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Positive Pay

User Setup

Before a user can be setup in Positive Pay, they must first be setup as a sub-user in Online
Banking.

From the Dashboard, select Manage Users and Create New User

From this screen you will enter your user’s information and click Create User.

NOTE: For the SSO ID, you will enter the current case sensitive online banking username for the
new user.

’/‘ ARKANSAS

o’ FEDERAL

Dashboard | &ManageUsers | liReports ~ - —

lii

Create New User New User

Select User ssoD

User Type First Name Last Name

Normal

Email Address Contact Phone Number Cell Phone Number

800.456.3000 | afcu.org Federally insure d by NCUA

After creating the user, you can now select the roles and privileges you wish for this user to have for
the accounts you select based on the services you are utilizing.
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/77, ARKANSAS

FEDERAL
CREDIT UNION

Dashboard | L ManageUsers  iReports ~

ransaction View

Create New User Joe

Change Module ~ 2. IEG_—_——

Select User B active Last Login:
search... Created Date: 09/22/2022
55010
£ Digital, joe JoeDigital
User Type First Name Last Name
Normal hd Joe Digital
Email Address Contact Phone Number Cell Phone Number
olmb_alerts@afcu.org (501) 982-1000 ( 000
System Roles
[all | none]
O Audit Report [ Notification Delivery [ Consolidated
Report Transaction History View
ACH Controls
Available Accounts Selected Accounts
Business Choice Checking (xxx5333)
>
User Privileges
[all | none]
[ Act on Approved List [ Act on Blocked List [ Approved List
O Blocked List (O change Transaction Status [ Netification Rules
O Notification Rules Report O Transaction History
Positive Pay Checks Alert Method:
Available Accounts Selected Accounts
Business Choice Checking (occx5333)
>
User Privileges
[all | none]
O1tem Lookup [1ssue Item Status Report [ Transaction History
[ Change Transaction Status O Edit Issue Item [ View Issue File Status
[ manage Issue File Status D 1ssue Templates. O issue Load Alerts.
O 1ssue Warehouse [ Load Issue File [0 Manual Issue Entry
[ Paid No Issue Matching

800.456.3000 | afcu.org

insured by NC

Dashboard Overview

This opening screen will give you an overview of your activity.
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L4
» FEDERAL
=2 CREDIT UNION

Dashboard A& ManageUsers  JiReports ~ £ Transaction View Change Module ~ 4. ieinies -

ACH Controls

End of Day Cut-Off Time: Friday 12:00 PM CDT

Total ACH Debits $0.00 o
Set to Pay $0.00 (o] Set to Return $0.00 o
Approved List Exceptions $0.00 ©  Block List Returns $0.00 (o]

Positive Pay Checks

End of Day Cut-Off Time: Friday 12:00 PM CDT
Exceptions $0.00 o

Setto Pay $0.00 [ 0] Set to Return $0.00 (0]

800.456.3000 | afcu.org Federally insured by NCUA

Changing Modules

To switch between the Dashboard, ACH Controls and Positive Pay Checks modules, you'll click the
dropdown to the right of the screen to make a selection.

777> ARKANSAS

St 4
2 CREBITONIOR

Dashboard A ManageUsers  JiReports ~ = Transaction View # Change Module ~ 4 GG

ACH Controls

ACH Controls Pasitive Pay Checks -

End of Day Cut-Off Time: Tuesday 12:00 PM CDT

Total ACH Debits $0.00 (0]
Set to Pay $0.00 (0] Set to Return $0.00 (0]
Approved List Exceptions $0.00 ©  Block List Returns $0.00 [ 0]

Positive Pay Checks

End of Day Cut-Off Time: Tuesday 12:00 PM CDT
Exceptions $0.00 (0]

Set to Pay $0.00 (0] Set to Return $0.00 (0]
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Manage Users

This is where you will be able to add users and make edits to existing users roles and permissions.

/77, ARKANSAS
~..- FEDERAL
== CREDIT UNION
Dashboard | & ManageUsers  diReports ~ S Transaction View Change Module - 2. s ~
Please select an existing user or create a new one.
Select User
2 Digital, joe
User Type
Normal v
800.456.3000 | afcu.org Federally insured by NCUA

Reports are available for one year. The Audit Report user privilege must be turned on.
From the Client Dashboard, click Reports > Audit Report.

Dashboard L Manage Users o Perform = ol Reports =

i
z

1 mi—-

Audit Report |
‘1a[ir.:é:il-“ Belw?ll‘ QL-:UII: _

Audit Report - The Audit Report tracks information regarding the users who have accessed the
system and performed auditable functions such as change transaction status.

diReports ~ i Transaction View
¢ Date Range
Audit Report i
ESeptember 22, 2022~
Y Filters >
Rows 1-25 of 26.
: AR
Product Date Time User Action
¥ Positive Pay Checks 09/22/2022 4:26 PM CDT T Add Manage Account to User
» Positive Pay 09/22/2022 4:26 PM CDT T Add Role to Client User

The Audit Report page appears with the current date by default. To filter the date range, click on the
Date Range drop-down, select the desired date range, and click the Apply button.
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Audit Report

T Filters

Product
> Fraud Prevention HQ
»  Fraud Prevention HQ

¥ Fraud Prevention HQ

Date Time

04406/2021 11:1E:14 EDT

04406/2021 10:46:50 EDT

Q42021 WR0Z:33 EDT

Date Range

WAprit 6, 2021~
TOATsIrToA
User estertay
mfleetwoad] Last 7 Days
VASCllent hiis Monek
VASClient ast Manih

E0ovnlosd Az CIW

Custom Range

To narrow the search results, click Filters and a window containing additional search criteria will

appear.

Audit Report
T Filters

Usger” Praduct

Date Range
Wapril 6, 2021~
-

To narrow the search to a specific user, select the desired user from the User drop-down. If there are
less than ten (10) users, then a drop-down will be generated. If there are more than ten (10) users,
type in the first character or first few characters of the username to generate a list.

Audit Report
Y Filters

User’

- not selected - v

Archeron, Feyre (FBArcheron)
Katsuke, Sayuri (H97fdpd3w)
Phelps, Brian (PDQUQGU2D)

To narrow the search by a specific service, select the desired service from the Product drop-down.

Audit Report
Y Filters
User? Product
Digital, Joe (JoeDigital) v ‘ All V‘
All
ACH Controls rm—)
Positive Pay Checks Reset
Positive Pay
wows 1-10f1.
Product Date Time User
¥ Positive Pay 09/23/2022 9:48 AM CDT Dartransport

@Download As CSV.

Date Range
ESeptember 23, 2022+
b2

Action

Login
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Once search criteria are selected, click Apply to narrow your search results.

Product
»*  PRO-CHEX
* PRO-CHEX
¥ PRO-CHEX
» Fraud Preventian HQ
¥ Fraud Preventian HQ

¥ POXACH

» EDI TransAlert

Daée Time

033172021 18;00003 EDT

03302027 18:00003 EDT

033021 18:00003 EDT

033031 162338 EOT

0333021 16:33538 EDT

033NE0RT 162334 EOT

0332021 1623326 EOT

User
WASMonmal
WASH prmal
WASH prmal
mflertwond!
mflerbwaod!
mfleetwond!

mfleetwaod

Action

Payment Request System-Rejected at EQD
Payment Request System-Rejected at EQD
Payment Request System-Rejecied at EQD
Logaut

Lagaut

POX ACH Daownlcaded

PDX EDI Downloaded

Product - Service module where action was taken

Date Time - MM/DD/YYYY HH:MM:SS Time Zone

User - Name of Client user

Action - Action being tracked

Notification Delivery Report — The Notification Delivery Report provides information related to the
delivery status of alerts generated by the service modules in use. The status of email alerts will

always be visible. The status of text alerts will only be visible if the financial institution has elected to
offer text alerting.
The Notification Delivery Report Privilege must be enabled.

From the Client Dashboard, click Reports > Notification Delivery Report.

Dashboard A manage

Users & Parform = oi Reparts =

it Report

1B Transaction View

Change Modiile = 1 T -

The Notification Delivery Report page appears with the current date by default. To filter the date
range, click on the Date Range drop-down, select the desired date range, and click the Apply button.
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Motification Delivery Report

¥ Filers

Date Thme
¥ OREI2021 10:25:43 EST
»  D223520217 10:25:43 EST
»  DR232027 102543 EST
¥ DQEI2027 10:25:43 EST

»  D223/20217 10:25:43 EST

Rows 1-13af 13,
Reciplent
ldalagreidachalert.com
lizdelaeredalkarmicom
5172258438
ldelaereidachalert.com

31722539438

Stams
DELIVERED
DELIVERED
UNDELIVERED
DELIVERED

UMDELIVERED

Subject
Chck ALERT
Check ALERT
Cheds ALERT
Chack ALERT

Check ALERT

Date Range
WrFebruary 3, 2021 -

Tomorrow
Yesterday

Last 7 Drays
This Month
Last Marah

Custorn Range

o [

To narrow the search results, click Filters and a window containing additional search criteria will

appear.

Motification Delivery Report
¥ Filters

Aecipient:

Erter a valid email address or 10 digit phone

number without dashes.

Message Type

All

Status

Al

Date Range
Wrebruary 23, 2021 =
W

To narrow the search to a specific recipient, enter a valid email address or 10-digit phone number

without dashes.

Y Filters

Recipient:

number without dashes.

Enter a valid email address or 10 digit phone

To narrow the search results to a specific message type, select the desired message type from the

Message Type drop-down.

Message Type

All

Email
SNS
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To narrow the search results by the status of delivery, select the desired notification status from the

Status drop-down.

Status

|.-’-I

Delivered
Undelivered

' |

Once search criteria are selected, click Apply to narrow your search results.

Date Time

»  DZF2372021 10:25:43 EST

¥  OZ372021 10:25:43 EST

D2/2372021 10:25:43 EST

02372021 10:25:43 EST

D2/2372021 10:25:43 EST

0232021 10:25:43 EST

D2/2372021 10:22:00 EST

022372021 10:22:00 EST

Recipient Status Subject
|delaera@achalert.com DELIVERED Check ALERT
lirdelsera@alkami.cam CELIVERED Check ALERT
5172259438 UNDELIVERED Check ALERT
ldelsere@achalert.cam DELIVERED Check ALERT
F172258438 UNDELIVERED Chieck ALERT
ldelsgre@achalert.com DELIVERED Check ALERT
5172258438 UNDELIVERED Issuance Load Completed
ldelagre@achalert.com DELIVERED Issuance Load Comgleted

Date Time - Date and Time the notification was sent.

Recipient - The email address or SMS number the notification was sent to.

Status - Email

SMS

SMS

BOUNCE Receiving server could not or would not accept message.
DROPPED Recipient exists in one or more suppression lists.

DEFERRED Recipient’s email server temporarily rejected message.
PROCESSED Our email provider received the message and is processing
DELIVERED Email was delivered to the recipient’s email provider.

OPEN The user opened the email.

SPAM REPORT The user reported the message as spam.

UNDELIVERABLE Message delivery failed.

DESTINATION IS DEACTIVATED The recipient number is either
suspended, deactivated or has been moved to another wireless cellular
carrier.

SUBSCRIBER OUT OF COVERAGE Occurs when the wireless cellular
device the SMS/Text is being delivered to has not connected to the
Wireless Cellular Carrier’s network for an extended period or does not
have romancing enabled on the wireless cellular account.

UNKNOWN COMMAND Result when the system does not know where to
route an incoming message.

7/11/2023 11:42:00 AM



NOT A WIRELESS NUMBER Caused when trying to send to a wireless
cellular number with no country code, an invalid country code, or an
invalid wireless cellular number.

FAILURE Result of the message that failed to be delivered to the wireless
cellular carrier.

Subject The subject of the notification.

**There are several other statuses that come up occasionally. We can provide those details upon
request.

Click the arrow (>) next to the Notification Delivery item to view more useful detail. The type of
message sent, and the recipient name will be displayed for further information.

Date Time Recipient Status Subject

v Q422021 14:00:01 EDT 5172259438 DELIVERED Remingdar Aler
Recipient MNarme: MickFlestwood Status Detail: ACCEPTED
Message Type: CP-reminder alart

» 04022021 14:00:01 EOT liz.de|sere@alkami.com DELIVERED Reminder Alert

¥ 04022021 14:00:01 EOT 5172250438 DELIVERED Remindar Ale

¥ 04022021 14:00:01 EOT liz.delaere@alkami.com DELIVERED Reminder Aler

v Q422021 124113 EDT S172259438 DELIVERED Check ALERT
Recipient Marme: SallyDelasre Status Detail: ACCEPTED
Message Type: Service Level Alert

Recipient Name - The first and last name of the recipient.
Message Type - Type of message sent.

Status Detail - Whether the message was Delivered or Undelivered

Please note that the Notification Delivery Report can be downloaded as a .csv file by clicking on the
‘Download as CSV” button at the bottom of the Notification Delivery Report screen.

Transaction History

Transactions are stored and visible for 1 year.
Consolidated Transaction History View user privilege must be enabled.

From the dashboard click Transaction View
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2 Manage Users  JliReports + | i Transaction View Change Module ~

. " Date Range
Transaction History g
Sseptember 22, 2022+

¥ Filters >

The Transaction History page appears. Transaction View will display all the current day’s
transactions. To filter the date range, click on the Date Range drop-down, select the desired date
range, and click the Apply button. To narrow the search results, click Filters and a window containing
additional search criteria will appear.

iliReports ~ i Transaction View

g : Date Range
Transaction History M
&September 23, 2022~
Y Filters Tomorrow
o Notication Sent Status
- not selected - ~ Any v all- Yesterday
— Last 7 Days
Min Amount ] Default
% | minimumamount This Month
Last Month
Max Amount
$ | maximum amount Custom Range

Apply  [ReRE

Rows 1 -25af 0.

Type Description Account Date Credit Debit Current Status Manage Exception

No Transactions found

Account - For less than 25 accounts, select from the drop-down menu. Otherwise, type in the
beginning of an account number or account name for a list of matching accounts.

Min Amount - Minimum dollar amount of transaction.
Max Amount - Maximum dollar amount of transaction.

Pending Approval - If you have Decision Dual Approval enabled, transactions may be in a pending
status awaiting an Approve or Deny decision. Select from the Pending Approval drop-down menu to
opt to display transactions that are pending approval, or not pending approval. The default setting is
to Show All Transactions.

Notification Sent - Select from the drop-down menu to filter by whether a notification was sent to the
client.

Status - Select Pay or Return.
Once search criteria are selected, click Apply to narrow your search results. The view will depend on
the modules you are subscribed to, as well as the entitlements and account number access assigned
to your user.
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Date Range

Transaction History WiFebruany 23, 2021 -

¥ Filters »
4 00,5
B
Type Description Apoouril Date Credit Debin Current Stsus Manage Exception

» ACH Debit Oiivia's Cwrebett oood 3 223/ 430000 Fay - System & Return

» ACH Debi Olivia's Dmealett woned32 2231 80000 Pay - System & Returm

¥ ACH Debit Olivia's Omelett o321 223 430000  Pay - System

¥ ACH Debit Olivia's Dimehett o3 22321 BOOOD  Roeturm - Liser

» ACH Debk Miveana's Matura w321 22371 G000 Pay - Systam & Returm

¥ ACH Debit Niveena's Matura o321 223 B0.00  Pay - System

» ACH Debit Marshal Modalin oood3 2231 104200 Pay - System & Return

Type - Provides information as to the type of transaction displayed.

Description - The type of account or the check number depending on the transaction type.

Account - Account number associated with that transaction.

Date - Date of the transaction.

Credit/Debit - Amounts of credit or debit.

Current Status - Status the transaction is currently in. Paid or Returned.

Manage - Displays a Pay or Return button. This will allow for decisioning directly from the
consolidated transaction view if EOD has not passed for a specific service. It is important to note that
if the you have enabled Client Decision Dual Approval, and a user changes the status of a transaction
from Return to Pay, the transaction status will change to Pending-Pay, and the decision will have to
be approved by a secondary user.

Exception - The red (!) indicator informs the user that there were item exception(s). Click the drop-

down arrow to the left of the transaction that has the black/red (!) indicator in the far-right column to
see what the exception for the specific transaction is.
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How to Approve/Decline Transactions

Transactions can be approved from the Dashboard by clicking on Transaction View. Each item
ready to be paid will have a blue Pay button under Manage.

/77, ARKANSAS
= (IZ:REEBTE Lﬁ\lﬁ)lr:l

Dashboard iZ Transaction View

Wi Reports ~

Transaction History

Y Filters
Type Description Account Date
¥ Check Check 1670 0007820 11/1/22

Change Module ~

Date Range
&November 1, 2022+
>
1 debit transactions totaling $576.00
Rows 1-10f1
Credit Debit Current Status Manage Exception

576.00 Return-System

:

800.456.3000 | afcu.org Federally insured by NCUA

When you click Pay, an image of the check will appear for you to confirm.

5AS
\L
ON

Confirm Check

;omvl ; 5——

10-78-22

Date

isactio

Iters ]
077 ARKANSAS -
~.r FEDERAL

fpe =SS CREDITUNION

RO <57 | |
_Fuet ec Seerty Sy & QT e g

1670‘3%

975022920
@sice ER
vem

Exce

heck }

” aaan?soaan:—M

Tt Uate.

CovCrL LSS

Exception Reason: No Issue

Cancel

2 I -

Once the image is confirmed, you will see the option to Return the item if desired. Click the dropdown

for more details on the item.
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777- ARKANSAS

2o Y
—~—1 EREBF&%IR

Dashboard & ManageUsers  JiReports ~ | = Transaction View Change Module ~ 2 NN ~

. . Date Range
Transaction History SNovemb 91 2022
@ November 1, -

Y Filters >

1 debit transactions totaling $576.00

Rows 1-1of 1
Type Description Account Date Credit Debit Current Status Manage Exception
Check Check 1670 JHNXXTE20 111/22 576.00  Pay-User o
Transaction ID: 18397087 Payment Date: 10/31/2022
Positive Pay Type: standard Loaded Exception Reason: No Issue

Original Serial Number: 1670

Original Amount: $576.00

All the same steps for this check transaction can be performed by changing the module to Positive
Pay Checks then clicking View and Transaction History.

777 ARKANSAS

o
2 Creomonion

Positive Pay Checks | % Manage~  #Perform ~  siReports ~ | EView = Change Module

Issue File Status

Issue Warehouse Date Range

2

Transaction History Traﬂsmm T Siociicn.
Y Filters Item Lookup :

1 debit transactions totaling $576.00

Rows 1-10f1

Transaction ID Account Number Serial Number Credit Debit Current Status Datel Change Status Exception
> W7 007820 1670 £576.00 Pay-User 11/01/2022 o

@Download As CSV.

For ACH transactions you would follow the same steps but choose the ACH Controls module and
Transaction history.

/77 ARKANSAS

> Yy
» FEDERAL
7= CREDIT UNION

Dashboard & ManageUsers  JiReports ~  iE Transaction View d Change Module ~ 2 S -

ACH Controls
ACH Controls Positive Pay Checks

End of Day Cut-Off Time: Wednesday 12:00 PM CDT

Total ACH Debits $1,000.00 1]
Set to Pay $0.00 (0] Set to Return $1,000.00 [1]
Approved List Exceptions $1,000.00 (1] Block List Returns $0.00 o]

Positive Pay Checks

End of Day Cut-Off Time: Wednesday 12:00 PM CDT
Exceptions $0.00 o

Set to Pay $0.00 (0] Setto Return 50.00 (0]

800.456.3000 | afcu.org Federally insured by NCUA
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From the ACH Controls module you'll choose Transaction History and from there you can either
pay or return the transaction.

X777 ARKANSAS

gt _ 4
——1 EREEE)ITE LIJ:IZ\IIAOII:I

ACH Controls | #manage ~  JiReports ~ | i=Transaction History Change Module - 2. | ~

. . . Date Range
Debit Transaction History =novemb gz 2022
ENovember 2, -

Y Filters >

1 transactions totaling $1,000.00

Rows 1-1o0f 1.

Date Company Account # Amount Current Status Manage

v 11/02/2022 SNAP FINANCE XXxx7820 $1,000.00 Return - System
Account: Primary xxxx7820 SEC Code: PPD Add o Approved List || Add to Black List
T tion ID: 990317409 D iption: PAYMENT

ransaction escription Deadline To Pay: Wednesday 12:00 PM CDT
Settlement Date: 11/02/2022 Trace #: 430077
Individual Name: . — Company ID: 1455176354
@Download As C5V
800.456.3000 | afcu.org Federally insured by NCUA

From this screen you can all quick add companies to your Approved and/or Block Lists.

Current Status Manage

$1,000.00  Return - System

@ Pay

Add to Approved List Add to Block List

Deadline To Pay: Wednesday 12:00 PM CDT

Adding Companies to an Approved / Block List

You can setup lists to approve or block certain companies sending ACH transactions through. The
shortcut was demonstrated in the previous section. From the ACH Controls module, click the Manage
dropdown for access to either list.
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¥777. ARKANSAS
= FEDERRK

ACH Controls | #Manage »  JiReports ~  i=Transaction History Change Module ~ 2 NN -

Notification Rules

Approved List

Welc Block List

Please use the above menu to select an action

When you choose to approve a company, they will show listed on the Approved List screen.

E’/i- ARKANSAS

FEDERAL
CREDIT UNION

ACH Controls ¥ Manage ~ ih Reports - = Transaction History Change Module - 1 eees—— -
+ Create
Approved List
Company ID ¢ Company Name &
Delete Max Amount Frequency Start Date End Date Edit
O 1455176354 SNAP FINANCE $10,000.00 DAILY 11/02/2022 Edit
@ Delete Selected @ Cancel

You can also create an Approved company. Click the Create button, complete the information fields
and click Save.

$777: ARKANSAS

‘iﬁ.—"“" (I;-REEB'IE tﬁl%lﬁ

ACH Controls £ Manage ~ «h Reports ~ i= Transaction History Change Module ~ L

Approved Company

Company Detail

Company ID Company Name
Max Amount Frequency No Freguency =
Start Date 11/03/2022 End Date

Add Accounts to Approved List

Primary - xxxx7820
Secondary - xxxx0876

A Save @ Cancel
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The Block List follows the same steps. You can either quick add from the Transaction History screen

or you can manually add the company to a Block list by clicking Create from the Block List screen
under Manage.

E’/}— ARKANSAS

FEDERAL
CREDIT UNION

ACH Controls & Manage ~ ih Reports - iE Transaction History Change Module - 2 ee—— -

Notification Rules

Blocked ¢  Approved List

Block List

Company Detail

Company ID Company Name

Start Date 11/03/2022 End Date

Add Accounts to Block List

Primary - xxxx7820
Secondary - xxxx0876

£

~ Save @ Cancel
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Positive Pay Checks — Manual Entry

NOTE:

-

The Manual Issue File user privilege must be enabled.

Here you can manually enter a list of checks that have been issued. To manually enter an issue item, the user

must

be granted the manual issue entry user privilege.

The table below describes a list of fields that may be displayed in the manual entry screen, the criteria for the
field to display and how the information entered will be used to identify exceptions when matching issue items
to checks presented for payment.

Field Criteria Use
Serial # | The check number/serial # is always required. To identify if the check was
issued or presented more than
once.
Amount | A dollar value is always required. Used to identify if the amount of a
check has been altered.
Status Each check should be accounted for, even checks that have been Used to determine if a check
voided or have had a stop payment issued. The status value advises should be analyzed for matching
AFCU if a check has been issued and distributed, issued, later voided (issued) or if a check was
and not distributed or issued, distributed and stop payment order was presented for payment that was
requested later. The issued and void status values will always be previously voided or stopped.
available for selection. The stopped status will only appear if AFCU
has enabled this option for your designation.

Issuance | A date the check was issued and valid for payment is always required. | Used to determine if a check is
Date The issuance date will always default to the current date, but the user presented earlier than intended or

can assign a back or future date. later than allowed.

Additional | Only available if the Issue Templates user privilege is turned on for a Used for account reconciliation
Issue user. Additional issue fields are typically used if your requires Positive purposes. Example: An invoice #
Fields Pay Checks to retain information related to the issued item for associated with a check.

reconciliation purposes.
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1. From the Positive Pay Checks module, click Perform > Manual Issue Entry.

FRO-CHEX £ Manage # Perfarm » i Reports - = View Change Module =

Issue File Load

Manual Issue Entry | ——

[
WEICO me Transaction Approval

Active Reconciliation

Please use the above men
Statement Balance Entry

Paid Mo Issue Match

Manual Issue Entry

Account” Auto populate next check number:

Row Serial Number Amount Payes Name’ Status Issuance Date

03032021

€ Click any row to select that row for editing

Save

Account Select appropriate Account Number from the drop-down menu.

Auto populate next  When checked, the next check number will auto-populate in the following row. This feature is
check number designed to eliminate serial number entry when checks are issued in sequential order.

When unchecked, the next check number will remain blank until it is filled in by the user.

Row Each issue item will be numbered in the order they are entered. Once the cursor is placed in the
current row, an additional row will appear for the next entry.

Serial Number Type the item sernal number for this manual issuance file in the Senal Number field.

Amount Type the dollar amount for this manual issuance file in the Amount field. Or use the up and

down arrows in the Amount field to select a dollar amount.

Payee Name Type the payee name for this manual issuance file in the Payee Name field. The Payee Name
field supports the entry of a single payee, or muliiple payees.

This field supports both alphabetic and numeric characters.
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Status Issued The check has been issued.
Voided The check has been voided by the maker.

Stopped The check has had a stop payment placed on it.

It is important to note that if AFCU has disabled stop payments, the Stopped status
option will not appear in the drop-down menu.

Issuance Date Click on the Issuance Date field and select a date from the calendar that this item was issued. It
is important to note that on accounts configured for Active Account Reconciliation, the Manual

Issue Entry screen will not permit selecting a date prior to the start date of the current
reconciliation period.

3. Payee Names: The Payee Name field supports up to four Payees.

a. Click within the Payee name field to enter Payee Name(s).

Row Serial Number Amount Payee Name’ Status Issuance Date

10700 300.00 ISSUED hd B 03/03/202

b. The view size on the Payee Name field can be enlarged by dragging bottom right corner of field box.
The feature may not be available based upon the browser used.

Row Serial Mumber Amount Payee Name’ Status [ssuance Date

0 0. 00 IS5UED Al B 03/03/2032

c. Input the Payee Name in the field. If there are multiple payees, an Enter (carriage return) must be
used to input a second, third or fourth payee on separate lines in the field for it to be distinguished as

different payees.

Row Serial Number Amount Payee Nama’ Status Issuance Date

10100 300.00 Helen Jones ISSUED b E  03/03/2021
Michael Jackson
Francine Doe =
Liza Miller

It is important to note that this functionality will not be available if AFCU has enabled
Custom Payee Boxing for an account.
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If multiple payees are listed on a single line of the check, putting them on separate lines is not

applicable.
Riow Serial Number Amount Payee Name' Status Issuance Date
L 10100 300.00 Helen Jones & Lisa Miller| ISSUED v B 03032021

d. The Payee Name field currently supports 500 alphanumeric characters in total. This count will include
the carriage returns separating multiple payees. The 500-character limit is for the entire field, and not
per payee.

It is important to note that although 500 characters are allowed in this field, names might be
truncated if using a fixed width template and the number of characters allowed in that column
are less than 500.

e. If Payee Positive Pay is enabled, the Payee Name field will not accept blank entries for items with

Issued status, and will give an error message if an entry is attempted to be saved without a Payee
Name.

Payee Name is required unless status is VOIDED.

4. To edit any row, click in the fields to be edited and make changes.

5. When all manual issuance files have heen entered, click Save button.
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6. The Manual Issuance File Status detail page appears.

< Back ta Status MANUAL 1617197300551
File Status
Queued Pracessed Approved Completed Deleted
Filz processing is complete. View list below to see tems
® View items: 2 Items totaling $80,001.00 Load Date: 03/31/2021 09:28:20 EDT
Rows 1-2af 2
Account Mumber Serial Number Amaount Payee Name Status Issuance Date
X111 40000 %40, 00:0.00 Formula 1 AVAILABLE FOR_MATCHING 0373172021
KK 40007 $40,001.00 Lewis Hamilten AVAILABLE FOR_MATCHING 03/31/2021
Delete
Load Date Date and time the file was loaded.
Account Number The account number on each issue item.
Serial Number The serial number of the issue item.
Amount The amount of the issue item.
Payee Name Name of the payee(s) from the issue item.
Status Available_For_Matching The issued item is available for exception matching against an
incoming check.
Duplicate Issuance This issued item is a duplicate and has already been issued.
Used in Matching This issued item has been used in the exception matching

against an incoming check.

Issuance Date Date the item was issued.

7. Click the Back to Status button to view the Issuance File Status page.
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8.

Issuance Dual Approval:

You may have the optional Issuance Dual Approval feature enabled, if offered by AFCU. In this
circumstance, manual entry files must be approved by a second user or, If no second user is
available to approve the file, you can request AFCU approve the issue file.

9. Disable Stop Payments: When AFCU has disabled stop payments, you cannot create new stopped issue
items or madify previously stopped issue items. AFCU can, however, feed stop pay items from the core
banking system.

a. If a user attempts to create a manual entry item with a senal number AFCU has loaded a stop pay on,

the system will not accept the item.
< Back ta Status MANUAL 1614874610362
File Status

Dueued Processed Approved / Rejected Completed Delated
some items are ingligible, view list below to see irems, Remove ineligible items and reload fils
@ view items: 3 [tems totaling $1,375.00 Load Date: 03/04/2021 11:16:59 EST

Rows 1-320f 3.

Account Number Serial Number Amount Payee Name Status Issuance Date

MOMHEZ32 100545 $525.00 Mioe Green IMELIGIBLE_FOR_MODIFICATION 0304/ 2021

s 100046 £500.00 River Rouge INELIGIBLE_FOR_MODIFICATION 03042021

03233 100545 £350.00 IMargaret Anjou IMELIGIBLE FOR_MODIFICATION 03042021
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Positive Pay Checks — Issue Templates

The purpose of issue templates is to make it easy to load issue items into Positive Pay Checks using files
that can be generated out of most accounting systems. Positive Pay Checks provides organizations a variety
of flexible options for providing a list of checks that have been issued or voided.

Issue templates allow users to select from a list of file formats supported and identify where the required data
elements are located within the file.

Once a template has been set up, the template can be selected when loading a file to tell Positive Pay
Checks how to utilize the data contained in the file.

Multiple file templates can be set up, displayed and used. FI's can create templates for you to use or AFCU
may choose to allow you to create your own templates.

NOTE:

» The Issue Template user privilege must be enabled.

1. From within the Positive Pay Checks module, click Manage > Issue Templates.

PRO-CHEX £ Manage ~ # Perform ~ diReports v = View ~ Change e
[ Issue Templates ] A
Additional Issue Fields
Please use the above menu to select an action
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A screen will appear that lists any existing templates that are available for view or edit, and a button
to Create New Template. NOTE: Templates created by AFCU cannot be modified by a User.
Templates created by the User can be modified by you and AFCU. Templates created by AFCU can
be viewed by clicking the eye icon in the Edit/View column.

o
Template File Type
Delete Filter by Template Filter by File Type Edit/View
2011 Regression C Comma Separated ®
csv Comma Separated L
vl Comma Separated @
DEFI Fixed Width Fixed Width @
Excel 1 Excel Workbook @
Excel 97-2003 Workbook Excel 97-2003 Workbook @
Quickbooks Type 1 Excel Workbook @
O 2008 Regression Comma Separated 7
O 2008 Regression A Excel Workbook 7

2. To view or edit an existing template, click the pencil icon for the appropriate template. The template will
display with the date that the template was last updated.

Edit Template: 2105 Template C Last Updated: 12/13/2021
Template Name File Type® Template Status
2105 Template C Excel Workbook d Active v

3. To delete an existing template, click the checkbox next to the Templates to be deleted and click Delete
Selected. Templates that have the Delete option were built by the user and can be deleted/edited by the
user. Templates without the Delete option were built by AFCU and cannot be deleted/edited by the user.
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4. To create a new template, click the Create New Template button.

Create New Template

Template Name File Type? Template Status
select file type v Active “

Number of Header Rows’ Number of Footer rows’ Template Level’
0 0 Client v

Multi-Line Payee Name Separator:

Do not use a character as a separator if

The upper portion of the template screen will not change, regardless of the file type selected. The template
name, file type and template status values are required. The header and footer fields are optional.

Template Name Name of the template being created.

File Type Select the appropriate file type. Positive Pay Checks accepts Issuance File
uploads with the following formats:

Comma Separated (.csv)
Fixed Width (.txt)

Excel Workbook (.xIsx)

Excel 97-2003 Workbook (.xIs)
Pipe Separated (.csv)
Semi-colon Separated (.csv)
Tab Separated (.txt)

YV YV VY VY

File types other than the ones listed above are not accepted.

Once File Type is selected, specific instructions for each file type will appear, based on the
selection. Examples of each file type are shown below.

1 22172441,1111111111,2080.08,136,20210281,tr5091, 356468, Art, , , , ,CHECK
omma <eparate
. s . 2 322172441,1111111111,26.09,137,26218201, tr9902,456987, 5tuff, , , , ,CHECK
(.CSV). Ade“mltEd tEXt flle 3 322172441,1111111111,502.98,138,20210281,1r2993,45879 ,Misc, , , , ,DEPOSIT
that uses a comma to 4 322172441,1111111111,658.88,130,20210201,tre00da, , , , , , ,CHECK
Separate Values. Each |ine [ 322172441,2222222222 65,009,143, 28219201, tr9508, , , , , , CHECK
. G 222172441 ,2222222222,158.05,141, 206216281 ,tr5098, , , , ., , ,CHECK
of the file is a da‘t‘? record. T 312172441,1222231237,48%.98,147, 20218281, tre997, Supplies, . ., , . ,CHECK
Each record consists of & 32F172441,23222232222,54 68,143, 28218281, trases, |, , L , . . DERDSTT
one or more fields, O 312172441,3333333333,485.08,144,30210291,1r0006, A5T896, , , , , , ,CHECK

separated by commas.
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Template Status

Excel 97-2003 Workbook /
Excel Workbook (xls,
Xlsx): A file that is created
using the Excel program.
Each line of the file is a
data record. Each record
consists of one or more
fields, separated into
columns.

Fixed Width (.txt): Data in
a fixed-width text file is
arranged in rows and
columns, with one entry per
row. Each column has a
fixed width, specified in
characters, which
determines the maximum
amount of data it can
contain. No delimiters are
used to separate the fields
in the file.

Pipe Separated (.csv): A
delimited text file that uses
a pipe character (| ) to
separate values. Each line
of the file is a data record.
Each record consists of
one or more fields,
separated by pipes.

Semi-colon Separated
(.csv): A delimited text file
that uses a semi-colon to
separate values. Each line
of the file is a data record.
Each record consists of
one or more fields,
separated by semi-colons.

Tab Separated (.txt): A
simple text format that uses
a tabular structure to
separate values. Each line
of the file is a data record.
Each record consists of one
or more field, separated by
tabs.

D@ D B R~

A B -] E F <]

Hum e Account Drigingl Amowt____Siatus___ Deponit Location
fiteize WA Cinco Webes, LLE M 365,55 155UED) 81
Mrerm ARIENIZ Jonmthan Copstand | Micrael Copetand AN 0000 155U w3
(i R Office Pride Rt LALaR 260,00 [53LED i
e VAREAEE Bchard Canoea T 3000 155U8D 1
fire1as ARNREE Waker Linsden Dartch & Dasis, LLP Mt 93100 I1SSUED 151
Mirarmn VAR Advanced Medical I 52400 155080 i
firers7 VARNREE Citizens Unian Bank M 94,1300 1SSUED 0

1047203/ 13/2820-068325.85
18452083/ 23/2828-1295 ., 08
1849203/23./2020-6716,48
18Ca202/23/2820-6477 .62
1801283 /23/2820-830.70
1852283/ 232820248, 08
1053203/ 13/2829-15516.59
19542083/ 23/ 2828 145988, 42
1854393 /23./3828 6055, B8

B e e o e e o o S o o e e e W S o
000C00DEI0000 000D 0HI00 DECODDI00NI0 DIE0EI000EI0DDII0000000
kkkkkkkkkkkklkkkkkkhkikkkkkk kkkkbkkkkkkkkkkkkklkkkkkkkkkkkkkkkkkkk k
111111133113311131831313111111111113311113311131111111111111111111

ANARMMANNNANANRI NNNRAARRNANNNNANNNANAMKMANNMARKNANARMAARNANRRDNNN
SBEEERRERAERRRIBRALSS) I8BREERBEILBRLS REEEE
L LTELEEtTTEtEtEEtTTEE T EEEr T ETEEttCt Tt IETICTEERELLTeeLee
AL L LI LA L0 LU0 L3 L2 L LA A L L2 UL LI L 2 L LR UL L8 AL LI LA UL L L

1 125|700 | ISSUED | 2222222222
2 126|800@8 | ISSUED|2222222222

1 127;76808;ISSUED; 2222222222
2 128;8080;I5SUED;2222222222

ISSUED
ISSUED

1 |23 seee
2 124 6000

2222222222
2222222222

Can be set to Active or Inactive. Active templates can be used for loading issue files; inactive
templates cannot be used for issue file loading.
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Number of Many accounting systems can export excel or fixed width files. Sometimes those files
Header/Footer have header (beginning) rows or footer (ending) rows that contain data that is not required
Rows by Positive Pay Checks.

When setting up a template, you can define the number of rows Positive Pay Checks

should ignore at the beginning and end of the file. It is important to note that if the values
are entered incorrectly, an issue file may load with errors or no items.

The mapping section below will display based on the file type selected. It is important to note that not all
fields/options seen in these graphics may be available for your organization based on settings
configured by your financial institution.

Excel and separated files will require you to define the column data elements that will be found.

7/11/2023 11:42:00 AM



Create New Template

Template Name File Type’

- select file type

Number of Header Rows’ Number of Footer rows’

Multi-Line Payee Name Separator: ?

Do not use a character as a separator if
that character will ever be presentin a
Payee Name. Allowed characters in

brackets [; |, -

This Client has not been setup for client additional issue fields in templates.

Template Status
v Active

Template Level’

Llient

Configure in Client level settings and setup client additional issue fields for the Client and try again.

Add  Input Field’ File Column’ Field Format

Serial Number

Amount? @® Fractional Dollars (1

2 24}
2.34)

O Whole numbers of cents (1234)

o Status’ . -
g SRR ISSUED

STOPPED

VOIDED

Account Number’
Issuance Date’

ayee Name’

Routing Number’

Save

- for ISSUED

- for STOPPED

- for VOIDED

’- Place the cursor over this label for more information
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Fixed Width files will require you to define the start and end position in which the data element is
located.

Create New Template

Template Name File Type’ Template Status
Fixed Width v Active v

Number of Header Rows’ Number of Footer rows’ Template Level®
0 0 Client v

Multi-Line Payee Name Separator:

Do not use a character as a separator if
that character will ever be presentina
Payee Name. Allowed characters in

brackets[; | .-_/]

This Client has not been setup for client additional issue fields in templates.

Configure in Client level settings and setup client additional issue fields for the Client and try again.

L]
T
W

Add Input Field’ Start Position’ End Position’ Field Format

Serial Number

Amount’ @ Fractional Dollars (12.34)
_ Whole numbers of cents (1234)
Status’ ISSUED - for ISSUED
SJ3UVELD
STOPPED - for STOPPED
= Vi
VOIDED for VOIDED

Account Number’

ssuance Date’

Payee Name’

Routing Number’

LA
[
=
m
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The mapping section on the lower part of the screen displays the required fields. The Check Serial

# and Amount fields are always required. You must specify if the amount data in the file to be imported wiill
or will not contain decimal points. For example, if the Amount value is set to Fractional Dollars, then 100,
100.0 and 100.00 are all processed the same. If the Amount value is set to

Whole numbers of cents, the system will divide by 100 and save it as a dollar value. For example, a

value of 100 would be saved as $1.00 in the system.

You may choose to import additional data by checking the Add box next to the desired data element.

If the Status box is not checked (as shown below), Positive Pay Checks will load all issue items with a
status of Issued. If the file represents Voided items as a negative number, the you can check the box Treat
Negative Amount as Void and Positive Pay Checks will status any item in the file with a negative value as
Voided. Issuance with a $0 amount will also be treated as void.

Create New Template

Template Name File Type’ Template Status

- select file type v Active A
Number of Header Rows’ Number of Footer rows’ Template Level’

0 Client A

Multi-Line Payee Name Separator: 7

Do not use a character as a separator if

that character will ever be presentina
Payee Name. Allowed characters in
brackets [ ]
File Mapping
Add Input Field’ File Column’ Field Format

Serial Number

Amount’ @® Fractional Dollars (12.34)
2 Whole numbers of cents (1234)
O Status’ Treat Negative Amount As Void

Issuance with $0 amount will be treated as Void
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Ereate New Tem plate

Template Name File Type’ Template Status
Fixed Width v Active hd

Number of Header Rows’ Number of Footer rows’ Template Level’
0 0 Client v

Multi-Line Payee Name Separator: 7

Do not use a character as a separator if

that character will ever be pre

Payee Name, Allowed characters in

brackets [;

Add  Input Field’ Start Position’ End Position’ Field Format

Serial Number

Amount’ @ Fractional Dollars (12.34)
O Whole numbers of cents (1234)
O Status’ Treat Negative Amount As Void®

Issuance with 50 amount will be treated as Void

If you check the Status box additional fields will display as shown below. If your accounting system
exports issue items with an Issued and Voided status, no additional action is required.

Status’ ISSUED -for ISSUED
STOPPED -for STOPPED
VOIDED -for VOIDED

It is important to note that if the Status box is checked for a template, and this information is not provided in
the issue file loaded, the system will give each record an ISSUED status. In addition, the STOPPED status
may not appear in the Template configuration screen if AFCU has disabled stop payments.

If the accounting system used exports issued items with a value of X and voided items with a value of Y,
the user can identify the values as shown below so Positive Pay Checks can translate the data
appropriately when importing the data.

Status’ v - for ISSUED
- for STOPPED

- for VOIDED
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A description has been provided below to define system behavior if additional data elements are included.

Account # If the account box is selected, the user can import one file that contains issue items for
multiple accounts. If the account box is NOT selected, when a user loads a file through the
portal, Positive Pay Checks will require the user to select the account the checks were issued on.

If the issuance date box is NOT checked, Positive Pay Checks will default the issue date to date

Issuance Date the file was loaded. If the issuance date box is checked, the file must contain an issuance date
for each item. For Excel files, Positive Pay Checks will translate the data format used in the file.
For separated and fixed width files, you must define the date format being used as shown in the
screenshot below. It is important to note that the formats displayed are examples only, a
complete list of date formats can be found at:

Issuance Date’
M for month, d for day of month, y for year
Examples:
yyyy-MM-dd for 2019-12-25
MM/dd/yy for 12/25/19
MMM dd, yyyy for Dec 25, 2019
Payee Name The Payee Name box will only appear if one or more accounts are configured for payee

positive pay. If the payee name box is checked, Positive Pay Checks will require the payee
name for accounts configured for payee positive pay. If payee name is provided for accounts
not enrolled in payee positive pay, the payee name data will be ignored when the file is loaded.
For Excel or delimited files, the complete and single payee name is expected in a single
column. For fixed width files, the complete and single payee name must be contained in the file
between the starting and ending position.

This field supports both alphabetic and numeric characters.
It is important to note that when a payee name is required in an issuance file, values

consisting of only white space (i.e., all spaces) will be considered the same as an empty
value and will not be accepted.
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Positive Pay Checks — Loading Issue Files

NOTE:

» The Load Issuance File user privilege must be enabled.

» If Multiple Payee Names feature is enabled, Positive Pay Checks will support more than one
payee hame in the Payee Name field of issuance files. Please see Step #2 below for more
information.

» Multi-Line Payee Names cannot be utilized on accounts that have a Custom Payee Box
enabled.

» If Payee Name is a required field in the issuance template used, it is important to note that

issuance files in which the payee name field contains values consisting only of white space

(ex, all spaces) will be considered the same as an empty value and will not be accepted.

Issue file loading will strip and ignore dollar signs on dollar amounts, and double and single

quotations around data fields.

For best results, users should not load issue files with mixed account numbers unless they

have access to all the listed accounts. Loading issue files with account numbers for which the

user has no access will cause errors.

There is a 100-character limit on issuance file names.

In the case of an issuance file containing Voids or Stops which are being loaded to overwrite

previously issued (outstanding) items, the system will update the status of the issued items

but will keep the original amount of the issued item, even if the Void/Stop amounts are listed in
the issuance file.

\ 74

Y

P
i

i
|

Positive Pay Checks allows users to load issue files into the system for use in matching. Positive Pay Checks
accepts these files in a variety of formats, used in conjunction with file templates (covered in the previous
subsection).
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1. From the Portal:

a. Positive Pay Checks module, click Perform > Issue
File Load.

PRO-CHEX  #*Manage ~ = # Perforly ~ diReports » i View ~

Change Module ~

[ Issue File Load ]4—

Manual Issue Entry
WE|Come Transaction Approval

Active Reconciliation

Please use the above men
Statement Balance Entry

Paid No Issue Match

b. The Load Check Issuance File page appears.

Issue File Load

Template to Use With Issue File

- select template - v Create New Template

Select template that matches issue file format

c. Select the Template drop-down box to select from a list of existing templates. Select one of the

available templates listed. If only one template is available for you, the drop-down box will select
that template by default.

Issue File Load

Template to Use With Issue File Account?

Excel Workbook 2 v Create New Template

View Selected Template

Select account and template that matches issue file format| FFFriends - ;o111
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d. [f the template selected was created without the Account field enabled, then a drop-down box will
display so that an Account can be selected. Select from the list of accounts. If only one account is
available for a client, the drop-down box will select that account by default.

Issue File Load

Template to Use With Issue File

- select template - v Create New Template

- select template -
1234

1]
V

G\
DBFI Fixed Width

Excel §7-20032 Workbook
Excel Workbook 2
TestTemplated
tester

[l

e. The file upload interface will appear. Click the Browse button to select the appropriate file.

Issue File Load

Template to Use With [ssue File Account’

Admin FT Level Termplate v The One and Only - xxx1111 v Cresate Mew Templata

View Selected Template

Select one issue file that is in the format of the selectad template
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f.  Once the file is selected, it will be displayed in the upload interface.

Issue File Load

Template to Use With Issue File Account’

admin FT Level Template w The one and Only - o111 w Crazta Maw Templaza

view salacted Templata

Select one issue file that is in the format of the selected template

=]

PCC1_Issue 10182022-001.xlsx

(5]

The file will be removed from the page.

Remove
Browse Use Browse to locate the file you want to load.
Upload The file will be uploaded.
d. The Status Bar will display the current status of the file.
< Back to Status WKP1 Issue 1028-001.xlsx
File Status
Queued Processed Approved / Rejected Completed Deleted

m
A
T
o
m
in
s

h. If errors were encountered during the initial processing of the issuance file, the Parse Errors display
will appear, allowing the user to view the error detail within the file. The most common reason this
error would appear is because the file contains improper formatting. At this point, the user will have

the option to:

» Correct those errors.
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» Delete individual errors. This feature only displays if there are errors in the file and is only
available until errors have been corrected and the file is saved.

» Delete all errors. This feature only displays if there are errors in the file and is only available until
errors have been corrected and the file is saved.

o

This will retain the totals and counts for audit history.

» Discard the file. This feature shows up when there is an error in the file. This option is not

available after corrections have been made and saved.

This will remove the file and its contents from the system.

< Back to Status

File Status

@ Ecllt 4 Erron

Line
Number

&

Discard File

Quaund

Erro curred guring loading. View

Account

nm

11

11

21mm

Serial Number

11568

1565

Q Click any row to select that row for editing

ASBCY Issue D415-004. xlsx

Tors remaln aftes 04/21/21, ¢

Ferwes 1

Amount

$30.00

$260.00

$600.00

£65.55

Approved ¢

Payer Name’

Richard Canova

Office Pride

Jonathan Copeland
Michael Copeland

Claem Wehew, LLC

Complated

Status

I55UED

ISSUED

ISSUED

Issuance Date

04/15/2021

044152021

0441542021

04415/ 2021

Delete

In this case, the account numbers in the issuance file were entered incorrectly and they need to be
corrected before the file can be fully processed and loaded.
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i. Click on any of the fields highlighted in red to make updates or changes.

® Edit 4 Errors
Line
Number Arcount Serial Number
z1111 11568
. - select accounr w0 11568
T
OCtaTest - xxxxB35B
The One and Only - ool 111 |
a 11567

PC Test - xiiy1 369
Gilbert's Grapes - 06732

Rows 1 -4aof4,
Amount Payee Name’
30 Richard Canova
0 . -
Richard Canova
£260.00 Office Pride

Statug
ISSUED

155UED v =
SSUED

Issuance Data Dalate
2021-04-15
04M52021 =
m
04/15/2021 m

In this example, the user is presented with an account number drop-down so they can choose the
correct account number for the issuance item.

j-  Once all errors have been corrected, the red highlights are no longer visible, and the file can be
reprocessed by clicking the Save and Submit button. This feature is only available until all errors are

corrected, deleted, or discarded.

® Edit 4 Errors
Line

Number Account Serial Number
7 The One and Only 11588

- 1o00e1111
[ rHHHE 557
5 Tha One and Only 11585

- o1 111
4 The Oneand Only 11363

- el 111

Q Click any row to select that row for editing

Discard File

Rows 1 -dof4,

Amount

530.00

F26000

$600.00

$03.35

Fayee Name’
Richard Canova
SfficeFride

Jonathan Copaland
Michael Copeland

Cisco Webex, LLC

Status

ISSUED

ISSUED

ISSUED

Issuance Date Delete
04/15/2021 [}
BASI262T Y
0471572021 [}
04/15/2021 [

}

Save and Submit
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k. The file will be returned to processing.

< Back 10 Status

File Status

Queued

File is processing

PGO1 Issue 0303-002.xlsx

Processed

Campletad

Delet=d

[. If the file processes successfully, the user will be able to view the details on all the items in the file.

< Back to Status

File Status

Account Number

003783

wod783

003783

0ox3783

03783

wod783

HHEx3TES

wsnew3TEI

=0x3783

x0o3783

003783

wod783

=0x3783

003783

003783

Queusd

File processing is comp

@ View items: 15 Items totaling $1

Serial Number

2665

1BEE

2667

1668

2663

2670

2673

2674

2675

2,2

6.81

Frocessed

Amount

56555

2,800.00

£150.00

PGO1 Issue 0303-002.xlsx

Approved

Rowes 1 - 15 ef 15,

Fayee Name

Cisco Webex, LLC

Jonathan Copeland
Michzel Copeland

Offica Pride

Richard Canova

Waller Lansden Dortch & Davis, LLP

Advanced Meadica

€itizens Union Bank

ey Saminars

Cuyahoga County Clerk

Michaal Farrel

Jzke Champers

ABC Carpentry

Offica Pride

FedEx

Completed

Load Date

Status

NEW_ISSUAMCE_ITEM

NEN _ISSUAMCE_T

NEW_ISSUAMCE_ITEM

NEN _ISSUAMCE T

NEW_ISSUAMCE_ITEM

NEN _ISSUAMCE_T

MNEW_IS5UANCE_ITEM

MEN _TSSLAMCE_T

NEW _ISSUANCE_ITEM

NEW_ISSUAMCE_TTEM

NEW_ISSUAMCE_ITEM

NEW

SSUANCET

NEW _ISSUANCE_ITEM

NEW_ISSUAMCE_T

NEW_ISSUAMCE_ITEM

Deleted

: 03/03/2021 15:07:38 EST

Issuance Date

03/03/2021

03/03/2021

12021

03/03/2021
Delate

If there are no errors in the file during the initial load,
approved and complete.

then the file will automatically display as
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If an issuance file needs to be deleted for any reason, the user can click on the Delete button and the file will
be removed. Deleting a file will retain item counts and totals as audit history. NOTE: Files are only eligible
for deletion if every item in the file is still in an available for matching status. If just one item in the file
has been paid, the file cannot be deleted.

Date Range
@February 28, 2020~

Y Filters >

Issuance Files Status

Issuance Load File Load . Transaction Transaction

D ID File Name Status Status Message Date/Timeli Count Total View/Manage

4123 2418 DELETED Deleted By Client 02/28/2020 14:23:52 g $6,354.64 o
User EST -

2. Multiple Payees:

Positive Pay Checks has the ability to support customers with multiple payee names on issued items.
The system can score multiple names on a check against information provided in the issuance file.

a. When your user loads issue files into the system, the loaded file is processed with the Issue Template
set up within Positive Pay Checks. The Issue Template allows for selection of a Multi-Line Payee
Separator, a character chosen to separate the names of multiple payees in the issue file.

b. If multiple payees are listed on a single line of a check, no action needs to be taken.

c. If multiple payees are listed on two or more separate lines on a check, the multiple payee separator
character (which should match the one designated in the template), must be used between each
name. In the example below, the Multi-Line Payee Name Separator designated in the Issue Template
is a pipe (]). The issue items shown are entered with the pipe separator between each name, with no

spaces.
1 2 3 4 5 6 7 3 9 10 1 12 13 14 15 16 17]
1 Type Num Date Name Item Account Paid Amount Original Amount
2
3
4 Bill Pmt -Check ".'IJB‘I 06/07/2020  Jonathan Copeland|Michael Copeland 1111111111 $65.55
F Nesta Archeron|Elain Archeron|Micah
5 Bill Pmt Check 9385 06/07/2020 | Archeron 111111111 $600.00

When the issue file is loaded, the system would then separate the data before and after the
character as separate payees.
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3. Direct Send Issue Files: Recommendations:

If supported by AFCU, this feature allows the you to send their issue files to their financial institution via
SFTP or another file transfer method so that AFCU can load those issue files to Positive Pay Checks for

processing. It is important to note the following guidelines:

Subject

Recommendations

File Naming

There is a 100-character limit for issuance file names.

Direct Send Issuance File
Mapping

Direct Send Issuance Files should be mapped to match the Default
Template for Direct Load Issuance File selected for you.

< Change Client

Add New Account

Accounts for ASBank Client 1

stal Accounts: 4

Default Template For Direct Load Issuance F

o p—
SV Issue -

View Selected Template [ReEETE TSR TUEIS

ows templates with account number columns

Direct Send Issuance File
Mapping / Using a different
template than the default

A direct send issuance file can be loaded and mapped to a different issue
template as long as that template name is included in the brackets with the
code, with a plus (+) sign.

Example: Issuance_Date_[6789+CSV1].csv

Direct Send Issuance File
Mapping / Account Numbers

Account Numbers must be included in the issue template assigned.

Direct Send Issuance File
Mapping / Issuance Date
Format

The issuance date in the file must match the date format set up in the issue
template assigned. If a file is loaded wherein the issuance date format does not
match the assigned issue template, the system will update the issuance items
with the current date.
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Subject Recommendations

Direct Send Issuance File The Direct Send Issuance File Template must have mapping set up to
Template / Account accommodate all account configurations. If one account is set for Payee
Configurations Positive Pay and one account is set for Standard Positive Pay, then the Payee

Name field should be mapped in the template. Even though the Payee Name is
not a required field for accounts enrolled in Standard Positive Pay, the template
should be able to accommodate Payee Name if items are loaded for an account
configured for Payee Positive Pay.

Example: In the graphic below, there are issue items for two different accounts,
each configured differently. Account 12121212 is set for Standard Positive Pay
and 12345678 is set for Payee Positive Pay. The file will load without incident if
no Payee is included for the Standard Positive Pay account (even though the
issue template defines the position/location), because Positive Pay Checks
knows the Payee Name is not required for Account 12121212. However, if the
Payee Name is not provided for Account 12345678, the file will fail.

*DirectSend7[Client1].txt - Notepad

File Edit Format View Help
9596100012121212
9597150012345678 DePayeeName|

Direct Send Issuance / If a Direct Send Issuance is loaded for an account configured for Active Account

Account Reconciliation / Reconciliation, any items dated prior to the start date of the current

Issuance Dates reconciliation period will automatically be updated to the current date when
loaded.

Direct Send Issuance Load If the user has been configured to receive alerts, an alert email will be received

Alerts once the direct send issuance file has been transferred to the system. If the file

loads with errors, the alert email will inform the user that the file load failed. In
this particular case, the user should check the Issuance File Status Page in
Positive Pay Checks before taking action. If the issue file status column
indicates that the load did fail, the user should review their direct send issue
file carefully, correct any problems, and resubmit. If the status column
indicates that the file has “edits_pending,” click View to open the issue file and
make edits within Positive Pay Checks.
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4. lssuance Dual Approval:

Some users may have the optional Issuance Dual Approval feature enabled, if offered by AFCU. In this
circumstance, loaded issue files must be approved by a second user or, if no second user is available
to approve the file, you can request AFCU approve the issue file.

5. Disable Stop Payments: When AFCU has disabled stop payments, users cannot create new stopped
issue items or modify previously stopped issue items. AFCU can, however, feed stop pay items from the

core banking system.

a. If a user attempts to load an issue file with serial numbers AFCU has loaded a stop pay on, the

system will not accept the file.

< Back to Status

File Status

Queued Processed

Some items are ineligible, View list below to see items, Remove ineligible items and reload file
® View items: 2 Items totaling $875.00 Load Date: 03/04/2021 11:36:51 EST
Rows 1-2of2
Account Number Serial Number Amount Payee Name Status Issuance Date
0003232 100947 $475.00  Michael York INELIGIBLE_FOR_MODIFICATION 03/04/2021
XxXxx3232 100948 $400.00 Elizabeth Tudor INELIGIBLE_FOR_MODIFICATION 03/04/2021

CHC1 Issue 0304-001.xlsx

Approved / Rejected

Completed Deleted
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Positive Pay Checks — Issue File Status

The purpose of the Issue File Status feature is to provide your users the ability to view and/or manage issue
files loaded or manually entered by the user. The disposition or status of the file is available. If enabled by
AFCU, Positive Pay Checks also offers an option for AFCU and/or your users to receive issue load alerts

that will inform if an issue file is loaded successfully or loaded with errors. Authorized users can also manage
these files as outlined in the next section.

1. View Issue File Status

NOTE:

» The View Issuance File Status user privilege must be enabled.

a. Within the Positive Pay Checks module, click View > Issue File Status.

PRO-CHEX £ Manage ~  # Perform ~ o1 Reports ~

View « Change Module =

[ Issue File Status ] A

Issue Warehouse
Welcome Transaction History

. Item Lookup
Please use the above menu to select an action

Reconciliation Periods
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b. The Issuance Files Status page appears.

Issuance Files Status

T Filters

Issuance Load D File Name

¥ 33573 POPS_Issue 04072023-002 xls5x

» 33572 POP:_Issue 04072023-001 xlsx

2 files totaling $53.416.4F

Load Date/Timeli

Status
FIAPPROVED  04/07/2023 11:10 AM EDT
FI_APPROVED  D4/07/2023 10047 AM EDT

Transaction Count

35

35

Date Range
Bapril 7, 2023~
kg
Transaction Total View/Manage
$26.708.23 Manage
526,708.23 Manage

c. Tofilter the date range of files shown, click on the Date Range drop-down.

Issuance Files Status

T Filters

Issuance Load 1D File Name

¥ 33573 POPS_Issue 04072023-002.xlsx

» 33572 POPS_Issue 04072023-001.xlsx

Rows1-2of 2.
Status Load Date/Timeli
F1 APPROVED  04/07/2023 11:10 AM EDT
FLAPPROVED  04/07/2023 10:47 AM EDT

Transaction Count

35

35

Transactl

2

52

Date Range
EApril 7, 2023
Tamaorrow

Westarday

Last 7 Days
This Month
Last Month
Custom Range

Cancel
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d. To narrow the search results, click Filters and a window containing additional search criteria will
appear.

. Date Range
Issuance Files Status = g
EApril 7, 2023~
Y Filters v
Issuance Load ID Status Amount Amount Range

Any v s

Issuance Load ID The ID number associated with the specific file.

Status Client_Approved The file was approved by the you.

Client_Discarded Client discarded means a your user decided to discard the issue file
before it was fully processed into the database.

Client_Rejected If Issuance Dual Approval is configured for a you, your rejected means
a your user rejected the issue file during the dual approval process.

A deleted file has been processed into the system but was removed
Deleted by an AFCU or your user. The file information will still be in the system
and can be found in the Issue warehouse.

A file in this status was loaded with errors. Before the file can be

Edit_Pending processed into the database and be displayed in the issue warehouse
or be used in matching, the errors will need to be cleaned up or
removed from the file.

The file failed to load.

Failed

The file was approved by AFCU.
FI_Approved

If Issuance Dual Approval is configured for you, Fl rejected means an
FI_Rejected AFCU user rejected the issue file during the dual approval process.

The file contains ineligible items. Ineligible items can include issued

Ineligible_ltems items that have the same serial number as an existing issuance item
that has been paid, an existing issuance found in a stopped status
where stop editing has been disabled, or the issuance item in the file
is a STOPPED status and stops are disabled by AFCU. These items
will not be processed but will not prevent the other items in the Issue
file from being loaded.

The file is loading.
Loading

The file is processing.
Processing
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Amount

Queued The file is in line awaiting a status change.

Suspended The file has been suspended.

“Suspended” status can be related to the Issuance Dual
Approval feature.

System_Approved The system is set to default approve the file.

System_Discarded Discarded files are files that your user loaded to Positive Pay Checks and
had errors that need to be cleaned up. If the errors are not cleaned up
by deadline displayed under the progress bar, which is three days, the
file will be automatically discarded by the system and no record of it will
be kept.

Test_Approved In test mode your user is able to load issue files to make sure that the
issue template that was created and the file loaded to the system
correctly. This function informs the user if the file will process in the
regular user interface, but items are not available for matching in test
mode.

Enter a specific amount for the transaction.

Amount Range Click hyperlink above the Amount field to enter an amount range or a
maximum or minimum amount of transaction.

Min Amount Minimum dollar amount of transaction.

Max Amount Maximum dollar amount of transaction.

e. Once search criteria are selected, click Apply to narrow your search results.
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f. Search results are displayed in pages of 25 items. If the search contains more than 25 issue files, the
results will be displayed on multiple pages. Use the navigation buttons at the top of the search results
o review all results.

Issuance Load ID

File Name

Issuance Load

ID File Name

The ID number assigned by Positive Pay Checks when a file is loaded. Their
value only comes into play if AFCU needs to contact ACH Alert regarding an
issuance file loading problem they cannot troubleshoot themselves. These
pieces of information should be provided in any helpdesk ticket opened.

The file name assigned by the user at load time. If the transactions were
manually entered the file name will appear with a prefix of MANUAL followed by
a system generated number sequence for ease of differentiation.

Status

Load Date/Time

Load

Status Date/Timels

Please see #4 in this section for a list of possible Status codes.

The date and time this file was loaded.
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Transaction Transaction

Count Total View/Manage
Transaction Count The number of transactions contained within the file.
Transaction Total The total dollar amount of the transaction.
View Displays View button if a file has no errors or is ineligible to be edited. It is

important to note that authorized AFCU users can click View to get to the
Delete button to delete a file. See below for more information.

Manage Displays Manage button if the file contains errors that can be edited. See below
for more information.

2. Click the arrow (>) next to the Code to view more useful detail on each issuance file.

Issuance Load Transaction Transaction
Load ID File Name Status Date/Timeld Count Total View/Manage
v 20465 ASBank_CSV_Issue_0426_ ASBCT_.csv SYSTEM_APPROVED 04/26/2022 9:33 AM 16 $1,004,372.00 Manage
EDT
File Id: 6173
Template Name: CSV Issue
~ 20449 MANUAL_1650898055281 SYSTEM_APPROVED 04/25/2022 10:47 AM 1 $600.00 Manage
EDT
File Id: 6157
File ID The ID number assigned by Positive Pay Checks once an issuance file is
processed and committed to the database. If an Issuance Load ID is present
but a File ID is not, the file was received but did not load properly or has not
been processed all the way to the database. The File ID is useful when
contacting ACH Alert Help Desk about a problem with a file.
Template Name Issue Template used to load the issue file.
Status Message Displays error messages, approval or rejection data, or indicates if an issue file

has been deleted.
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3. Click View button to view the individual issue files. The [File Name] page appears.

< Back to Status WKP1 Issue 0302-002.xlsx

File Status

Queued Processed Approved Completed Deleted

ung
@ View items: 15 Items totaling $12,246.81 Load Date: 03/02/2021 11:36:23 EST
oWs S5of1
Account Number Serial Number Amount Payee Name Status Issuance Date
w0a1111 13788 $65.55 Cisco Webex, LLC USED_IN_MATCHING 03/02/2021
woc111 13789 5600.00  Jonathan Copeland USED_IN_MATCHING 03/02/2021

Michael Copeland

00o1111 3790 £260.00 Office Pride USED_IN_MATCHING 03/02/2021
001111 13791 §£75.00 Richard Canova USED_IN_MATCHING 03/02/2021
0001111 13792 $£933.00 Waller Lansden Dortch & Davis, LLP USED_IN_MATCHING 03/02/2021
xwo0ai111 13793 §24.00 Advanced Medical USED_IN_MATCHING 03/02/2021
001111 13794 $6.130.00 Citizens Union Bank USED_IN_MATCHING 03/02/2021
File Status Bar Displays progress of issue file. This feature automatically refreshes and keeps the user
informed on the status of the file as it goes from Queued to Approved or Failed.
Load Date The date and time loaded of each item within the file.
Account Number The Account Number of each item within the file.
Serial Number The serial number of each item within the file.
Amount The dollar amount of each item within the file.
Payee Name If Applicable, the name of the payee of each item within the file.
Status Available for Matching ltems marked as Available for Matching are issue items that

have loaded to the system but have not been matched to a
presented item.

Used in Matching ltems marked as Used in Matching are issue items that a
presented item has been matched to.

New Issuance ltem This status will only display in a file that was not loaded to
the database for processing.

Ineligible for Modification ltems ineligible for modification are items that have been
matched to presented items and are either in a current
status of paid or returned and can therefore no longer be
modified.

Duplicate Issuance Duplicate issuance items are issue items that duplicate
previously loaded issue items exactly.

Issuance Date The date of the issued item.
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4. Manage Issue File Status

NOTE:

VvV VYV

The Load Issuance File user privilege must be enabled.

The View Issuance File Status user privilege must be enabled.
The Delete Issue File Status user privilege must be enabled.

The Manual Issue Entry user privilege must be enabled.

a. Click Manage button to edit errors within an issue file. The [File Name] page appears.

Correct ltems.

1) Fields highlighted in red have an error and are blocking the issue file from loading all the way

to the system.

2) When a highlighted field is clicked the user can either select the correct data from a dropdown

or enter it in directly in the field.

3) Once all errors have been corrected, the user can click Save and Submit at the bottom, so the

file is reprocessed.

@ Eedit 9 Error

Line
Number

un

Rows 1-9of 9.
Account Serial Number Amount Payee Name’
9255 65.55 Cisco Webex, LL
2 3 655.55
) Webex
9256 5600.00 Jonathan Copeland

Delete

=)
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i. Delete Items
1) Individual items can be deleted from the errors screen if the option is available.
2) The user would click the trashcan in the Delete column to delete any individual items.

3) Once items have been deleted, the user can click Save and Submit at the bottom, so the file
is reprocessed.

a) The user can also click Delete All Errors at the top of the delete column.

4) This will allow the rest of the file to process into the system.

= Back 1o Status Issue 0529-001.xIsx
File Status
Queued Processing Processed Approved Completz Deleted

Errors eccurrad during loading. View list below to edit errors, If errors remain after 05/03/20, the issuance file will be sutomatically discarded.
@ Edit 9 Errors

Rows 1-%of3,

Line

Number Account Serial Number Amount Payee Name® Issuance Date Delete
4 5555555555 5255 £6555 Cisco Webex, LLC 05/28/2020 i
5 5555555555 3256 5600.00 Jonathan Copeland 05/28/2020 m
& 3553555353 9257 $260.00 Office Pride 05/28/2020 [i]
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iii.  Discard a File
1) An entire issue file can also be discarded.
a) The user can click the discard button at the bottom of the screen.

b) Another option is to allow the system to discard the file automatically after three (3)
business days.

In both instances, the system will act as if the file never existed and any issue information
from the file will not appear in any reporting or view.

= Back [0 Sats Issue 0529-000.xIsx

File Status

Queued Processing Frocessed Approved Complete Deleted

Errors occurred during loading, View list below to editerrors, If erors remain after 06/03/20, the issuance file will be automatically discarded

@ Edit 9 Errors Dulets All Errors.
Rows 1-%0of 9,
Line

Number Account Serial Number Amount Payee Name” Issuance Date Delete

4 5555555555 9255 $65.55 Cizco Webex, LLC 05/28/2020 i}

3 5505555555 9236 3600.00 Jonathan Copeland 05/28/2020 [i]

6 5555555555 9257 5260.00 Office Fride 05/28/2020 [i]

7 5555555555 9258 /] Richard Canova 05/28/2020 [

8 5555555555 9259 $533.00 Waller Lanzden F\DI"_C"I & Davis, 05/28/2020 (]

£ 5555555555 9260 o Richard Canawva 05282020 i}

10 5555555555 9261 $53.36 Richard Canova 05/28/2020 [i]

1 5555555555 9262 324.00 Advanced Medical, Inc. 05/28/2020 fi

12 5555555555 9263 $6,130.00 Citizens Unicn Bank (v) 05/28/2020 i}

@ Click any row to select that row for editing
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iv.

5.

Delete a File

1) Users are also able to delete an issue file if none of the items in the file have been used in
matching by clicking on the delete button.

a) When a file is deleted the items will appear in issue views and reporting.

< Back to Status

File Status

Queued

Account Number Serial Number

0003783 2665
0003783 2666
0003783 266
003783 2668
W03TE: 669
0003783 267C
003783 267
w00x3783 2672
0003783 2673
W03783 2674
20003783 2675
wo03783 676
2677
003783 2678
W003TE: 679

Processed

Amount

$933.00

$24,00

$6,130.00

$53.36

PGO1 Issue 0303-002.xIsx

Approved

Rows 1-150f15,
Payee Name

Cisco Webex, LLC

Jonathan Copeland
Michael Copeland

Office Pride

Richard Canova

Waller Lansden Dortch & Davis, LLP
Advanced Medical

Citizens Union Bank

Covey Seminars

Cuyahoga County Clerk

Michael Farrell

Nesta Archeron

Elain Archeron
Joke Chambers
ABC Carpentry
Office Pride

FedEx

Completed

Deleted

Load Date: 03/03/2021 15:07:38 EST

Status

AVAILABLE_FOR_MATCHING

AVAILABLE_FOR_MATCHING

AVAILABLE_FOR_MATCHING

AVAILABLE_FOR_MATCHING

AVAILABLE_FOR_MATCHING

AVAILABLE FOR_MATCHING

AVAILABLE_FOR_MATCHING

AVAILABLE_FOR_MATCHING

AVAILABLE FOR_MATCHING

AVAILABLE_FOR_MATCHING

AVAILABLE_FOR_MATCHING

AVAILABLE_FOR_MATCHING

AVAILABLE_FOR_MATCHING

AVAILABLE_FOR_MATCHING

AVAILABLE FOR_MATCHING

Issuance Date

03/03/2021

03/03/2021

03/03/2021

03/03/2021

03/03/2021

Issuance Dual Approval:

You may have the optional Issuance Dual Approval feature enabled, if offered by AFCU. In this
circumstance, manual issue entry files or loaded issue files must be approved by a second user or, if no

second user is available to approve the file, you can request AFCU approve the issue file.
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