Using Estate Services Online

This step-by-step guide will walk you through the case management tabs
and tools available to you online.
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Log in to Online Banking

1. Log in to Online Banking at bankofamerica.com.
2. Enter your standard User ID.

3. Enter your password.

4, Hover over Help & Support.

5. Select Communications.
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https://www.bankofamerica.com/

Troubleshoot logging in to Online Banking

1. Click Forgot your Password? and follow the prompts to reset password.
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View case status

1. Under Status Tracker you'll see your Estate Services case.

2. Click View details.
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View case number, contact information, to-do list

1. View Case ID.
2. View Your contact.

3. View To do list.
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Uploading documents

1. Under the To do list, in the Upload document(s) section, click on the blue document link and
a pop up will appear.

2. Click on Add file. Then select the document(s) stored on your computer.
3. Click on Submit and a pop up will show your submission was successful and will be under review.
4. Click Ok.
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Troubleshoot uploading documents

Be sure your documents meet the file types required (PDF, TIF, TIFF, DOC, DOCX, JPEG, JPG OR PNG) and
number of pages.

Subimit the requested document
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Completing an eForm

1. Under the To do list, in the Complete online section, click on the blue form link.

2. Note: This is one example of how to complete an eForm. There are multiple eforms that could be
required. All eForms contain the same four sections: 1) Let’s get started, which has a brief description
2) Specific form fields to be completed for that eForm 3) Review and Sign your form and 4) Adopt
and Sign.

3. A Let’s get started pop up will appear with a brief description of the selected form. Click Next.
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Completing an eForm (continued)

4. Fill out the form and at the bottom, click Next.

Letter of Instruction and Account
Closure Request
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Completing an eForm (continued)

5. Review the data entered. If something is incorrect, click Edit to make the correction. Then click Next
again. DO NOT click on Cancel to make corrections.

6. When all data is correct, click Sign.
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Completing an eForm (continued)

7. To consent to electronically signing this form, you must click on the Checkbox.

8. Then click CONTINUE.

9. Click START to go to digital signature location on form.
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Completing an eForm (continued)

10.  To choose and confirm your signature, click Sign (down arrow). A signature will be automatically
generated based for your name and initials.

11.  To change the signature style and font click Change style.

12.  To draw your own signature using your mouse or laptop pad, click DRAW.
13. To use a previously saved signature, click UPLOAD.

14.  Once you've chosen your signature, click ADOPT AND SIGN.
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Completing an eForm (continued)

15.  Click CONFIRM & CONTINUE to submit your signed form.

16. A pop up will appear on your details page showing Your form has been submitted.
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Register as an authorized third-party user

Authorized third parties and non-customers can be enrolled by contacting Estate Services at 888.689.4466.

What happens next? You will need to register as an authorized third party:

1. An email from Bank of America will be sent to you with a link to register as an authorized third party.

2. Click Get started.

3. The Register as an authorized third party form will pop up. You will need to add Your contact
info. Click on the blue link to Add email address.
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Register as an authorized third-party user (continued)

A pop up will appear to Add your email address. Click Next.
A pop up will appear for Verification Required. Select SEND CODE.
A pop up will appear to Enter Authorization Code. Click SUBMIT.

N0 A

Your email address appears on the form. Next, click on the blue link to Add mobile number.
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Register as an authorized third-party user (continued)

8. A pop up will appear to Add your email address. Click Next.

9. A pop up will appear for Verification Required. Select SEND CODE.

10. A pop up will appear to Enter Authorization Code. Click SUBMIT.

11. Your email address appears on the form. Next, click on the blue link to Add mobile number.

12. A pop up will appear to Add your mobile number. Click Next.
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Log in to authorized third-party user portal

Once the registration request is approved, you will receive an email from Bank of America with steps to

enroll to use the third-party portal.

1. Click Enroll to begin the process.

2. To verify your identity, an authorization code will be sent to your mobile number. Click Send code.

3. A pop up will appear to enter authorization code. Enter code. Click Continue.
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Log in to authorized third-party user portal (continued)

N0 s

Create an User ID and Password. Click Continue.

A pop up will appear to verify enrollment. Click Log in.

Read the Electronics Communications Disclosure. Check the blue box, then click Continue.

Read the Online Banking Service Agreement. Check the blue box, then click Continue.
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Log in to authorized third-party user portal (continued)

8. Enter your User ID and Password. Click Log in.

9. Request authorization code be sent to your mobile number. Click SEND CODE.

10.  Enter authorization code. Click SUBMIT.
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Log in to authorized third-party user portal (continued)

11.  Select your log in security preference. Click Continue.
12. You now have access to the portal to view case type, details and case status.

13. Your profile information (email and mobile number) is also displayed.
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Troubleshoot logging in to the authorized third-party portal

1. Click Forgot ID Reset Password and follow the prompts.
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View case number, contact information, to-do list

1. View Case ID.
2. View Your contact.

3. View To do list.

.
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Uploading documents

1. Under the To do list, in the Upload document(s) section, click on the blue document link and a
pop up will appear.

2. Click on Add file. Then select the document(s) stored on your computer.
3. Click on Submit and a pop up will show your submission was successful and will be under review.
4. Click Ok.
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Troubleshoot uploading documents

Be sure your documents meet the file types required (PDF, TIF, TIFF, DOC, DOCX, JPEG, JPG OR PNG) and
number of pages.

Submit the requested dooument|s)
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Completing an eForm

1. Under the To do list, in the Complete online section, click on the blue form link.

2. Note: This is one example of how to complete an eForm. There are multiple eForms that could be
required. All eForms contain the same four sections: 1) Let’s get started, which has a brief description
2) Specific form fields to be completed for that eForm 3) Review and Sign your form and 4) Adopt
and Sign.

3. A Let’s get started pop up will appear with a brief description of the selected form. Click Next.
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Completing an eForm (continued)

4. Fill out the form and at the bottom, click Next.

BANK OF AMERICA 55~

Letter of Instruction and Account
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Completing an eForm (continued)

5. Review the data entered. If something is incorrect, click Edit to make the correction. Then click Next

again. Do not click on Cancel to make corrections.

6. When all data is correct, click Sign.

BANK OF AMERICA “5

Third Party Case Manager

Review & sign your form
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Completing an eForm (continued)

7. To consent to electronically signing this form, you must click on the Checkbox.

8. Then click CONTINUE.

9. Click START to go to digital signature location on form.
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Completing an eForm (continued)

10.  To choose and confirm your signature, click Sign (down arrow). A signature will be automatically
generated based for your name and initials.

11.  To change the signature style and font click Change style.

12. To draw your own signature using your mouse or laptop pad, click DRAW.
13.  To use a previously saved signature, click UPLOAD.

14.  Once you've chosen your signature, click ADOPT AND SIGN.
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Completing an eForm (continued)

15.  Click CONFIRM & CONTINUE to submit your signed form.

16. A pop up will appear on your details page showing Your form has been submitted.
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