PRIVATE BANK

B TRUST COMPANY

My Tools Customer: AMOS CO [10837] Transaction: Finance Request [200112] Amount: $750,000.00

Collateral Details Flood Cert Collateral Docs Insurance FISERV Details Collateral Memo Transactions List

I Cancel Help

[ Insurance Inform:

[* tnsurance Company (1nsuren: II [1nsurance Agency Name: Il

[* pelicy number: II [1nsurance Agent Name: II

[For Future Use: Il [Address of Insurance Agency/Coma.: ||

| Coverage Amount: “ | Insurance Agency City: “

|Covcr-gc Amount Requirement: “ -- Select Option -- ¥ | Insurance Agancy State: “ -- Select Option -- ¥|
IBlli:: “ Select Option -- | | Insurance Agency Zip: “

| For FuTuRE UsE: |[-~ Select Option -- =] [ Agency Phone number: Il

ICov-ragc Type: “ -- Select Option -- v

* Policy Expiration Date: “—

6. Fill in the fields according to the information on the insurance certificate.
7. Click the Save button.

BOSTON PRIVATE BANK
B TrusT COMPANY

Click the Save button

My Tools Customer: AMOS CO [10827] Transaction: Finance Re west [200112] Amount: $750,000

Collateral Details Flood Cert Collateral Docs Insurance FISERV Details Collateral Memo Transactions List

[ Insurance Information

| * Insurance Company (Insurer): H?\eally Good Insurance Elnsuran:o Agency Name:

| * Policy Number: |I‘.23u‘56789 ilmuran:o Agent Name: ||

| For Futura Usa: ” E Addrass of Insurance Agency/Comp.: ||

| Coverage Amount: |! i Insurance Agency City: ||
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The updated Insurance window appears.

arch bou our
BOSTON PRIVATE BANK

@ TrusT COMPANY

Click the Close button to finish or
the Edit button to add another
policy or coverage

Transa. *~n: Finance Request [200112] Amount: $750,000.00

lemo Transactions List ‘

Collateral Details Flood Cert Collates

[+ Insurance Information

[ eoticy:

| * Insurance Company (Insurer): |Rea|l-,- Good Insurance Ein:uran:t Agent Name: |
| * Policy Number: |::3-‘-56?89 EAddrul of Insurance Agency/Comp.: |
| For Future Use: | E Insurance Agency City: |

8. Click the Close button to finish or the Edit button to add another policy or coverage.

Creating and Editing an Exposure Record

You can create a new exposure record or edit an existing record.

Creating an Exposure Record

When you create a financial request, exposure is automatically performed in background and SCOPE
creates an exposure record. You can verify that it is correct and edit it if needed. You can also create
exposures manually — contact your system administrator for information.
Checking and Editing an Exposure Record
You can view an existing exposure record, determine if it is complete and correct, and edit it if needed.
To check or edit an existing exposure record:

1. From the FR- tab set, click the FR-Exposure tab. The Credit — Exposure list appears.

2. Check the most recent exposure record and determine if it is correct.

BOSTON PRIVATE BANK
TRUST COMPANY
Proxy User: | Stop Proxy |
[Z] My Tools Customer: Kasischke Co [14217] Transaction: Finance Request [200405] Amount: $100,000.00

FR- Request Summary  FR - Request Details FR- Analysis FR-Decision FR-Exposure FR-Checklist FR-Docs

Mare > |

BEie e Click the link for the Exposure
Date/Time Exposure Name Total P n Status Update

Name you want to check or edit

04/05/2011 11:14 EDT AM Scrubbed exposur: £7,100,000.00 In Process Update

04/05/2011 11:16 EDT AM Scrubbed exposurs name £7,100,000.00 ,000. In Process Updats
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3. Click the link for the Exposure Name you want to check or edit. The Exposure Details tab
appears.

Search | About | Logout [I]

BOSTON PRIVATE BANK

TRUST COMPANY ’T
- | Stop Proxy |

Customer:  Kasischh Transaction: Finance Request [200405] Amount: $100,000.00

Exposure Details tab

Kasischke Co 04/05/2011 11:16 EDT AM

Scrubbad exposure nama urca: Finance: Canter

Business Debt : In Process

Total Pending: $7,100,000.00 Totsl Used: $0.00

Total Adjustmants: ($50,000.00) Total Unused: 50,00

Unadjusted Exposure: $7,100,000.00 Total Potential Exposure: $7,050,000.00

Total Secured Exposur: $7,100,000.00

Total Unsecurad Exposure: ($50,000.00)

4. Check the Exposure Details fields for accuracy. Then scroll to the bottom of the window and
check the data in the Borrower portlets.

[* Borrower - Direct Pending Exposure Portlet total $7,100,000.00

Reason Not Included Loan/Trx # Product . Status
oo =] Check the data in the
-- Select Option -- = MOD-300413 Line of Credit s Pending (Medification)

[~ Select option — =] 200305 Line of Credit - Borrower portlets i e

[~ select option — =] 300303, 300305 - Dus Diligence
[ Borrower - Direct Booked Exposure Portlet subtotals Used: $0.00 Unused: $0.00 Total: $0.00
[+ Borrower - Indirect Pending Exposure Portlet total $0.00
[* Borrower - Indirect Booked Exposure Portlet subtotals Used: $0.00 Unused: $0.00 Total: $0.00
[~ Borrower - Other Facilties and Services Portiat subtotals Used: $0.00 Unused: $0.00 Total: $0.00
[< Related - Direct Booked Exposure Portlet subtotals Used: $0.00 Unused: $0.00 Total: $0.00

[+ Related - Indirect Pending Exposure Portlet total $0.00

[~ Related - Indirect Booked Exposure Portlet subtotals Used: $0.00 Unused: $0.00 Total: $0.00

Bere oo [reaine ] Portlet total $0.00

5. Toinclude or exclude an exposure, click the Edit button. For renewals or modifications:
e If thereis no increase or decrease to the existing loan, uncheck the pending exposure record

e If the finance request includes an increase or decrease to an existing loan, uncheck the
booked exposure for that loan

e Include a reason for the modification from the Reason Not Included drop-down list, for
example, Duplicate

6. To make exposure adjustments, expand the Exposure Adjustments portlet by clicking the arrow
box on the left:
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stal: $0.00

E dtheE Adiustment Add more lines by clicking |y
xpand the Exposure Adjustments

’ ' J the Add Line button abinat

portlet by clicking the arrow box al: $0.00

Portlet total $0.00

on the left

Portlet subtotals Used: $0.00 Unused: $0.00 Total: $0.00
Portlet total $0.00
Portlet subtotals Used: $0.00 Unused: $0.00 Total: $0.00

Add Lina Portlet total $0.00

Adjusted Amount zits Adjustment Reason
@ 50.00 I
W — [T ro
% — o — o

You can optionally add one or more lines by clicking the Add Line button.
7. Enter the Loan Number or Relationship for which you want to adjust exposure.

8. Enter the Adjusted Amount; that is, the increase or decrease in exposure. Use a minus sign to
indicate reductions.

9. Check the Secured Exposure box if you are modifying a secured exposure.

10. Enter a reason for the adjustment in the Adjustment Reason text box. Permitted reasons

include:
e Limited guarantor
e Participated Amounts
e Personal Residential Mortgage

11. When you are finished, click the Save button and the Close button.
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