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POSITIVE PAY

To access Positive Pay you will log in to GWCU online banking in the menu tab you will select
positive pay. The credit union will set up one user for the business; it will be an Admin user. If you
want to give additional users access to view and approve alerts, you will be required to add
additional users in the GWCU online banking platform first.

Adding Additional Users to Positive Pay

Once the additional user has been added in the GWCU online banking platform, you can log in to
positive pay and create additional users in positive pay.

1. Asthe Admin user you will go to the Dashboard and click Manage Users

Dashboard

e
i

action View Change Modu

Please select an existing user or Create a new one.

Select User

A Doe, Jane

A Marks, David

User Type

Normal b

3. The New User page appears. Fill out all fields available, then click “Create User” button. If
you want text alerts a cell phone number is required.
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Cuthbert Allgood

First Mame Last Name

Email Address Contact Phone Number Cell Phone Number

Create User

4. The New User interface will display these fields, it will default the information you entered
on the previous page. You need to enter their SSO ID it is case sensitive, it must be
entered exactly how it is in Alkami.

| Active [] Admin (Manage other non-admin users)
550 1D
First Mame Last Mame
Email Address Contact Phone Mumber Cell Phone Number

5. The User profile page appears. Scroll down to the “System Roles” section of the page to
select what roles should be enabled for the user.

System Roles

[all | none]

Audit Report Notification Delivery Consolidated
Report Transaction History View

6. If you signed up for ACH Alerts, you will see this section. Select the account(s) and move
to the other side by highlighting and clicking the arrow. After you’ve moved the account,
select the User Privileges for ACH Alerts.
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ACH Positive Pay

Available Accounts Selected Accounts

WOST26)

7. After you’ve moved the account, select the User Privileges for ACH Alerts. A brief
description of the privileges is listed below.

User Privileges
nel

Act on Approved List Act on Blocked List Approved List

Blocked List Change Transacthon Status Notification Rules

Motification Rules Report Transaction History
User I~ View Decision
Privilege Description Setup Transaction Transaction
Act on User has the privilege to view
Approved transactions and to add companies to v
List the Approved List.
Approved User has the privilege to view Approved v
List List report.
Change User has the pnvilege to view
Transaction | transactions and to change the status of s
Status transactions. User must also have the

Transaction History User Privilege.

Notification = User has the privilege to configure the Vs
Rules notification conditions for accounts.
Notification = User has the privilege to view
Rules MNotification Rules for accounts. v
Report
Transaction | User has the privilege to view v
History transactions.

8. The alert method can be chosen from the dropdown. Select the account(s) and move to
the other side by highlighting and clicking the appropriate arrow.
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Available Accounts

(xxxx5726)

Selected Accounts

>

<%
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Alert Method: BLTES
Email

Email, SMSText
SMS/Text

9. After you’ve moved the account(s), select User Privileges for Check Positive Pay. A brief
description of each privilege is listed below. Save User when done.

User Privileges

[all | none]

[] Issue Item Status Report
[ Delete Issue File

[ Issue Load Alerts

[] Manual Issue Entry

] Transaction History

[] Change Transaction Status

[ view Issue File Status [ Issue Templates

[] 1ssue Warehouse

[] Load Issue File

Save User

Issue ltem Status Report

Delere Issue File

| Issue Ttem Status Report
¥| Delete Issue File
¥ Issue Load Alerts

¥ Manual Issue Entry

Issue Load Alerts

Manual Issue Entry

Allows the user fo view issued items by status
for a specific date or dafe range.

MOTE: Issue ltem Status Report must be
enabled. ‘

Requires \View Issue File Status privilege.
Allows a client user to delete an issue file that
was previously loaded if no issue items in the
file have been used in matching.

MOTE: Delete Issue File must be enabled.

Will receive success or failure alerts when
users load issue files

MOTE: Issue Load Alerts must be enabled.

Allows the user fo manually create an issue
iterm.
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¥| Transaction History
[# View [ssue File Status

¥ Issue Warehouse

Transaction History

View Issue File Status

Issue Warehouse

Allows the user to view check transactions that
have been presented for payment. If this privilege
is enabled, the user will also have access to an
item lookup sub-menu option.

Allows the User to view the status and detail of all
issue (files) loaded or manually entered into the
system.

Allows the user to view issue files loaded into the
system.

¥ Change Transaction Status
¥ Issue Templates

¥ Load Issue Fle

Change Transaction
Status

Issue Templates

Load Issue File

Requires Transaction History user privilege.
Allows a user fo change the status of a
transaction from return to pay or pay o refum.

Allows a user fo create a template that defines
the format of the issue file they will load and the
format and focation for the data elements that
will be provided in the file. If this privilege is
enabled for a user, the user will also be able fo
manage additional issue fields.

MOTE: Issue File Mapping must be enabled.

Allows the user to load issue files via the Client
Portal.
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ACH Positive Pay
The ACH Positive Pay Dashboard is a quick reference summary of the current day’s file
information. From here you can navigate to individual modules using the active links.

e Total ACH Debits

e Setto

Pay

e Approved List Exceptions

e Setto

Return

ACH Positive Pay

Total ACH Debits $0.00
Setto Pay

Approved List Exceptio

$0.00

ns $0.00

End of Day Cut-Off Time: Thursday 9:00 AM MDT

o
Q Set to Return £0.00

o

Below are brief descriptions of each Current Status type.

Starting

Changed To

Description

Change Allowed

Status
Pay — System

Transaction loads with status Pay — System if
Company ID does not meet Approved List
parameters.

Until
Return Deadline
Rules Expire

Approved List
Pay

Transaction loads with status Approved List
Pay if Company |D meets Approved List
parameters.

Return Deadline
Rules Expire

Pay — System

Return — User

Client User may change transaction status to
return the transaction which will change the
status to Return - User. This action must be
performed within the Return Deadline Rules.

End of Day

Approved List
Pay

Return — User

Client User may change transaction status
Approved List Pay to return the transactions
which will change the status to Return — User.
This action must be performed within the
Return Deadline Rules.

End of Day

Return — User

Pay — User

Client User may change transaction status
Return — User to pay the transaction which will
change the status to Pay — User. This action
must be performed before End of Day.
Transactions with status Return — User after
End of Day cannot be changed to pay.

Return Deadline
Rules Expire

Pay — User

Return — User

Client User may change transaction status
Pay — User to return the transaction which will
change the status to Return — User. This
action must be performed within the Return
Deadline Rules.

End of Day
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Viewing Transaction History
1. The transaction details are displayed for the files loaded on the date shown in the upper

right-hand corner.

Goldenwest

; : Date Range
Transaction History -
& Today
Y Fliters »
44 transactions totaling $128,125.00
Rows 1 25 of 44,
Date Company Account # Amount Current Status Manage
3 03/16/2018 ABC Corporarion 001253 $25.00  Return- User @pay
> 03/16/2018 ABC Corporation 0001475 $25.00 Pay-System
» 03/16/2018 ABC Corporation 00xK1 555 $25.00 Return- User
> 03/16/2018 ABC Corporation Xx¥x1253 $250.00 Return- User
» 03/15/2018 ABC Corporation kK1 475 $250.00 Pay-System
> 03/16/2018 ABC Corporation 0001475 $100.00  Pay-System
> 03/16/2018 ABC Corporation 0001253 £100.00 Pay- System
2. Clicking the arrow (>) will expand the detailed information for each transaction.
; Date Range
Transaction HIStOfy =
=Apil 23, 2018~
Y Filters >
0.00
Date Comparry Accourt # Amourt Current Status Manoge
Vv 04R3/2018 GADeptofRev 01250 $15,00000  Return - System

Account: Payroll o 1250
fransaction ID: 512598734

Incividual Name: ABC Payrol

@Dovinlcad As 5V

SEC Coge: CCD
Description: CCO
Trace & 323173360158183

Company [T FITTCAT

Add 1 Approves List

Deadline To Pay: Monday 5:00 PMEDT

Approved List Yiclstion: Transacion Amount; 15000 is greater than Approved List amount 1000

3. Click the box under the Manage column for the transaction to change status.
a. IMPORTANT: The Current Status column is the action that will process. The
Manage column gives members the option to change the status.
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Current Status Manage

Asturn - User

Fay - System

Return - User @ pay
v
-y
ro-spem
Piry - System m

Written Statement of Unauthorized Debit

If an item is changed to Return and requires a Written Statement, the Written Statement of
Unauthorized Debit window will open. The Written Statement must be completed to return the
transaction.

1. Select the reason for return.
2. Select Next.

Written Statement of Unauthorized Debit

To return this transaction you are required to complete a Written Statement of Linauthorized Debit
This transaction is @ ARC ACH debit for $25,100.00 to Boc Co. from your account xxxx2000

An ARC (Accounts Receivable Entry) is a single entry debit initiated by a Business to the check writer's account based on an eligible
source document provided to the Business by the check writer via (1) the U.S. mail or delivery service (2) at a dropbox location or (3)
in person for payment of a bill at a manned location. An eligible source document is defined as: For the routing number, account
number and check serial number pre-printed on the check: and the amount on the check.

Please select the reason you are returning this transaction:

Notice Not Provided by Originator

The Amount of the ARC Entry was Not Accurate
Both the Document and ARC Transaction Presented
Item is Not Eligible for Entry

3rd Party Did Not Send Funds to Payee

Improperly reinitiated

Elv—' 2
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3. Click the “I consent to electronically signing this form” acknowledgement box.

Written Statement of Unauthorized Debit

Change Reason
Return Reason: Naotice Mot Provided by Originator

I User One. state that | am an suthonzed signer or have corporate authority to act on the account "ARC Consumer” ending
oo 2000, | am refumng thes ransacion because

Nonce was not provided by the Ongmator i accordance wath the requuirements of the NACHA Operanng Rules

I certify that the foregoing is true and correct

I consent to electronically signing this form I

Electronic Signature

User One

* Download PDF Copy

m Back e-signature needed

4. Click the Electronic Signature box and type your name.
5. Click Sign.

Written Statement of Unauthorized Debit

Change Rea

Retiirn Beasnn: Motee Mot Prowided H‘!,'I:-\!TIIJIH.JTIII

I. User One, state that [ am an avthonzed signer or have corporate authonity to act on the account “ARC Consumer” ending in
xxxx 2000, I am retunmung this transaction because

Netwce was not provided by the Onginater wn accordance wath the requirements of the NACHA Operating Bules
I certafyv that the Iblrguuhg s truae and correct

I comsent to electronically signing this form

Electronic Signature

User One

# Download PDF Copy

.. [

Approved List

Below are brief descriptions of the Approved List fields.
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Field Hame Optional or Field Validated Field Content
Required Field
Company ID | Required Exact Maich Max: 10 “alid
Characters:
AT
a-z
# (number sign)
o9
, (comma)
- {dash)
(Space)
(underscore)
Company Optional Mot Validated Max: 16 alid
Mame Characters:
AF
a-z
# (number sign)
09
, (lcomma)
- (dash]
(Space)
(underscore)
Max Amount | Optional, The transaction meets the « Blank: Any amounts | “Walid
however, it is parameters when the meet the parameters | Characters: 0-9
recommended amount is less than or equal | » Zero: Mo amount
to enter an to the Max Amount meets the
amount The transaction does not parameters
meet the parameters when = Highest amount:
the amount is greater tham $99,999 999 .99
the Max Amount.
Frequency Optional If multiple transactions are +« Daily: 1 business Counter:
on a file, the sort order is days
highest to lowest dollar » Weekly: T calendar The countsr
value. days begins with the
If the transaction with the » Bi-Weskly: 14 first transaction

highest dollar value exceeds

calendar days

received after

the Maximum Amount, all « Monthly: Monthly the Company
transactions on the file are date-to-date and Account is
not approved. « Quarterly: Quartery | added to the

If the transaction with the date-to-date Approved List
highest dollar value is equal | « ‘Yearly: Yearly date- | regardiess if

to or less than the Maximum
Amount, that fransaction is
approved and all other
transactions on the file are
not approved.

to-date

Date-to-Crate
Exceptions:

Mon-Leap Year
January 29, 30, 31:
February 28

Leap Year January
30, 31: February 29
March 31: April 30
May 31: June 30

the transaction
meets or does
not meet the
parameters of
the Approved
List.
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« August 31:
September 30
s+ October 31:
Movember 30
Start Date Required « The transaction meets the The Start Date is based | Valid
parameters when the date is | on the seitlement date. | Characters: 0-9
equal to or after the Start
Diate.
« The transaction does not
meet the parameters when
the date is before the Start
Crate.
End Date Optional +« The transaction meets the The End Date is based | Valid

parameters when the date is | on the settlement date. | Characters: 0-9
equal to or before the End
Drate.

+ The transaction doss not
meet the parameters when
the date is after the End
Diate.

+ The fransaction meets the
parameters when the field is
blank.

1. Click Transaction History to open the Transaction History page.

Tran t Hist Rate Range
ansaction History iy
Y rean ’
o Company AMAs Aarsont Manep
ADC Corpnrati o ooy 1N AZL0 memen - Unver
P OIS ARE Covgnt aliow PITTRL L A2L00 Py st m
> OO ADC Cotparmion ocex 1555 $2900  Rwturn - Useer
> OMIWI0NN ADC Curptmin s 1283 SAS000  Habinm - e m
LeIn A ANC Cropeee e wveald T CHN 0N Pay  Gpetee m
» ’ A vatim prereer $90000  Pay - System m
> Cutans ABE Conplation $I0R00 Py - SR
2. Click the arrow (>) beside the transaction.
w DGR ABC Corporation x| 475 52500 Pay - System m
REERNE AEFIE Neehakre rmi 476 £ Coslon PIE -
Transactien [Tt T2BE7B00 Dascripman: PPD

Dezdine To Return: 05132008 5:00 P EDT
Trofvidual Mame: A0S Becaisable Tewce #: 0EA2085 1 0030041

Comoany 1D FOTCAT

3. Click Add to Approved List to open the Add Company to Approved List window.
4. Click Save.
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Add Company to Approved List

Cofmpany 1 O pany Marme Bl AdThoLing Frequiency StarT Ciabe End Date I
T T A Dt il B 10000 1 ONF2FHAR i ]

Field Description Can Be Modified

Company 1D Populated with data in the transaction

Company Name Populated with data in the transaction

Max Amount Populated with amount of fransaction v

Frequency Left blank v

Start Date Populated with date of transaction ¥

End Date Left blank v

Check Positive Pay (Pro-Chex)
The Check Positive Pay (Pro-Chex) Dashboard is a quick reference summary of the current day’s
file information. From here you can navigate to individual modules using the active links.

e Exceptions
o Clicking on the dollar amount hyperlink on the Exceptions line will direct to a
filtered view of Transaction History that will display only exceptions that require a
decision.
e Setto Pay
e Setto Return
o Clicking on the dollar amount hyperlinks on the Set to Pay or Set to Return lines
will expand the view to display a breakdown of the total for each category. System
Pay or Return indicate transactions that will pay or return if no action is taken due
to the default status. User pay or return indicate a Member user decision has
occurred.

**IMPORTANT: Check items are default set to Pay unless action is manually taken to Return (see
Managing Exceptions).

PRO-CHEX

End of Day Cut-Off Time: Thursday 7:00 P EDT
S8t to Fay $45.159.97 [ 80 ]

Exceptions 345, 234

S8t tg Return g74.F (2]
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Manual Entry
Members may manually enter a list of checks that have been issued
of the fields that may be displayed in the manual entry screen.

. Below are brief descriptions

Field Criteria Use
Serial # The check her/serial # is alwa < To identify if the check was
o cheet A SEraiE e ree 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.

Payee Name

The persons) or entities fo whom the check was intended fo pay.
The field will support entry of multiple payee names (maximum of £
allowed) by clicking “Enter” to input another name on the next line.

This feature is optional, and the field will only appear for accounts
configured for payee positive pay.

Used to identify if the name in the
“Pay to the order of” line has been
alterad.

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 should be analyzed for matching
Status advises the CU If a check has heen issued and distributed, issued, (issued) or if a check was
later voided and not distributed or issued, distributed and stop presented for payment that was
payment order was requested later. The issued and void status previously voided or stopped.
values will always be available for selection. The stopped status will
Issuance A date the check was issued and valid for payment is always Used to determine if a check is
Date required. The issuance date will always default to the current date, presented earlier than intended or
but the user can assign a back or future date. later than allowed.
- Cnly available if the 1ssue Templates user privilege is tumed on for | Used for account reconciliation
Additional - ) ) ] ) ) .
lssue Fields a user. Additional issue fields are typically used if a Client requires purposes. Example: An invoice #

PRO-CHEX to retain information related to the issued item for
reconciliation purposes.

associated with a check.

1. From the Pro-Chex module,

click Perform > Manual Issue Entry.

Set 1o Pay

Dashboard & Man:

Exceptions $7,975.01

—

PRO-CHEX

End of Day Cut-OFff Time: Tuesday 5:00 PM EST

L8]
6]

Sel to Return 6,207 356
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Welco

# Perfarm = Al Reparts »

i1
z

hange Madule =

[=zue File Load

Manual Issue Entry

me

Plaase use the above menu 1o sele an amon

2. The Manual Issue File Entry screen will appear.
3. To edit any row, click in the fields to be edited and make changes.
4. Click Save when finished.

Account”

Manual [ssue Entry

Auto populate next dheck number:

Fow Serial Mumner Arngurit Fayee Hame" Status Iszuance Date
E&tia 4 DEAI3/2020
0 ik 2y row to sibict Eha row for editng
Emm
Account Select appropriate Account Number from the drop-down menu.

Auto populate next
check number

Row

Serial Number

Amount

Payee Name

Status

lssuance Date

When checked, the next check number will auto-populate in the following row. This feature is
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.
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.

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

Type the dollar amount for this manual issuance file in the Amount field. Or use the up and
down arrows in the Amount fizld to select a dollar amount.
Type the payee name for this manual issuance file in the Payee Name field.

NOTE: If CU supports multiple payee names, hit 'Enter’ between names, maximum of 4 payee
names per item.

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.

Click on the Issuance Date field and select a date from the calendar that this item was issued.

Phone: 800.283.4550 - Fax: 801.337.8382 - www.gwcu.org « 5025 Adams Ave South Ogden, UT 84403 «

P.0.Box 1111« Ogden, UT 84402




Goldenwest

5. The Manual Issuance File Status detail page will appear.

< Back 19 STalLE MAMUAL_ 1590702 542454
File Status
Jueued Proces=ing Proces=ed Approved Complet= Deleted
Fle proce=sirg = complete ey [t below to see items
@ View tems 6 [ite
Rivws 1 -6 ol 6,
Acoount Humber Serial Humber A Payee Name Satus Lead Datbe Issuamnoe Date
sl 1R 1610 S5500  Arthur Dant SNAILAELE_FOR_MATCHIMNG 0%5/2E/R0H0 17:45:02 EDT D5/2E/2020
tlartin Freeman
w0 151 1511 9304 Frani Chary VAT ABLE_FOR_MISTCHING [5/28/200 17:40:02 EDT D5/2B/2020
Huwe] 117 1612 £T43.45 The Providendial Group AMATLABLE_FOR_MATCHIMNG 05282020 1704502 EQT 0528/ 2020
woocel 111 18132 $6.14  |om McGes AVAILABLE FOR_MATCHING 0%/ ZE/ROED 17:45:02 ECT D5/2E/2020
Heed] 117 1614 s2A71.08 WELroCRMar AMATLABLE_FOR_MATCOHING 05/ 202020 174502 EOT 05 28/2020
woocel 111 115 S1990  Cosica AVAILAELE_FOR_MATCHIMNG 0%/ ZEAR0ED 17:45:02 EOT DA/2E/2020
Teere
Account The account number on each issue item.
Number

Serial Number
Amount
Payee Name

Status

Load Date

lssuance Date

Phone: 800.283.4550 - Fax: 801.337.8382 - www.gwcu.org « 5025 Adams Ave South Ogden, UT 84403 «

The serial number of the issue item.

The amount of the issue item.

Mame of the payee from the issue item.

Available_For_Matching The issued item is available for exception matching against an
incoming check.

Duplicate Issuance

Used in Matching

This issued item is a duplicate and has already been issued.

This issued item has been used in the exception matching
against an incoming check.
Date and time the file was loaded.

Date the item was issued.

P.0.Box 1111« Ogden, UT 84402




Goldenwest

Issue Templates
Members may upload issue items using files that can be generated out of most accounting
systems. Multiple file templates can be set up, displayed and used.

1. From within the Pro-Chex module, click Manage > Issue Templates.

PRO-CHEX # Manage - A Perform - o Reporz: -

i
1

lssue Templates —

Addamianal lssue Febds
ywelLorne

Plzase use the abowe mienu ta selectan action

2. Toview or edit an existing template, click the pencil icon for the appropriate template.

3. To delete an existing template, click the checkbox next to the Templates to be deleted
and click Delete Selected.

4. To create a new template, click Create New Template.

Client Code Client Name Ternplate File Type
Delete Fiter by Client Coda Filter by Client Name Fiter by Template Fiiter by Flle Type Edit'View
Sy Cur @ Sepa ated 7
DBFI Fixed Width Fixed Width Pa
Excel 97-2003 Workbook Excel 97-2003 Workbook 7’
3 Cient 2 Excel Workoock Excel Workoook 7z
L3 Cient3 Excel Workbook 2 Excel Workpook 7
Delete Selected
Creating a New Template
1. The template name, file type and template status values are required.
2. The header and footer fields are optional.
Create New Template
Template Name File Type’ Template Status
-select file type v Active v
Number of Header Rows’ Number of Footer rows’ Template Level
0 0 Client v
Multi-Line Payee Name Separator:

Phone: 800.283.4550 - Fax: 801.337.8382 - www.gwcu.org « 5025 Adams Ave South Ogden, UT 84403 «

P.0.Box 1111« Ogden, UT 84402



Goldenwest

3. Excel and separated files will require members to define the column data elements that

will be found.

Create New Template

Template Name

Number of Header Rows’

0

Multi-Line Fayece Name Sepatatur,

File Mapping
Add  Input Field’

Serial Number

Amaunt’

Status’

0 Account Number’
O Issuance Date’

(] Payee Name’

Save

File Type’ Template Status
Excel Workbooxk v Active v
Number of Footer rows’ Template Level’
c Client v
?
File Column’ Field Format

@ Fractional Dollars (12.34)
Whole nurmbers of cents (1234)

1SSUED - for ISSUED
STOPPED -for STOPPED
VOIDED - for VOIDED

- Place the aursor aver this label for more information

4. Fixed Width files will require members to define the start and end position in which the
data element is located.

Phone: 800.283.4550 - Fax: 801.337.8382 - www.gwcu.org « 5025 Adams Ave South Ogden, UT 84403 «

P.0.Box 1111« Ogden, UT 84402




Goldenwest

Create New Template

Template Name File T}q:-e’ Template Status
Fixad Width v AClive W

Number of Header Rows’ Number of Footer rows’ Template Level’
0 ] Cliant e

Multi-Line Payee Narne Separatorn ¥

Add

Sawve

Input Field’ Start Position” End Pasition’ Field Format

Sorial Mumber

Armount’ ® Fractional Dollars (12.24)
whole numbers of cents (1234)

Status’ ISSUED - for ISSUED
STOPPED ~IGESTORRED
VOIDED - for VOIDED

ACCOUNt Mumber’

Issuance Date’

Fayee Nai e’

. Place the cursor aver this label for more information

The File Mapping section displays the required fields.
The Check Serial # and Amount fields are always required.
Members must specify if the amount data in the file to be imported will or will not contain
decimal points.
a. If the Amount value is set to Fractional Dollars, then 100, 100.0 and 100.00 are all
processed the same.
b. If the Amount value is set to Whole numbers of cents, the system will divide by
100 and save it as a dollar value. A value of 100 would be saved as $1.00 in the
system.
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8. If the Status box is not checked, Pro-Chex will load all issue items with a status of Issued.
9. If the Account Number box is checked, members can import one file that contains issue
items for multiple accounts. If the box is not checked, Pro-Chex will require members to

select the account the checks were issued on.
10. If the Issuance Date box is not checked, Pro-Chex will default the issue date to the date

the file was loaded.

Loading Issue Files
1. Inthe Pro-Chex module, click Perform > Issue File Load.

Welcc :

2. Select the Template from the drop-down box.

Issue File Load

Template to Use With lssue File

- selact ternplate - Create New Templata

- celect remplate -
1234

Csy

DIBFT Fixed Width

Excel 57-2003 Workbook

excal warkbook

ExcelWorkbook 2

lestTemplated

tesier

3. Click Browse to select the appropriate file.
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[ssue File Load

Template to Use With Issue File Account’
Ex " i ” ERErierds - w111 v Cragte May Tamplate
Wlawy Sedctan Te mplate

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

4. Click Remove to remove the file.
5. Click Browse to add more Issuance Files to upload.
6. Click Upload to upload the current file(s).

Issue File Load

Template to Use 'With Issue Flle Account’

Excel Workbook 2 B FFFrends - ooeed 119 - Craata Maw Template

Wiew Selected Template

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

b

B e 0820-001 zlse I remiuwe | @ uploag

7. If errors were encountered during the initial processing of the issuance file, the Parse
Errors display will appear, allowing members to view the error detail within the file. The
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most common reason this error would appear is because the file contains improper
formatting.
8. At this point, members will have the option to:
a. Correct errors
b. Delete individual errors
c. Delete all errors
d. Discard the file

& a ssue 0525-001.xlsx
Fil= Status
(e ¥ < Py 3 A, T f t
s oading. Vievs kst below to edit errors. If errors remain after 05003420, tne Lzuamce flie wil De automancaly dizcarded
& Ed o i
Ra C
Une
Number Account Seral Numnber Amount Payee Name 1ssuance Date Delete
33 5235 $63.33 C vebex, LLC 05/28/2020 | ]
5 5555555455 SR S Jaracnan Con 1 5 *
555 5 rde €
sercezztee 8 Richard o £
b3 lier Lanade art Dy -
5555555555 S260 2 Aichard Canova 05/28/2020 [ 4
5555555555 0ls §53.24 Qicnard Canova £5/28)202 E
1 sza2 $23.00 Aouances Mediel, Inc OSfI%/2020 4
38555553S88 0253 $5.13 Civ Uy Bank S 202 E
© Click any row to select that row for edic ng
Discare Fike

9. Click on any of the fields highlighted in red to make updates or changes.
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@® £dit 9 Errors
Rows 1 -S20f9,
Line
Number Account Serial Number Amount Payee Name’ Issuance Date Delate
5555555555 9255 €5.55 Cisco Webex, LLC 2020-05-28
select account v 5255 § 8555 = Z < & | 05/28/2020 =
4 Csco Wiebex, LLC 1]
5 5256 $600.00 Jonathan Copeland 05/28/2020 [i1}

10. Once all errors have been corrected, the file can be reprocessed by clicking Save and
Submit.

Line
Number Account Secrial Number Amount Poycc Nemc Stotus [3suance Dote Dclete
FFFriends 10015 542073 Corsld McDuck ISSUED 02/27/2020 @
w1111
2 FFFriends 1018 £4,20037 Buzz Lightyesr ISSUED 02/29/2020 [
2000
3 FF= Payroll 1019 54237 Stitch ISSUED 02/27/2020 a
02222
4 FFFriends 1020 §473 Ulo ISSUED 02/27/2020 (5]
wooord 111
5 1021 $42437 Goofy ISSUED 8
5 FFFriands 1022 §420.73 Dal= ISSUED 02/27/2020 [}
womit]
FFFriends - 1023 £420.9 Simba ISSUED 021232020 a
w00 111
3 FFFriends - 1024 $12000 Hagwaris [SSUED 02/37/2220 fi.'
001111
4 ———— — e Aesy-Dact —— e s
© Click any row to select that row for editing 1

Discard File Save and Suomiz

11. If the file processes successfully, members will be able to view the details on all the items
in the file.
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< Back to Status

Filz Status

Quewed

Account Mumber  Serial Number

Wkl 111 9255
w117 9256
wor] 111 9257
Wl 111 9238
wokl 111 92539
wou 111 9251
ookl 111 9262
WO 9263

Issue 0529-001.xls%

Processing Processed

@ View items: B Itams totaling $8,066.91

Amount

365.55

SE00.00

5260.00

.00

$533.00

§53.36

§24.00

56.130.00

File processing is complete. Viaw ISt Delow 1o 5ee [1ems

Rows1-Bof

Payee Name

Cisco Webes. LLC

jonathan Copeland

Qifice Pride

RIChard Canava

Waller Lanzden Dortch & Davis, LLP

Richard Canova

Advanced Medical, [nc.

Crizens Union Bank (v)

Approved Complete Delzted

o=

Status

AVAILABLE FOR_MATCHING

AYAILABLE FOR MATCHING

AVAILAELE FOR_MATCHING

AYAILABLE FOR_IMATCHING

AYAILABLE_FOR_MATCHING

AVAILABLE FOR_MATCHING

BYAILABLE FOR_MATCHING

AYVAILABLE FOR_IMATCHING

Load Date

D5/29/2020 10:0::33 EOT

Y2020 10:04:33 EDT

Issuance Date

5/28!

U5/Z29/2020 100433 EOT

05/29/2020 10:04:33 EDT

05/29/2020 10:04:32 ECT

05/20/2020 10:04:33 EDT

O5/Z9/2020 106433 EDT

05/28/2020

05/28/2020

05/28)

f28/2020

[}

Delere

Managing Exceptions

Listed below are the possible Exceptions and the order in which they are flagged by Pro-Chex.
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Exception
Order

1

10

Exception Code

Issuance not found

Issuance already used

Issuance voided

Issuance stopped

Issuance amount mismatch

Amount over limit

Issuance date in future

Issuance stale dated

Issuance payee mismatch

Exception reason missing

Reason

Check presented where no issue item is found to match against.

Check presented with a serial number previously presented.

Check presented with a serial number of an issue item marked with a
void status.

Check presented with a serial number of an issue item marked with a
stop status.

Check presented where amount of check differs from issue amount.

Transaction amount is over the limit.

Check presented with a date that is before the issuance date on the
issued item.

Check presented with a date that exceeds the specified number of
stale days for the account.
Check presented where payee name differs from issue payee name.

This message will only appear to customers of CU's that are in Fl or
Hybrid Matching mode. This exception reason is only used if the
reason that is coming into PRO-CHEX hasn't been mapped in PRO-
CHEX.

1. Inthe Pro-Chex module, click View > Transaction History.
**IMPORTANT: The Current Status column is the action that will process. The Change
Status column gives members the option to change the status. If the transaction is not
eligible for a decision, the button will display as Ineligible.

**IMPORTANT: Check items are default set to Pay unless action is manually taken to

Return.
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Transaction History

Oﬂﬂuln

@ fetum

Qﬂﬂwn

O Aeturm

v

a2

3

2
® H
i .
§ ;

=)

@ wetian

2. Change Status — Pay
a. If the Current Status on an issued item is set to Return, members can opt to
change the status to Pay if the member determines the check should be paid.
b. Click the Pay button under the Change Status column.

7
Transaction 10 Account Numbes Serial Nurmber Debit Current Status Dateli Change Status Exception

> 18454 X - $6.13000 Returm-User 03-18-2020 ePa/

3. Change Status — Return
a. If the Current Status on an issued item is set to Pay, members can opt to change
the status to Return if the member determines the check should not be paid.
b. Click the Return button under the Change Status column.

9 3 - 3 | RETG -, = F-AR-IH
> 14463 woexi 111 BS7S 52400  Pay-System 03-15-1020

c. Check Return Reason pop-up window appears. Select the appropriate reason for
the Check Return.
d. Click Save.
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Select a check return reason:

Armount Incorrect
Duplicate
Fraudulent

Prior Stopped

Prior Vold

Refer to Maker
Serial # Incormect
Signature lrregular
Signature Missing

Stale Dated
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