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RBC Express® Service Administrator Checklist B
Ongoing Management of RBC Express — Segregated Model
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On an ongoing basis, use this User Maintenance Checklist in the Resource Centre for help at a
glance when you need to permission new users.

You will need the following before you start:

[] A list of the new users added by the Certificate Administrator, with their full name and
their email address

[] A list of services that each user will require access to
[] The permissions that each user will require, including approval permissions (if applicable)

L] If the users will require an RSA SecurlD token for login or approval, you will need to order
the tokens using RBC Express, and receive them before setting up the user

A. Administration Tutorial

If you need arefresher on how to add new users, refer to the Administration Tutorial.
You can complete only the sections that you need.

[] Signinto RBC Express, and click on Resource Centre in the top banner
[] Click on Training Resources in the left-hand menu

[] Select Administration Training and do the sections of the tutorial that you need

B. Set up RBC Express user permissions

Follow the instructions in the tutorial or on the RBC Express Resource Centre
[] Set up the user permissions
[] Assign an RSA SecurlD token to the user if required
[] Send the user the information they need to access RBC Express
0 Attached is a document with this information, which you can attach to an email and send to the

user. Open the document and select File > Attach to Email.

[] Send the user their token (if applicable)

®Registered Trademark of Royal Bank of Canada



RBC Express® Service Administrator Checklist B — Segregated Model

C. ACH Direct Deposits and Payments only

L] If there are individuals at your company who will be involved in the processing of payments using ACH Direct
Deposits and Payments, but who do not require access to RBC Express for their role, you must send them
the following link to the ACH Direct Deposits and Payments Resource Centre which contains important
information they will need: https://www.rbcroyalbank.com/ach/

For assistance with Service Administration tasks, please refer to:

= The Administration tutorial (Section A)

=  Online Help available in RBC Express

= The RBC Express Resource Centre

= The Client Support Centre at 1-800-ROYAL-35 (1-800-769-2535)
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RBC Expresse New User Checklist
First Steps with RBC Express

A. Confirm that your system meets the technical requirements

[J Access RBC Express at_https://www4.rbc.com/nj00-wecm/

[ click on RBC Express System Requirements to confirm that your system meets the minimum requirements
[ click on System Check to confirm that your system meets minimum requirements

[ click on Bookmark the RBC Express Home Page or Create a Desktop Icon in order to save the RBC
Express URL in your Favorites, or in an icon on your desktop

You must follow these instructions in order to save the link.
Adding this as an Internet Explorer Favorite will not work, as RBC Express is aredirected URL.

B. Register for your Digital Certificate

You will need the Reference Code contained in the email that you received from RBC
Note: this code expires after 19 days

You will need the Authorization Code from your Administrator. Refer to your Reference Code email to
identify the Administrator if you do not receive it.

[J Go to the URL in your Reference Code email and follow the instructions to register for your Digital Certificate

C. Sign into RBC Express and access the Resource Centre

Sign in to RBC Express using the URL in Section A above, and click on Resource Centre at the right hand
side of the top banner

[J The RBC Express Resource Centre contains full instructions on how to use the services that you have been
permissioned for.
1. Look under Information Products in the left-hand menu for details on information products
2. Look under Payment Products in the left-hand menu for details on payment products
3. Information on RBC Express Wire Payments and ACH Direct Payments & Deposits, is
featured on the home page of the Resource Centre

If you have access to RBC Express Wire Payments, RBC Express Record Manager or RBC Express
Payment Manager, there are online tutorials to help you get started

1. Click on Training Resources in the left-hand menu

2. Select the tutorial and launch it

3. You will be able to view just the sections of the tutorial you need, to match your permissions for
the service

Use the tutorial again as a refresher any time in future
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