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Positive Pay

What is Positive Pay?

Positive Pay is a fraud detection tool for check and ACH transactions. The service matches presented check and
ACH transactions to previously provided transaction details such as check number, check amount, check payee,
ACH company ID and ACH transaction amount. If transaction details match, the item is automatically paid. If
transactions details do not match, the company is required to review the transaction and make a decision as to
pay or return.

How does Positive Pay work?

Positive Pay for checks requires a company to provide a list of issued checks to Dollar Bank each day checks are written.
When those issued checks are presented for payment, they are compared electronically against the check issue
information provided.

The check list contains check numbers, account numbers, amounts, payee names and issue dates. When a check is
presented that does not have amatchin thefile, it becomes an exception item. Dollar Bank sends the exception item to
the company for review via Business Online Banking. The company must then let us know whether to pay or return
the check.

Positive Pay for ACH transactions requires the company to create payment rules that direct the system to pay an
item. The payment rules include transaction amount, type of ACH transaction (known as the SEC code), ACH
company ID number, and allowable amount. When an ACH transaction is presented that does not match the
payment rule, it is classified as an exception. Dollar Bank then sends the exception item to the company for review via
Business Online Banking. The company must then let the Bank know whether to pay or return the ACH transaction.

DollarBank: ;
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Access the Positive Pay System

To access the Positive Pay system, begin by logging into Business Online Banking, click on the Additional Services drop
down menu, then select Fraud Control Services.

Business Online Banking ’IarBank Audrey Kubick

DASHBOARD ACCOUNTS ~ PAYMENTS ~ CHECK SERVICES ~ REPORTS ADMINISTRATION ~ ADDITIONAL SERVICES
( /) DASHBOARD l TR ADDITIONAL SERVICES E/J Edit
ADDITIONAL SERVICES
ACCOUNT BALANCES Al Accouns cx 1} St o additional Aterts
® Advanced Account Services
Checking a Available Balance « Ledger Balance Actions ® Business CDs
® Business Credit Cards
Test Account 1 46515 S 147,306.80 S 147,306.80 . a ¥ i Gk
ontrolie iIsbursement
® Escrow Management
Test Account 2 46515 $192,259.18 $192,259.18 - ® fi nafar Sorye
@ Fraud Control Services
Test Account 3 46515 $49,561.35 $ 49,561.35 n i
® Reconcilement
® Remote Deposit
Test Account 4 46515 $37.09 $37.09 -
Test Account 5 46515 $41.08 $41.08 n

QUICK TRANSFER

Once the Fraud Control Services option is selected, the Positive Pay system will be displayed, and all system features can
be accessed.

Ll S

Exception Processing

Welcome to

Transaction Processing

v

Transaction Reports

IE

ARS

Client/Account Maintenance

<3

Audit Reports

System Reports

DellarBank

Fraud Control Services
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The navigation links to access all major system features are displayed on the left-hand side of the screen as top-level menu
options. Clicking on these links will expand the top-level menu options to sub-menu options. The Expand All / Collapse All
commands will expand or collapse all top-level menu options with one click.

Expand All + Collapse All -

Exception Processing Exception Processing
Transaction Processing Quick Exception Processing
Transaction Reports Transaction Processing

ARS Submit Issued Check File

Add New Issued Check
Client/Account Maintenance
Void a Check

Audit Reports Check Search

System Reports ACH Transaction Search

Transaction Reports

Exception Items

Payee Match Report

Daily Checks Issued Summary
Correction Report

Account Reconciliation Summary
Check Reconciliation Summary

Deposit Reconciliation Summary

Quick Navigation Links

Once a sub-menu option has been selected, all Positive Pay screens display four Quick Navigation Icons in the red
bar, in top right-hand corner of the screen. The icons allow navigation to, from left to right: (1) the Home screen, (2)
the Help feature which opens in a new window, (3) display your Notifications, and (4) configure your Notifications and
log out.

A 2?2 AL

Note that the Positive Pay system has a powerful Help feature which can be accessed by clicking on the
question mark icon in the top right corner. All system functions and screens contain detailed Help field
descriptions and information which will assist in the completion of all tasks.
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Create Issued Items

There are two ways a company can get their issued check data to Dollar Bank: (1) upload an issued item file that
contains issued items, or (2) manually enter the issued check data, one check at a time.

If uploading a file, a file format must be configured in the positive pay system. Issued item files can be uploaded
directly to the positive pay system, or they can be processed via the Bank’s file transfer server.

Tasks 1 and 2 show the manual method of loading issue and void instructions. The manual method is ideal if the volume of
issues is relatively low or if there is a need to create an individual issue apart from your normal bulk load process.

Task 1: Submit Single Issued Check

Step 1: Click the Transaction Processing menu option to expand the Transaction Processing sub-menu, then click Add

New Issued Check to bring up the issued check entry screen as displayed below.
Collapse All -

c ) )
! Exception Processing Add New Issued Check

Transaction Processing

Account Nickname: [<Not Selected> v) Check Number: [ ]
Submit Issued Check File
Amount: | | Issued Date: |08/02/2024 |
Add New Issued Check
Issued Payee: [ ]
Void a Check
Notes:
Check Search
ACH Transaction Search
4
Transaction Reports 512 characters left.
Exception ltems [ Auto-Increment Check Number
Payee Match Report
Daily Checks Issued Summary

Correction Report

Transaction Extract

Account Reconciliation Summary

Step 2: Enter the information for the Add New Issued Check screen.

Account Nickname — the nickname or description that identifies the account to you.

Check Number — the check number of the item.

Amount — the amount of the check.

Issued Date — the issued date for the check.

Issued Payee — the issued payee name for this check.

Notes — notes for the check.

Auto-increment Check Number — checking this box increments the check number by one after
each check submission.

Step 3: When finished with all info for each check, click Add Check and any checks entered on this page in the current
session will be added to the issued item list. A green bar with a check mark will appear at the top of the screen and a
confirmation will be displayed that indicates the check was successfully added.

DollarBank: .
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Collapse All -

Exception Processing

Transaction Processing
Add New Issued Check
Submit Issued Check File
Add New Issued Check Account Ni B004BAgo test 2 v CheckNumber: |
Void a Gheck O ——

Check Search Issued Payee: | |

ACH Transaction Search Notes:

Transaction Reports

ARS 5§12 characters left

Client/Account Maintenance [ Aute-Increment Check Number

Audit Reports

System Reports
@)

L 4

B60048Argo test 2 5128 $100.00 08/14/2024 Dollar Bank

Total: $100.00

Task 2: Submit Issued Check File

Step 1: Before a user can add an Issued Check File, they must first complete the File Mapping step and build a File
Format Profile that matches the layout of the Issued Items file. If a File Format Profile is already built, then continue to
Step 2 below and begin uploading a file. For new Positive Pay users, follow the steps below to complete file mapping.
For detailed assistance in completing this step, please contact Dollar Bank at 1-855-282-3888.

Click the Client/Account Maintenance menu option to expand the Client/Account Maintenance sub-menu, then click
File Mapping to display any existing File Format Profiles, or to add a new one.

Click Add New to create a new File Format Profile.

Collapse All -

Exception Processing File Mapping

Transaction Processing E 1 of 1 records
Transaction Reports
File Format Profile Name Format Type Date Added _

ARS Test file Delimited 07/25/2024 Edit | Copy
Add New
Client/Account Maintenance

File Mapping

ACH Authorization Rules

Audit Reports

System Reports

On the File Mapping screen, enter an appropriate Profile Name and complete the rest of required information to match
the layout of your issued items file, then click Next.

DollarBank: 7
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The Positive Pay system supports multiple file formats, including Delimited Text, Fixed Length, and Microsoft Excel.
For Delimited Text options, delimiter options are comma, tab, space and semicolon.

You can choose your file and upload to the system during the mapping process. The data from your chosen file will be
displayed to help guide you through mapping on subsequent screens.

Note that for the purposes of these instructions, a comma delimited file will be used as an example, but you can use
any of the options supported by the system.

File Mapping

Profile Name: [ l

File Format: [ Delimited Text v

Delimiter: ® comma
O Tab

™y
\_J Space

O semicolon

O other D Text Qualifier: | Double Quote v

Select File: | Choose File | No file chosen

On the first File Mapping screen, File Mapping details will be displayed for the file that has been uploaded. The system
will interpret the data in the file and display in a table at the top of the screen.

Review options for issued date, rows column names, skipping rows, file totals, field numbers, and make appropriate
selections on this screen. When complete, click Next.

DollarBank: .
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File Mapping

Column1 Column2 Column3 Column4 Column5

Ll 9999999999 | 7/24/2024 | 17003 500 John Doe

pq 9999999999 | 7/24/2024 17005 501 James Doe

KN 9999999999 | 7/24/2024 17006 502 Jane Doe

(J File Does Not Contain Issued Date
(J First Row Contains Column Names
O Skip Rows at Beginning

O Skip Rows at Ending

File Totals Options: Require File Totals v

Field #

Items in File:

Dollar Amount in File:

On the second File Mapping screen match the values for the individual fields to the columns by selecting the column
numbers from the drop-down menus. Use the data displayed in the table at the top of the screen to assist in the step.

The required fields are listed first, they are Check number, amount, and issued date. Optional fields are included at the
bottom of the screen.

DollarBank: :
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When this step is complete, click Next.

File Mapping

Column 1 | Column 2 | Column 3 | Column 4 | Column 5

Ll 9999999999 | 7/24/2024 | 17003 ‘ 500 ‘John Doe

VA 90999999999 | 7/24/2024 17005 ‘ 501 James Doe
Kl 9999999999 | 7/24/2024 17006 ‘ 502 Jane Doe
Check Number: | <Select> v|
Amount: [<Select> v| [Jinsert Decimal Point
Issued Date: [<Select> v| [J Dates in file do not include separators (Ex: /" or ')

* Special Date Type:
* Note: Special Date Type is only required for dates that do not contain separators (typically dashes or slashes)

between the month, day and year digits

Optional Fields

Account Number: | <Select> v|

Account Nickname: | <Select> v

Notes: | <Select> v

Issued Payee: | <Select> v

Issued Payee Address: | <Select> v

Record Type: | <Select> v O convert Negative Amounts to Voids

Issued Item Code:
Void Item Code:

Stop Pay Item Code:

A File Mapping confirmation screen will be displayed. If the information is accurate, click Save.

DollarBank: 0
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File Mapping

Column 1

Column 2 | Column 3 | Column 4 | Column 5

il 9999999999 7/24.’2024’ 17003 500 ‘ John Doe

F3 9999999999| 7/24/2024 ’ 17005 501 James Doe
k] 0999999999 | 7/24/2024 ’ 17006 ‘ 502 ‘ Jane Doe ‘

Profile Name: Test Profile 2
File Type: Delimited Text

Delimiter: Comma
Header: No File Headers
Check Number: Column 3
Amount: Column 4

Add Decimal: No
Issued Date: Column 2
Account Number: Not Defined
Account Nickname Not Defined
Notes: Not Defined
Issued Payee: Not Defined
Issued Payee Address: Not Defined
Record Type: Not Defined

Negative Amounts to Voids:  No

Issued Item Code: Not Defined

Void Item Code: Not Defined

Stop Pay Item Code: Not Defined
Skip Rows at Beginning: 0
Skip Rows at Ending: 0

File Total Option:

Require File Totals

A confirmation screen will appear to confirm the File Mapping has been completed.

DollarBank:
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File Mapping
|Sear-:h.. | 2 of 2 records
i ormaProfioname —————————romartpe oueades ||

Test file Delimited 0772572024 Edit | Copy
Test Profile 2 Delimited 081472024 Edit | Copy
Add New

Step 2: Click the Transaction Processing menu option to expand the Transaction Processing sub-menu, then click
Submit Issued Check File to bring up the Submit Issued Check File screen as displayed below.
Collapse All -

e e Submit Issued Check File

Transaction Processing
Step 1. Select a file to process.

Submit Issued Check File
PP - | Choose File | No file chosen
Void a Check

Check Search Step 2. Input details about the file.

ACH Transaction Search Account Nickname: | 60048Argo test 2 v]

Transaction Reports File Mapping Format: [Test file v]

Dollar Amount in File: l:l

ARS

Client/Account Maintenance

Audit Reports Step 3. Click the "Process File" button.

System Reports

Step 2: Enter the information for the Submit Issued Check File screen. First, click Choose File and locate the file on your
local PC, then complete the next section Input details about the file; field descriptions are as follows:

e Account Nickname - the nickname or description that identifies the account to you.

e File Mapping Format — the format of the issued check file (see section X for detailed instructions
on building format).

e Items in File — the number of checks in the file. This number is used for validation during file
processing. If the number entered does not match the actual number of items in the file, the file will
be rejected.

DollarBank: 12
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e Dollar Amount in File — the total dollar amount of checks in the file. This number is used for
validation during file processing. If the number entered does not match the actual among in the file,
the file will be rejected.

e Issued Date - if the issued check file does not have an issued date within the file, the issued date
must be entered here when the file is uploaded.

Step 3: When all information has been completed, click Process File.

Once the Process File button is clicked, a window is briefly displayed while the file is being uploaded. Once the system
finishes processing, the screen below will be displayed if it was successful.

Note the Processing Results bar at the bottom right, with Processed indicated in green under Status. If the file is
processed successfully, no further action is required.

Collapse All -

Exception Processing

Submit Issued Check File

Transaction Processing
Step 1. Select a file to process.

Submit Issued Check File

Add New Issued Check | Choose File | No file chosen
Void a Check

Step 2. Input details about the file.
Check Search P P

ACH Transaction Search Account Nickname: | 80048Argo test 2 v

Transaction Reports File Mapping Format: \ Test file vl

Dollar Amount in File: |1503

ARS
Client/Account Maintenance

Audit Reports Step 3. Click the "Process File" button

Process File

System Reports

Processing Results

File Name Upload Date Status Items Amount

ARP_test_file_3_mschor.csv 8/14/24 9:16:51 AM Processed 3 $1.503.00

If the file has not processed within 30 seconds, a message is displayed informing the user that an email will be sent
indicating the file processing status. The file processing status can also be checked online using the Issued Check File
Processing Log Page.

If the file is not processed successfully, the following is a list of other possible processing statuses:

Unprocessed — the file has been uploaded but has not yet completed processing.
e Processed with Exceptions — the file was processed successfully, but duplicate checks were not
loaded.
e Rejected — the file was rejected due to one of the following reasons:
o A mismatch between the number of items/amounts entered on the page and the number of
items contained in the file.
o The file format did not match the selected format.

DollarBank: "
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Reviewing Exception Items

Transactions that do not match the Issued Items list or ACH Payment Rules are defined as Exceptions. Exceptions
require manual review of transaction details and either a Pay or Return decision must be entered. If no Pay or Return
decision is entered, then the transaction will be processed according to the default decision of Return.

Positive Pay exceptions may be presented for your review for a number of possible reasons. The following is a list of
possible exception reasons for both check and ACH items:

e Blocked Transaction — the item meets the filter requirements specified on the Transaction Filters/Blocks
page.

e Duplicate Paid Item — the item was previously paid

e Paid Not Issued — the item was not loaded into the system as an issued check

e Stale Dated Item Paid — the item is a stale-dated check. A check is considered stale dated if the item was
issued prior to the stale-dated cutoff date of 180 days.

e Previously Paid Item Posted — the item was previously paid

¢ Voided Item — the item was previously voided

e Unauthorized ACH Transaction — the item is an ACH transaction that was flagged as an exception by the
ACH authorization rules defined for the account on the ACH Authorization Rules page.

Task 3: View Positive Pay Exceptions

Use the Quick Exception Processing page to manage exception item activity for both check and ACH items. You can make
pay and return decisions on all items from this page.

Step 1: Click the Exception Processing menu option to expand the Exception Processing sub-menu and then click
Quick Exception Processing.

As displayed in the screen shot below, the Quick Exception Processing screen displays a summary of all pertinent

exception information including a summary of all items in all accounts that require decisions, the total number of
exceptions, the cut off time, and the default decision.

“arBaﬂk 14
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Collapse All -

Excepton Proc a

it Atcout Nidkngmes ; Quick Exception Proc
Quick Exception Processing
% Transaction Processing Q
B Teansaction Repors
ol ~  Decisions Needed (67) $264,413.01 There are 67 excentions to review
v Unauthorized ACH transaction $8,808.82 a
¥ Crenvaccount Mantenance 2 X " L z T <
4 efault dectsions will he applied 1 ns are ade | s n Time
Audit Reparts £ Sl
v $72,704.09
Syslem Rep:
Decisions
v $15,620.73 3264,413
5
t3
v Unauthorized ACH transaction
>
60048A(gO test 5 $0.0
v Unauthorized ACH transaction $18,315.14
60048A1g0 test 6
v Paid not issued (4 $17,052.57
v $17,081.78
v Payse name mismatch - NO $1,822.40
RESULT (5)
Decleloned (0) $0.00
Total (67) $264,413.01
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Step 2: Review exception items.

In the Decisions Needed section, each line in the table indicates: (1) the type of exception, (2) the account, (3) the
number of transactions for that account, and (4) the total dollar amount of those exceptions.

All Account Nicknames

Quick Exception Processing

~  Decisions Needed (67) $264,413.01 ; 67 oxce y
v Unauthorized ACH transaction $8,808.83 £
4 )efault decisions will be applied if decisions are not made by 2:45 PM Easter
JABArgO T8 Canada)
v Unauthorized ACH transaction $72,704.09
7
i Yecisions Needed
v Unauthorized ACH transaction $15,620.73 $264.413.0
5
60048Argo test 3
v Unauthorized ACH transaction $3,23258
2 Decisioned
60048Argo test 5 $0.0(
v Unauthorized ACH transaction $18.315.14
4
60048Argo test6
v Paid not issued (4) $17,052.57
v Payee name mismatch (18 $17,081.78
v Payee name mismatch - NO $1.823.40
RESULT (5
Decisioned (0) $0.00
Total (67) $264,413.01

In order to display individual transaction detail for each exception type, click the “ icon to expand the sub-menu. You

can now click on individual transactions and transaction details are displayed on the right, as seen in the screen shot
below.

DollarBank: 5
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All Account Nicl

~  Decisions Needed (67) $264,413.01
~ Unauthorized ACH transaction $8808.23

zed ACH transaction $151.96

zed ACH transaction $947.65

zed A-CH transaction $987.55
2ed ACH transaction $6,721.67
v Unauthorized ACH transaction $72,704.09
@
60048Ar20 125t 4
v Unauthorized ACH transaction $15,620.73
(5

60048Argotest 3

v Unauthorized ACH transaction $3,232.58

2

60048Argo test 5

v Unauthorized ACH transaction $18.315.14
Dacisioned {0) $0.00
Total (67) 5264,413.01

Quick Exception Processin

H transact
Pay Cutoff Time. 2,45 PN
nada)

N Time (US

Account b

WEB

DIR WTH

Add Rule Pay

For check transactions, a check image will also be displayed.

nt Nicknarmes N

~  Declslons Needed (67) $264.413.01
v Unauthorized ACH transaction $15,620.73
)

BArgo test 3

v Unauthorized ACH transaction $3,23258

60048Argotest 5

v Unauthorized ACH transaction $18315.14

048Argo test &

~ Paid not issued (4] $17,052.57

Paid not issued

6004 RSt 2

Paid not issued

Paid not issued

Decisioned (0} $0.00
Total (67) $264,412.01

DellarBank:

Quick Fxception Processing

Time (US

Amount

Company Dollarfark
Logo

murona  LOFIM Ipsum Co
ettty
“Tos et By i K137

Coanipn &
scs

FO00000080% 00000000000 7R 030000000080

ReTUrN

coerect
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Task 4: Make a Decision on Positive Pay Items

Step 1: Click the Exception Processing menu option to expand the Exception Processing sub-menu and then click
Quick Exception Processing.

Catlogre AF
¥ Exception Procissing - =

S Quick Exception Processing
Que Excepmen Procesing

A Dedlviens Nessed (07) $204.413,01

Decivianed 191 S0.00
Total 47) $284.413.01

Step 2: Display individual transaction detail for each exception type by clicking the v~ icon to expand the transaction

sub-menu. You can now click on individual transactions and transaction details are displayed on the right, as seen in
the screen shot below.

DollarBank: 8
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Quick Exception Processing

All Account Nicknames

~ Declslons Needed (67) $264 413.01 Daid nor issued
GO04BAr£O test 4 = Default Decision: Pay Cutoff Time:  2:45 PM Eastern Time (US
5 & Canada)
v Unauthorized ACH transaction $15,620.73
3) Account Mick Check # 3 Amount  $265.00
6004BArgo test 3 Pald Date lssued Date: 07
v Unauthorized ACH transaction $3,23258
2) T
S - Front BacK
60048Argotest 5 ————
v Unauthorized ACH transaction $18315.14 Hover aver image o zoom  Click o view full-size Image
4) % 35887
60048Argo test 6 Company DollarBarke
Logo s moaa
~ Paid not issued (4 $17,052.57 I . H
. e Lorim Ipsum Co s porss :
Tz b B P i K157 \uua.i
$265.00 "
3UBBL & " e ~esgm |
. o - e I
B ) v LA e
s 9 '
'_;7'9 310[ S‘“e‘{ s”f‘ff *E00000080% 000020000000 20000000000 0¥ =n
Paid not issued $445.88
Paid not issued $16,227.00 H I I
s 420041 say RaTUMN Cofrect
Dma PEPASSPSES PSP Y. T T VYR ~,
Decisioned (0} $0.00

Total (67) $264.413.01

Step 3: Review transaction detail and enter an appropriate handling option by clicking one of the blue circle icons.
For check exceptions, you have the option to either (1) Pay, (2) Return, or (3) Correct the item.

You will need to select the Correct option if the item was processed with inaccurate payment information such as a
check number or payee, which caused the item to be incorrectly flagged as an exception.

Paid not issued

Default Decision: Pay Cutoff Time:  2:45 PM Eastern Time (US

& Canada)

Account Nickname: 60048Argo test 2 Check #: 39882 Amount: $265.00
Paid Date: 07/24/2024 ssued Date: 07/24/2024
Front Bacl

Hover over Image to zoom. Click to view full-size image

) ) T T 39882
Company DelarBarke
C0A00N 00
Logo
G
CHOCR OF Lorim Ipsum Co
“To Hundred Sty Five and XX 7102
73
o v

*C000000000 4 00AIDGID0EE:  @0OTUTOTITG

Pay Return Correct

DollarBank: 0
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If you select the Return option for a check, you must then select a reason for the return. Once you have selected the reason,
click Save.

Payee name mismatch
Default Decision: Pay 45 PM Eastern Time (US
testd Ch 00
Issi MDTC
Front B
Haver over image t 1. Click to view full-size image
1 oeocor
| e PRATIG ACOOUNT
L — O AT
e 1m
e thiacnet T o
h er
e efe e
S x /
Filieen Sen s !
ent
Stale =
Cancel

For ACH transaction exceptions, you have the option to (1) Add Rule, (2) Pay, or (3) Return.

Unauthorized ACH transaction

Default Decision: Pay Cutoff Time:  2:45 PM Eastern Time (US
& Canada)
Account Nickname: 60048Argo test 4 Amount:  $445.31 Paid Date: 07/24/2024

CCD /2580663085 / DR
DIR-WTH

Add Rule Pay Return

DollarBank: ”
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If you decide to return an ACH transaction, you must enter a reason for the return and then click Save (note that only one
return reason — “unauthorized” is available for ACH transactions).

Unauthorized ACH transaction

Default Decision: Pay Curtoff Time:  2:45 PM Eastern Time (US
& Canada)
Account Nickname:  60048Argo test 4 Amount: $841.30 Paid Date: 07/24/2024

PPD /1010278678 /DR
DIR-WTH

Reason

Once you enter a handling decision on an item, the system will then be automatically updated and you will be prompted to
continue to enter a decision on the next item.
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Task 5: Make a Decision on Positive Pay Items (Dual Control)

If exception processing requires dual approval, the initial decisioning process is the same as standard processing. When the
user approves the exception, instead of moving to the Decisioned section, decisions are moved to a Decisions — For Review
Only section for the user that made the initial approval.

After the first approver makes a decision, the following steps occur:

1. The system generates and sends an email to all users with approval access.

A user with approval access approves or denies the exception.

3. The system generates and sends an email to the user who approved the exception and to all users with approval
access notifying them of the action taken.

n

Exceptions that are approved by the first approver and require secondary approval are in a
pending review state and appear in the Decisions - Pending Approval section for all secondary approvers to make an
approve or deny decision.

60048Argo test 2 . Quick Exception Processing
Q
» EEEEEEE SR There are 55 exceptions to review.
~ Unauthorized ACH $143,201.59
transaction (2) Default decisions will be applied if decisions are not made by 2:45 PM Eastern Time
60048Argo test 2 (US & Canada).
~ Paid not issued (5) $3,525.64

60048Argo test 2

Payee name mismatch $215.00 Decisions Needed
60048Argo test 2 #40021 $274,090.52

Decisioned (0) $0.00

Account Total (8) $146,942.23
O Decisioned

$0.00

If the decisioned exception that is pending review is not approved or denied by the cutoff time, the exception will have the
default account-level decision and reason applied. In this case, an email is sent to all users with approval access and the
user who initially decisioned the item informing them that the cutoff time has been reached and the default account-level
decision and reason have been applied.
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If an exception is denied by the secondary approver, the exception is returned to the Decisions Needed section for additional
review and updating.

To deny an exception that is pending approval:
1. Select the transaction from the Decisions - Pending Approval section
2. Select Deny o
3. Enter the reason for the denial in the Deny Notes section. You cannot save the decision

unless you add notes to the transaction.

4. Select Save. The exception returns to the Decisions Needed section and the system sends
an email to the original approver that includes the denial notes and the name of the
secondary approver.

Task 6: Create an ACH Payment Rule From an Exception

Users can quickly and easily create new ACH Authorization Rules directly from the Quick Exception Processing page, using
information from presented ACH items.

Step 1: From Quick Exception Processing, select the transaction that requires the decision and click the blue Add Rule
circle.

Miick Evrontion Pracaca!
All Account Nicknames v '.4I_Alu_k exception P ocessing

~  Decisions Needed (61) $254,051.05 Unauthoriz CH transaction

~ Unauthorized ACH transaction $71,150.96 = Default Decision” Pay Cutoff Time  2:45 PM Eastern Time (US
5 & Canada)
50048Arg0 test 4

Account Nickname.  50048Argo test 4 Amount. $841.30 Paid Date: 07/24/2024

Unauthorized ACH transaction $841.30
himilp SALAT PPD / 1010278678 / DR
Unauthorized ACH transaction $1,116.33 DIR-WTH
0048ATg0 test
Unauthorized ACH transaction §7,798.10 0 ° °
50048Argo test 4
Unauthorized ACH transaction $8441.45 Add Rule Pay Return
600484 st 4
Unauthorized ACH transaction $52,953.78

v Unauthorized ACH transaction $15,620.73
5

60048Argo test 3

v Unauthorized ACH transaction $3,23258

&

60048Argotest 5

v Unauthorized ACH transaction $18,315.14
4 -
v Decisioned (6) $10,361.96
Total (67) $264,413.01

DollarBank: .
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Step 2: Complete the required information on the ACH Authorization Rule screen.

The Description should be a name for the transaction that you can use to easily identify the rule (such as Credit Card
Payment — American Express).

The rest of the fields pre-fill to match the transaction as presented to the amount of the transaction but they can be
modified as needed. The SEC code can be set to match the code of the transaction as presented, or it can be
changed to All SEC Codes.

The Debits or Credits option can be set to either or both, but please note that the Positive Pay system will only filter
ACH debit transactions according to the ACH Authorization Rules; all ACH credit transactions will post to the account
regardless of the option selected in the Rule.

The Max Allowable Amount can be changed to any appropriate amount.

Once the required information is complete, click the blue Add Rule button.

Add ACH authorization rule

Description
SEC Code

Company ID

9999999999

Debits or Credits I

Max Allowable Amount

341

Task 7: Create a new ACH Payment Rule

ACH Payment Rules can also be created from scratch without the use of an existing exception from which to capture
information.

Step 1: To create a new ACH payment rule, click the Client/Account Maintenance menu option, then select the ACH

Authorization Rules sub-menu option. The ACH Authorization Rules will display to the right. Click the plus sign in the blue
circle on the right-hand side of the screen to add a new rule.

“arBaﬂk 24
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- ACH Autherization Rules
Transaction Reports $

hecount Nickname Description Company ID SEC Cade Debits or Credits Max Allowabie Amount Notitication Type
'Account Mamicnance
04T ArEO 5T & CoegtCard-Amenca. 9999999999 ALL - Al StaneEr Bot DR a7d CR 10000000 Creste Tuee

Fils Mgy

ACH Autnoeization Rules

Audit Reports

m Reports

Step 2: Complete the information required in the Add Record box. First you must select the account for which you would like
to add the Payment Rule. IMPORTANT NOTE, when adding a Payment Rule you must already know the originator's ACH
company ID in order to complete the rule.

Click Save Changes when complete.

Add record
Account Nickname Description
Company ID SEC Code Notification Type
Crearte Exception
Debits or Credits Max Allowable Amount
Cancel Save and Add More Save Changes
Account Nickname Description Company ID SEC Code Debits or Credits Max Allowable Amount Notification Type

Note that existing payment rules can also be edited and modified from this screen. Existing rules are displayed at the bottom
of the screen, to edit them simply click the rule and it will populate in the section above. Once the appropriate changes to the
rule are complete, click Save Changes.

DollarBank: s
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Edit record

Account Nickname Description

ABArED test £ Credit Card - American Express

Company ID SEC Code Notification Type

9000099999 E e Create Exception

Debits or Credits Max Allowable Amount

g $100.000.00

Cancel Save Changes

Account Nickname ) Description Company ID SEC Code Debits or Credits Max Allowable Amount Notification Type

Credit Carg - A

DollarBank: 26
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Issue Maintenance

Task 8: Check Search

The Positive Pay system has a powerful search function that can be used to find items in the system. Search
results can be edited to correct check entry mistakes and check search results can be exported in multiple

formats.

Step 1: Click Transaction Processing then select Check Search; the Check Search screen will display.

Collapse All -

«  Exception Processing
Check Search
Transaction Processing

s o
ubmit Issued Check File Account Nickname

Add New Issued Check .
Void a Check
CIEEEETD Check status

ACH Transaction Search

Transaction Reports

ARS Check Number From Check Number To
Client/Account Maintenance
Audit Reports Date
System Reporis Sslee
Issued Check Processing Log
Date From Date To

Show additional options

Note: Transaction history is retained within the system for 90 days after an item has paid
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Note that individual accounts can be searched, or multiple accounts can be searched. To search multiple
accounts, click in the Account Nickname box and begin selecting the accounts to include, they will then be
displayed in the Account Nickname box.

Check Search

Account Nickname

60048DB Escrow Act 3

60048DB Escrow Act 4

Date From Date To

Show additional aptions

Mote: Transaction history Is retained within te system for 90 days after an item has paid

For the date criteria, multiple date options are available, including issued, paid, input, exception, void, or stop
payment as seen below.

Once all search criteria is entered on the screen, click Search.

Account Nickname

Check Status

Check Number From Check Number To
Date
ssued
Date To
eld
~
foid

the system for 90 days after an item has paid

Stop Payment

DollarBank: 8
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Step 3: Once the search criteria is displayed, the items can be edited by clicking on the item line.

Back to Search Parameters

Account Nickname Check Number Amount

$1,400,396.82

1-10 2 635

Issued Date Paid Date

Check Search

Current Status

Stale Dated As Of

For items that have been issued, but not yet presented, payee, check number and amount, as well as date
information can be edited. Note that for Paid Items, only the check number can be edited.

When edits to the item are complete, click Save Changes.

Edit record

Account Nickname

Payee

Dollar Bank

Check Number
9999

Issued Date

07/25/2024

Trace Number

No Trace Number to display

Decision

No Decision to display

Notes

Test Issue

DollarBank:

Check Search

Amount

$100.00

Paid Date

Void Date

Reason

No Reason to display

Cancel Save Changes

29
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Note the icons for additional search options on the top right-hand corner of the search results summary page.

1. Click the magnifying glass icon to bring up additional search options.

2. Click the column icon to select or deselect the columns to be displayed on the search results.

Date T | Paid Date Cur

<]

(< I < I < O < I < I < |

3. Click the down arrow to bring up export options for the search results.

ate “ | Paid Date Current Status  Export all to Excel
""" Export page to PDF

Export all to PDF

Export all to CSV
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Task 9: Void a Check

Use the Void a Check page to void an issued check on your account.

Step 1: Click Transaction Processing then select Void a Check; the Void a Check screen will display.

Collapse All -

Exception Processing

Transaction Processing

Submit Issued Check File
Add New Issued Check
Void a Check

Check Search

ACH Transaction Search

Transaction Reports

=
AT

ARS

Client/Account Maintenance

o K

Audit Reports

B

System Reports

Void a Check

Step 1. Enter check information.

Account Nickname: | <Not Selected>

Check Number:

[
[

Check Amount: [ ]
[

Issued Date:

Step 2. Click the "Find Matching Check" button to find the check.

Find Matching Check

Step 3. Verify the check that will be voided.

Step 4.

Step 2: Complete the check information as required. A description of the fields is as follows:

Account Nickname—the nickname or description that identifies this account in the system.
Check Number—the check number or serial number of the issued check.
Check Amount—the amount the check was written for.

Issued Date—the date the check was issued.

When the check information has been entered completely, click Find Matching Check.

DollarBank:
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Step 3: Review the matching results for the check information you entered. If the information is correct, click
Void Check.

Void a Check

Step 1. Enter check information

Account Nickname: |60048Argo test 2 -

Check Number: [38910
creckamoun: (700 |
Issued Date: |03/01/2024

Step 2. Click the "Find Matching Check” button to find the check

Find Matching Check

Step 3. Verify the check that will be voided

Account Nickname Check # Check Amount Issued Date
7.00

60043Argo test 2 38310 03/01/2024

Step 4. Click the "Void Check” button to complete the void process.

Void Check

Note: Void history is retained within the system for 90 days after an item has been voided.

The system will then display a confirmation that the check has been successfully voided.

Void a Check

Step 1. Enter check information.

Account Nickname: |[60048Argo test 2 v

T —
neckamount |
O —

Step 2. Click the "Find Matching Check” button to find the check:

Find Matching Check

Step 3. Verify the check that will be voided.

Step 4. Click the "Void Check” button to complete the void process

Note: Void history is retained within the system for 90 days after an item has been voided.

DollarBank: -



BUSINESS ONLINE BANKING < USER GUIDE e« POSITIVE PAY

ACH Transactions

Task 10: ACH Transaction Search

Use the ACH Transaction Search page to review posted ACH transaction activity. Only transactions with valid
ACH Standard Entry Class (SEC) codes or ACH transaction codes appear on this report.

Step 1: Click Transaction Processing then select ACH Transaction Search; the ACH Transaction Search screen will
display.

Collapse Al -

H EXCEF"G" Pr:[&SSmg
o ACH Transaction Search

Transaction Processing

Submit Issued Check File Account Nickname
Add New Issued Check
Void a Check

CGheck Search Paid Date From Paid Date To
ACH Transaction Search

Transaction Reports

Exception ltems SEC Code

Payee Malch Report

Daily Checks Issued Summary

Correction Report Amount From Amount To
Transaction Extract

Account Reconciliation Summary

Check Reconciliation Summary Note: Transaction history is retained within the system for 90 days after an item has paid

Deposit Reconciliation Summary
il ARS m

ACH Reporting Files

Step 2: complete the information as required. A description of the fields is as follows:

o Account Nickname—the nickname or description that identifies this account.

e Paid Date From/Paid Date To—search for transactions based upon the date or date range the item was
posted. If you are searching for a specific date, enter the date in both fields.

e SEC Code—Search for transactions based upon the ACH transaction type or SEC code.

e Amount From/Amount To—search for transactions based upon the amount of the item posted. If you are
searching for a specific amount, enter the amount in both fields.
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Step 3: Review the ACH Transaction Search Results Page.

Cakage A -

Fxreption Frocessng e G SRRt
Back o Search Parameters ACH Transaction Searct

Account Nickname Company ID SEC Codo DRICR Amaunt Paid Date Transaction Description Status

ansaction Seaich
Frarsssction Repeels SCO4BArgL et 2 o8 5214 GRi013022
Excepton llems
Payee h Report
Duily Chiecks Issued Suirenary
Cormection Report SOSBATD =

Extract

Arx Cakstn Summay
Check Reconciiation Summary

Depersl Recoocilabon Suirey

Issuesd Check Provessng Log

You can perform the following actions on the ACH Transaction Search Results Page:

e Drag a column header to reorder.
e Select the search filter icon [ *~] and search all results or select a specific column to search within.

o Select the columnicon [ "] to select or remove columns from the report. Note that by default, not all columns
are displayed on the search results page.

e Select the export icon [ =] to export the search results to a Microsoft Excel, PDF, or CSV file.

e Select the optionsicon [ ¢ ] on an individual search result to perform one of the following actions:
1. Editrecord

2. Delete record
3. View record

A description of the columns on the ACH Transaction Search Results Page is as follows:

DollarBank: y
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e Account Nickname—the nickname or description that identifies this account to the customer. This
Client/Account ID is displayed in place of the account number on pages within the system and in
emails generated by the system.

e Company ID—the originating ACH Company’s identification number.

e SEC Code—the ACH standard entry class.

e DR/CR—indicates if the transaction is a debit or credit.

e Amount—the amount of the ACH transaction that has been presented for payment.

e Transaction Description—the description of the ACH transaction.

e Paid Date—the paid date for this transaction.

e Status—the status of the transaction. The possible statuses are as follows:
o Exception—displayed on items that are flagged as exceptions by the system.
o Paid—displayed on items that have been previously paid.

e Decision—the decision that has been applied to the transaction. If no decision has been applied, this
is blank.

e Reason—the reason for the pay/return decision. If no reason has been applied, this is blank.

e Account Number—the account number of the originator. The first four numbers will be automatically
masked.

¢ Individual ID—the accounting number by which the receiver is known to the originator.

¢ Individual Name—the name from the NACHA file.

e Input Date—the date the transaction was uploaded.

e Date Reconciled—the date the transaction was reconciled.

e Decisioned By—the user who performed the decision.

e Trace Number—a unique transaction ID number that is generated by the core processing system.
e Notes—any notes associated with the item.

e Transaction Code—the transaction code associated with the item.

DollarBank: 35
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Task 11: ACH Reports

The Positive Pay system provides ACH reporting functions from the ARS menu. Downloadable report Files containing ACH
transactions, returns, notice of change (NOC), or EDI detail from corporate ACH payments are available.

Step 1: Click ARS then select ACH Reporting Files; the ACH Reporting Files will display. Click on a report line and
the file download will begin automatically. Use these reports to view.

Collapse All -

:  Exception Processing

Back to Search Parameters ACH Reporting Files

Transaction Processing
Transaction Reports

ARS
Report name Report type Output file type Downloaded by user Date created File size
ACH Reporting Files

Incoming ACH Originator Report No

Client/Account Maintenance No

Audit Reports

System Reports

¥ Exception Processing

Incoming ACH QOriginator Report

Transaction Processing

=
[
% Transaction Reports Date

Wil ARS

ACH Reporting Files

Date From Date To

Incoming ACH Originator Report
= 20 L 07/31/2024 07/31/2024

Client/Account Maintenance

e m

System Reports

The files available and the format of each file are defined in the report specifications by the Fl. To save an ACH Reporting
file to a local workstation or network drive, select File / Save while viewing the file, or right click the download link and
select Save Target As.

“arBaﬂk 36



BUSINESS ONLINE BANKING < USER GUIDE e« POSITIVE PAY

Reconcilement

The reconcilement functions can be used to assist in balancing accounts to a bank statement. Three options are
provided for reconcilement: Account Reconciliation, Check Reconciliation, and Deposit Reconciliation.

Task 12: Account Reconcilement

The Account Reconciliation Summary displays the following activity:
e Newly issued checks
e Paid checks
e Stopped checks
e Voided checks
e ACH debits and credits
e Miscellaneous debits and credits
e Deposits
e Service charges
e Paidinterest

e Taxes/withholding

The report also provides a total of outstanding checks and the check register balance as of reconciliation date.

DollarBank: -
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Step 1: To begin a reconciliation, click Transaction Reports then select Account Reconciliation Summary; the
Account Reconciliation Summary screen will display.

Collapse All -

! Exception Processing

Account Reconciliation Summary

Transaction Processing

Transaction Reports

Start New Reconciliation Reconciliation History
Exception Items Account Nickname Account Nickname
Payee Match Report 60048Argo test 2 A 60048Argo test 2
Daily Checks Issued Summary
Correction Report Reconcile Through Date No reconciliation history to display.
Transaction Extract 07/30/2024
Account Reconciliation Summary
Check Reconciliation Summary This account has never been reconciled

Deposit Reconciliation Summary
Note: Transaction history is retained within the system for 90 days after an item has paid

ARS

Client/Account Maintenance m

Audit Reports

System Reports

Step 2: To start a new reconciliation, select an account nickname and date options on the Selection Page and
click Search.

Start New Reconciliation
Account Nickname

60048Argo test 2 v

Reconcile Through Date

07/30/2024

This account has never been reconciled.

Mote: Transaction history is retained within the system for 90 days after an item has paid.

e Account Nickname—the nickname or description that identifies this account to the customer.

e Reconcile Through Date—the ending date of the reconciliation period. The beginning date of the
reconciliation period is based upon the last reconciliation performed on the account. The first time an
account is reconciled, all activity up until the Reconcile Through Date will be included.
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Step 3: Review the results on the Summary screen. Transaction type counts and totals are displayed at the
top of this screen.

Go Back Account Reconciliation Summary
Transaction Summary This account has never been reconciled
5 This Reconcile Through Date: 07/30/2024
Transaction Type Count Total Amount Account Nickname: 60048Arg0 test 2
Previous Outstanding Checks 0 $0.00
Issued Checks 630 $1,401,689.62 Finish Reconciliation
Paid Checks 134 $318,849.42
Stop Payments 2 $1,099.71
Voids N $0.00 Balance Summary
Account Balance: $836,324.91

ACH Debits 3 $122,916.46 Current Outstanding Checks $21,285.54
ACH Credits 221 $1.635.646.66 Current Register Balance $815,039.37
Miscellaneous Debits 122 $11,393,653.88
Miscellaneous Credits 79 $6,293,933.90
Deposits 138 $6,387,866.21 Reconciliation History
Service Charges Paid 5 $0.00 No reconciliation history to display
Interest Paid 3 $6,228 81
Taxes/Withholding 0 $0.00
Current Qutstanding Checks 26 $21,285.54

Scroll down to review Individual transaction types. Summaries for the following transaction types are
displayed on the screen below: Issued Checks, Paid Checks, Stop Payments, Voids, ACH Debits, ACH Credits,
Miscellaneous Debits, Miscellaneous Credits,

Issued Checks Paid Checks Stop Payments Voids ACH Debits ACH Credits Miscellaneous Debits Miscellaneous Credits De| >
Issued Date Count Total Amount

140442 7 585,951 4"

4 4 1,62

17,495 $21,974,381.46

ng1-10 of 1186 results 2 3 . 119

Step 4: Click Finish Reconciliation when review is complete. A pop-up notification will display when the review is
complete and an Account Reconciliation Summary will display.
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Go Back Account Reconciliation Summary
Transaction Summary Last Reconcile Through Date: 08/13/2024
i ’ This Reconcile Through Dare: 08/13/2024
Transaction Type Count Total Amount Account Nickname: 60048Argo test 4
Previous Qutstanding Checks 13,671 $17,578,742.68
Issued Checks 0 $0.00
Paid Checks 0 $0.00
- Balance Summary
Stop Payments 1 $1,024.53 Account Balance: $122,866.37
Voids 0 $0.00 Current Qutstanding Checks: $17,578,742.68
Current Register Balance: -$17,455,876.31
ACH Debits 0 $0.00
ACH Credits 0 $0.00
Miscellaneous Debits 0 $0.00
Reconciliation History
Miscellaneous Credits 0 $0.00 -
Date
Deposits 0 $0.00
08/13/2024
Service Charges Paid 0 $0.00
104/
Interest Paid 0 $0.00 08/04/2024
Taxes/Withholding 0 $0.00
Current Outstanding Checks 13,671 $17,578,742.68

The reconciliation report can be downloaded by clicking on the download icon [~ ] in the top right-hand corner
of the screen. Reports can be exported to Excel or as a PDF. The three export options are displayed below. +

Export summary and transactions to Excel
Export summary to PDF

Export summary and transactions to PDF

DollarBank: "
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Task 13: Check Reconcilement

Step 1: Click Transaction Reports then select Check Reconciliation Summary; the Check Reconciliation Summary
screen will display.

Collapse All -

! Exception Processing

Check Reconciliation Summary

Transaction Processing

Transaction Reporls

Start New Reconciliation Reconciliation History
Exception Items Account Nickname Account Nickname
Payee Match Report 60048Argo test 2 v 60048Argo test 2
Daily Checks Issued Summary
Comection Report Reconcile Through Date No reconciliation history to display.
Transaction Extract 07/30/2024
Account Reconciliation Summary
Check Reconciliation Summary This account has never been reconciled

Deposit Reconciliation Summary
Note: Transaction history is retained within the system for 90 days after an item has paid

ARS

Client/Account Maintenance m

Audit Reports

System Reports

Step 2: To start a new reconciliation, select an account nickname and date options on the Selection Page and
click Search.

Start New Reconciliation
Account Nickname

60048Argo test 2 v

Reconcile Through Date

07/30/2024

This account has never been reconciled.

Mote: Transaction history is retained within the system for 90 days after an item has paid.

¢ Account Nickname—the nickname or description that identifies this account to the customer.

¢ Reconcile Through Date—the ending date of the reconciliation period. The beginning date of the
reconciliation period is based upon the last reconciliation performed on the account. The first time an
account is reconciled, all activity up until the Reconcile Through Date will be included.
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Step 3: Review the results on the Summary screen. Click Finish Reconciliation when review is complete.

Go Back

Transaction Type
Previous Outstanding Checks
Issued Checks

Paid Checks

Stop Payments

Voids

ACH Debits

ACH Credits
Miscellaneous Debits
Miscellaneous Credits
Depaosits

service Charges Paid
Interest Paid
Taxes/Withholding

Current Outstanding Checks

Transaction Summary
Count
0
630

134

I
s}

™~
™

~
I}

Account Reconciliation Summary

This account has never been recanciled
This Reconcile Through Date: 07/30/2024

Total Amount Account Nickname: 60048Argo test 2

$0.00
$1,401,689.62

$318,849.42

Finish Reconciliation
$1,089.71

$0.00 Balance Summary
Account Balance:
Current Qutstanding Checks

Current Register Balance

$122,916.46
$1,635,646.66

$11.393,653.88

$836,324.91

$21,285.54

$815,039.37

$6,293,933.90

$6,387,866.21 Reconciliation History

No reconciliation history to displa:
$0.00 ’ play

$6,228.81
50.00

$21,285.54

A pop-up notification will display when

display.

Go Back

Transaction Type
Previous Outstanding Checks
Issued Checks

Paid Checks

Stop Payments

Voids

ACH Debits

ACH Credits
Miscellaneous Debits
Miscellaneous Credits
Deposits

Service Charges Paid
Interest Paid
Taxes/Withholding

Current Outstanding Checks

Transaction Summary

Count
26

0

0

2

0

0

0

0

0

0

0

the review is complete and an Account Reconciliation Summary will

Account Reconciliation Summary

Last Recondile Through Date: 07/30/2024
This Recongile Through Date: 07/30/2024
Total Amount Account Nickname: 60048Argo test 2
$21,285.54
$0.00
$0.00 e .
Balance Summary
$1,089.71

Account Balance

$0.00 Current Outstanding Checks
Current Register Balance

3000

30.00

$836,324.91
$21,285.54
$815,039.37

$0.00
Reconciliation History
$0.00

Date
$0.00

07/30/2024
$0.00

50.00
$0.00

$21,285.54

DellarBank:
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Task 14: Deposit Reconcilement

The reconcilement functions can be used to assist in balancing accounts to a bank statement. Three options

Step 1: Click Transaction Reports then select Deposit Reconciliation Summary; the Deposit Reconciliation
Summary screen will display.

Collapse All -

«  Exception Processing

Deposit Reconciliation Summary

Transaction Processing

Transaction Reports

Start New Reconciliation Reconciliation History
Exception Items Account Nickname Account Nickname
Payee Match Report 60048Argo test 2 M 60048Argo test 2
Daily Checks Issued Summary
Correction Report Reconcile Through Date No reconciliation history 1o display.
Transaction Extract 07/30/2024
Account Reconciliation Summary
Check Reconciliation Summary This account has never been reconciled

Deposit Reconciliation Summary
Note: Transaction history is retained within the system for 90 days after an item has paid.

ARS

Client/Account Maintenance m

Audit Reports

System Reports

DollarBank: .
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