$%% Community Bank

USER GUIDE

Converting Customers Positive Pay

View/print Positive Pay file mapping prior
to conversion

1. Go to ‘Positive Pay’, click ‘Edit Upload
Format’, and select the format type.

2. Select the name of your saved format.

3. Screen shot or print the format page..

To create the mapping on Premier Business
Connect:

1. From the Slide-out menu, select ‘Payment
Fraud Control/Check Positive Pay’.

2. Scroll to the Check Issue Management
widget.

Select the ‘Import Mapping’ tab.
4, ALL FIELDS ARE REQUIRED:

a. Account Number, Issue Date, and Issue/
Void Indicator will now be required to
be included in your file.

b. While the mapping requires a position
for the payee information field, the
payee information is not required to be
included in the file.

c. The bank will only verify payee
information if you have enrolled in
Payee Name Verification. If you are
unsure if you are enrolled in Payee
Name Verification please reach out
to your Cash Management Officer or
commercialservices@cbna.com.

d. Complete the fields in the applicable
Comma-Separated Import Format
column OR the Fixed-Record Import
Format (based on your file format).

Please see the following page for file
format specifications.

Edit Positive Pay/ARP Upload Farmat ()

For assistance with Positive Pay, please call 866-764-8638 Option 3, option 3.

Select Upload Format to Edit: | Select Option...

Select Upload Formart to Edit:

Select Delimited Format to Edit:

Delimited -

Select Option... v

Select Option... -

Add New...
Default Delimited
testl

CHECK ISSUE MANAGEMENT

CHECK ISSUES/VOIDS  IMPORT ISSUE FILES ~ IMPORT MAPPING

Comma-Separated Import Format
Field Name

Account Number (34)
Check Issue Number (11)
Amount (10)

Issue/Void Date (10)
Issue/Void Indicator (1)

Payee (50)

m clear

Position In Import File

1

2

4

5

o @
< < < < < <

Fixed-Record Import Format

Field Name Field Start Position Field Length Strip Zeroes
Account Number (34) 34 v O
Check Issue Number (11) v =]
Amount (10) ‘ 46 | i 10 v l O
Issue/Void Date (10) 56 10 v

Issue/Void Indicator (1)

Payee (50) 50 v

@ Equal Housing Lender | Member FDIC

-1-

© 2022 Community Bank, N.A. Rev. 11/2022



(63939, Community Bank USER GUIDE Converting Customers Positive Pay

Check Issue File Formats
The following tables show the standard positioning (Position in File, Start and Length fields), but note that
you can create custom maps.

Comma-Separated Import Format

Field Name Pos!tion Requirements

in File
Account Number 1
Check Number 2
Check Amount 3 Recomm_ende_d _to includg t_he_: dec_:imal _

If no decimal is included it is implied (2000 will load as 20.00)

Issue/Void Date 4 MMDDYYYY or MM/DD/YYYY
Issue/ Void Indicator 5 "I" for issue and "V" for void
*Payee Name 6

Fixed-Record Import Format

Field Name Start Length Requirements
Account Number 1 34
Check Number 35 N Right justified

Right justified
Recommended to include the decimal

Check Amount 46 10 If no decimal is included it is implied (2000 will load
as 20.00)

Issue/Void Date 56 8 or10 MMDDYYYY or MM/DD/YYYY

Issue/Void Indicator 64 or 66 |1 "I" for issue and "V" for void

*Payee Name 65o0r 67 | 50

*Payee Name is required in the mapping, but can be blank in the file. The bank will only verify payee
information if you have enrolled in Payee Name Verification. If you are unsure if you are enrolled in Payee
Name Verification please reach out to your Cash Management Officer or commercialservices@cbna.com.
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Importing a Check Issue File

1. From the Slide-out menu, select e — #
Payment FraUd Contro' and then seleCt CHECK ISSUES/VOIDS  IMPORT ISSUE FILES  IMPORT MAPPING
Check Positive Pay. I
2. Scroll to the Check Issue Management e ‘
W|dget 1 file maximum. 10,000 records per file maximum
3. Select the Import Issue Files tab.
4. Click the + next to Import Issue File
and then the appropriate radio button:
Comma Separated Import Format or
Fixed Record Import Format.
5. Do one of the following;
6. Drag and drop the file onto the widget.
7. Click the select file link, and then
browse for and select the desired file.
Note that one file with a maximum of
10,000 records is supported.
Entering manual Check Issues and Voids
1. From the Slide-out menu, select & _
Payment Fraud Control and then Check < Add Check |SSU9(S)/VU|d(S)
Positive Pay.
© Issued Check O Void
2. Scroll to the Check Issue Management
Wldget 11/02/202 ]
3. Select Check Issues/Voids and then the
+ next to Add Check Issue(s)/Void(s).
© Max 25 per form
- 1 + ® Issued Check O Void ADDITIONAL ITEM
The Check Issue/Voids widget appears.
Please Note: The Bank will only verify 1 sewedhecs o 000 ‘ 0 vordChesks
Payee information if you have enrolled o -
in Payee Name Verification. If you are
unsure if you are enrolled in Payee
Name Verification please reach out
to your Cash Management Officer or
commercialservices@cbna.com.
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Working any Exception Items

To view the exceptions list:
From the Slide-out menu, select Payment Fraud Control, and select Check Positive Pay.

The Check Positive Pay Exceptions appears at the top of the workspace with the By Account tab preselected by default.

Check Positive Pay Exceptions ( naaviaoe -

ALLACCOUNTS  BY ACCOUNT

CUTOFFTIME ITEMS  PAY RETURN

12:00 PM 2 8 0

SELECT ACCOUNT DECISIONS FOR ITEM STATUS
All accounts selected v I l 11/02/2022 ‘ [ Not Dispositioned v ‘
EXCEPTIONS £ Asof11/03/20220418PM Y [ | = L
O AL ACTIONS ACCOUNT NAME ACCOUNT NUMBER CHECK NUMBER PAID AMOUNT PAID DATE EXCEPTION REASON
a e Business Checking 12345678 121212 1,230.00 11/02/2022 Amount mismatc!

Check Positive Pay Exceptions (" haaw <

ALLACCOUNTS  BY ACCOUNT

CUTOFFTIME ITEMS  PAY RETURN

12:00 PM 29 28 0

When the exceptions
cutoff time approaches,
the edge turns red.

SELECT ACCOUNT DECISIONS FOR ITEM STATUS
All accounts selected v I l 11/02/2022 ‘ [ Not Dispositioned v
EXCEPTIONS v & Asof11/03/20220418PM Y [ | & L
O aw ACTIONS ACCOUNT NAME ACCOUNT NUMBER CHECK NUMEER PAID AMOUNT PAID DATE EXCEPTION REASON
(] o Business Checking 12345678 121212 1,230.00 11/02/2022 Amount mismatcl

EXCEPTIONS MUST BE DISPOSITIONED by 12:00 PM
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Making a Decision from the “Exception

Details” Page
Check Positive Pay Exceptions ( raawisger )
1. Select the desired exception in the
. ALLACCOUNTS ~ BY ACCOUNT
list.
2. In the Actions column click the ellipsis
marks . . ., and then click View. 1200PH P
Copeang sz | [wosos B [ oo S
Details of the exception appear I o s ¥ D 1 B L
. . o 1234 12345 1,000.00 11/03/2022 Payee mismatch Not Dispositioned
3. To pay the item, click Pay.
OR
To return the item, click Return, and
use the Return Reason drop-down OPERATING ACCOUNT - #55+1234
Exception Details
menu to select a reason: -
) 1234 Operating Account 12344 Not Dispositioned 11/03/2022 1,075.00 USD
«  Amount Mismatch
ABC COMPANY, INC. 10/27/2022 1,075.00 USD Payee mismatch
. Duplicate Item worsucrion [P— seauence NuwBER
Not Dispositioned 12:00 AM 000000000000000000
*  Fraudulent Item
*  No Decisioned Item @ eEd -

 Payee Mismatch
e Stale Dated Item
* Unauthorized Item
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Making a Decision from the “By
Account” Tab

In addition to decisioning an item from
the item detail page, you can also
take action on listed items on the By

Account tab. 387
D1oee 8

1. Select an individual exception item,
and use the Actions drop-down

menu to select either Pay or Return.

2. To decision multiple items in the list, BXCEPTIONS O wemmzmesien 7 0 | 8 L

GHECKNUMBER

check the checkboxes corresponding
to the desired items, OR check the
ALL box to select all listed items, and

] Operating Account 41234 12344 1075.00 11/03/2022

| - opeating Account woriz3a 12245 1o 1vovaez

uuuuu

then click either the Pay or Return o [v] 1
buttons at the bottom of the list.

If you decide to return multiple items,
select a return reason using the Return

Reason drop-down as described above.
In this case, however, the same reason

will be applied to all selected exception PABE R S
items. o e

Aecount Numbes Chack Humbar Admeeurd Exceplion Reason Paid Date

3. Click Continue. vt

T 1657 Ok ] & il Mo | 2 & 1
BT A O
f 1 L
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Selecting an Item Status on the
“B A t” T b SELECT ACCOUNT DECISIONS FOR ITEM STATUS
ccoun a
y All accounts selected v I ’ 11/02/2022 ‘ l Dispositioned v
Finally, you can filter the items that @ Dispostionsd
appear in the exceptions list by [ Not Dispositioned
disposition. Use the Item Status drop- EXCEPTIONS
. o ':: : 3 SELECT ALL ' ' CLEAR
down menu to select Dispositioned, Not
Dispositioned, or both, and then click
Done.
SELECT ACCOUNT DECISIONS FOR
Selecting a Different Account on the All accounts selected “ ‘ ‘ 11/02/2022
“By Account” Tab
If desired, you can select a different B Attenate Checking - 11 Exceptio...
account or accounts on the By Account [ Business Checking - 18 Exceptio...
tab. Use the Select Account drop-down Exd H Disbursements - 0 Exceptions
menu to make your selection, and then
click Done . EB Sav Test - 0 Exceptions
i .
g @ Payroll Account - 0 Exceptions DUNT NAME ACCOUNT NUMBER
[ PBCEB TEST - 0 Exceptions
O ~ iness Checking 12345678
| €D SELECTALL CLEAR
O rnate Checking 1111222
Selecting a Date or Date Range on
SELECT ACCOUNT DECISIONS FOR ITEM STATUS
e ccoun a All accounts selected v 11/02/2022 Dispositioned v
the “By A t” Tab
. . . . Last 30 D:
You can also display historical exception L:mazs < SEPT 2022 0CT 2022 >
items for a different date or range of EXCEPTIONS Last Month SomoT oW TR s som T oW T F s
1
dates. To display items for dates other This Month
.. D ALL ACTIONS ACCOUNT TOday 2 s 4 5 6 7 8
than today, use the Decisions For drop- Yesterday o 10 M 12 13 14 1
a B
down menu to select a date or range B Cusom Range 19 20 21 22 23 24 16 17 18 19 20 21 22
of dates, OR user the Calendar icon to o Altemate Checking " 25 26 27 28 29 30 23 24 25 26 27 28 29
select from the following: o Altemate Checking | 0 3
° Yesterday [m] Alternate Checking 128 @) Ccancel

e Last 7 Days

e Last 30 Days

* This Month

* Month to Date
* Custom Range

If you select Custom Range, use the
pop-up calendar to select the first
and last days of the range, and then
click Apply.

Questions? Contact Us.
Commercial Services Support (M-F: 8am-6pm ET):
1-866-764-8638, Option 3, Option 3 or commercialservices@cbna.com.
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