POSITIVE PAY

Check Positive Pay

Check Positive Pay is a way to validate checks presented against your account for
payment. The process involves adding issued check information either through manual
entry or uploading a file. Any exceptions as checks are posted, are presented to you within
Digital Banking for review.

When logged into Digital Banking, a Positive Pay section will appear in the left menu. This
section displays Positive Pay exceptions, decisions, issued items, and filters for ACH
Positive Pay.

Addingissued checks:

1. Selectthe + symbolin the Positive Pay Checks Issued

section. NEW CHECK ISSUE

Select this option 1o add & new Check
ssued

POSITIVE PAY CHECKS ISSUED

UPLOAD A FILE
Current date - Select this option to

2. To enter checks manually, select New Check Issue el e e e
a. Fillininformation about the check such as Serial
Number, Account, Payee, Amount, Date, and if it is a voided check.
b. Select Create Check
3. Toupload afile, Select Upload a File and browse to the saved file.
a. Files can be fixed width or CSV (comma-separated values)/Comma
Delimited

i. If Comma Delimited
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1. Selectthe fields contained in the file. The fields

UPLOAD DETAILS

Choose a layout template o apply (optional): 9

LAYOUT TEMPLATE

must be in the order they are saved in the CSV file.
Enter the number of lines to skip if any header

information is included in the file.

Heads up! Applying a template will remove any layout that you may have
created below,

Select the fields contained in the Fixed Length file and place them in
the order they exist from left to right. If you would like to ignore a
field, insert a Filler notation.

Account Number Required

FIELD LENGTH

Amount Required

FIELD LENGTH

Serial Number Required

FIELD LENGTH

i. Iffixed width

Number of Header Rows to Skip:

HEADER ROWS

Amount Excludes Decimals 0

1. Fields can be moved up or down depending on how the file is
organized. The fields must be in the order they appear within

the file.

2. Enterthe field length for each field.
3. Enter the number of header rows the program should ignore.

+ Insert New Field

< UPLOAD DETAILS X

Payee
FILED LENGTH °
16

Wwrite Date

FILED LENGTH (-]

+ Insert New Fiela

Number of Header Rows o Skip

HEADER ROWS
2

Amount Excludes Decimals

b. Ifthe amounts in the file exclude decimals, select that option at the end of

the upload screen.
Review and submit.

If issues exist, an error will display. Review the layout information for accuracy. If
you continue to have issues, please contact Sterling Bank at 715-537-3141.

Manage Templates can be used to save the file format so you can upload a file using
a template instead of entering field information each time.
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Reviewing Exceptions:

1. While on the Positive Pay page, any

POSITIVE PAY EXCEPTIONS

exceptions will appear under Current
Exceptions. All Accounts >

2. Select the pencilicon to modify the

Updated: Feb 07, 2019 3:21:22 PM G
decision for each item.
PAID NOT ISSUED
3. You can check multiple items thatyou 100 $65.00 >
Mike's Acct #1954 08/14/2017

want to return or pay or you can select
an individual item and select to
Approve, Fix, or Return.

Positive Pay Exceptions

100

Approve Fix Return

ACCOUNT
Mike's Acct *1954

AMOUNT
$65.00

DATE
08/14/2017

EXCEPTION REASON

Paid Not Issued

4. When viewing an individual item, the front and back image of the item will display
for you to review.

ACH Positive Pay
ACH Positive Pay is way to set and manage ACH controls to protect against fraud.

When logged into Digital Banking, a Positive Pay section will appear in the left menu. This
section displays Positive Pay exceptions, decisions, issued items, and Filters. Filters are
used for ACH Positive Pay.

By selecting the Filters section, a list of enabled accounts will display.

10/3/2024



Create and manage filters to notily you and others of pending ACH items, blocked iterns malching a
ruleset, or make decisions on pending ACH items.

Business Checking (*2741)
9 Filters H]

Mo associated emeail addregges

e Details — displays associated email addresses for notifications.
e Transactions —review exception items or review history.
o Lists—Allow list, Block list, and Watch list would display here.
o Allow list will indicate ACH transactions allowed to post.
o Block list will indicate ACH transactions not authorized.
o Watch list will postitems not on the above two lists. A notification will be
generated by email to review the item.

Add a company to the Allow List:

1. View Filters and Select the account.

2. Account details will display, select the +
. X All future ACH transactions sent 10
icon at the top of Manage Allow List or Checking (*011) from this company will be
select +Add New Company to Allow List. processed.
3. Enterthe company Name and Company ID, Enter & name to easlly identity this company
then select Save ltem. COMPANTY NAME
. . The New Company s——
4. Note: Once a Company ID is saved, it

cannot be edited. If an error was made in Enter the company's ID number
the ID, delete the company and create it i
again.

Once a company ID has been crested it cannot be changed later

Once the first company is added to the Allow list, “

an option will appear to set up automated actions for ACH transactions. These actions
include:

e Sending an email notification for any ACH Credits and/or Debits from an unlisted
company.

e Automatically rejecting any ACH Credits and/or Debits form an unlisted company.
Add a company to the Block List or Watch List:

1. View Filters and Select the account.
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2. Fromthe list section, select the + icon on the Manage Block List or Manage Watch

List Window.

Select the Item Type you wish to use as a filter.
Enter the required information for the selected
item type.

For the Block List items, mark the Notify via
Email checkbox if you would like to receive an
email notification when an item is unposted.
Blocked transactions will also be listed as an
exception item within Positive Pay.

SELECT ITEM TYPE x

Company ID

Block incoming fiems matching a comparnylD

Transaction Critena

MCOIMING RedMS Dased on Unkque CIFETE INCILGInG DIial nu

5. Select Save Block List Item or Save Watch List [tem to confirm.

Reviewing ACH Positive Pay Exceptions:

ACH Positive Pay exceptions will appear along with check Positive Pay exceptions.

Notifications

1.

To receive notifications for ACH Positive Pay exceptions, navigate to the Filters

section within Positive Pay.
Select the account to reach the Account
Details window.

Select + Add Email Address.

Enter the email address then select Save

Email Address.
To delete an email address,, from the

account details window, select the email

address.

TEST TEST TEST
Account *096

ASSOCIATED EMAIL ADDRESSES

Any notifications will be sent to these email addresses

\ NO EMAIL ADDRESSES

+ Add Emall Address

a. Awindow will appear with an option to Delete This Address.
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