Opening a Safe Deposit Box

1) The person who wants to open the safe deposit box must already be a customer.

2) Log onto Deposit Platform.

3) Click on Account Add, Change and then Safe Deposits.

-In the Account Number space at the top enter in the safe deposit box # that has been selected.

-Next bring in the Prime Cust Name by clicking on the glasses with the arrow below them and select the primary signer’s name.

-Under Product Type, select the size of the safe deposit box the customer has selected.

-Choose the correct Ownership Type by using the drop down box.

4)
If there is more than one signer, move down to the Secondary/Title tab.

-Click on New under the Secondary/Title tab.


-Under Secondary, make sure the Owner Type is correct.


-Go to Name and bring in the 2nd signers name by clicking on the glasses with the arrow below them.


- If you want the 2nd signer to appear directly below the primary signer in Precision than go to Secondary and then, Print Option and choose Print as the Second Name line from the drop down box otherwise choose Display on Inquiry Only.


-Make sure the Relationship has the correct type.


-Check the Document Signer box.

-Hit Save under the Secondary/Title tab.


- Repeat for each signer (all signers must show in the Precision system).

5)
Next go to the General tab.

-In the Date Next Bill section enter in the same date a year from when you opened the safe deposit box.

-Under the Payment Handling box, choose the correct Payment Code from the drop down box.
- If you chose payment to come directly out of an account with us, bring in the account # in the Transfer Account spot.


-In Rental Amount enter in the amount owed for that particular box.


-Make sure Net Due says the same amount.

6)
Under the Codes tab, keep Officer to say 00 none.

7)
Move down to the Documents tab.


-Preview the Account Information.


-A new page will pop up, make sure all information is accurate such as name’s, safe deposit box #, etc.


-If all is correct exit out of that preview page and print all prefilled Print boxes.
8)
Have all signers sign the signature card and give them the disclosure information.


-Keep the SIG card and boarding data.

9)
Save.

10)
Go into Precision.

-Go to the Main tab, Safe Deposits, Add, Change.

-In the Box space enter in the safe deposit box that the customer chose and hit the green arrow.

-Hit the Main tab and in the Customer space bring in the primary signer.

11)
If there is more than one signer, move down to the Secondary tab.


-Click on New, then under the Ownership tab make sure the Ownership Type is correct.


-Bring in the secondary signer in the Customer space.


-Choose the correct Print Option that you want.


-Make sure the Relationship type is correct.


-Hit OK.


-Repeat for each signer.

12)
Go to the General tab and change the Status to 1 Rented.


-Change the Type to the correct size of the safe deposit box.


-Make sure the Date Opened says the date you opened the safe deposit box.

13)
Under the Rental Amount tab, in the Rental Amount space enter in the correct amount owed for that particular safe deposit box.


-Make sure the Amount Due says the same amount.

14)
Under the Payment tab be sure that the Date Last Bill says the day you opened the safe deposit box.

-Make sure that the Date Next Bill and Date Last Payment says the same date a year from when you opened the safe deposit box.


-Check to make sure that the Payment Frequency space shows 12.


-Choose the correct Payment Code from the drop down box.



-If you chose payment to come directly out of an account with us, bring in the account # in the Transfer Account spot.

15)
Save.
