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Initial Access to the System

1. Users will receive a ‘Welcome Email’ from eBanking
when implementation is complete.

2. Loginto the system with your User ID and Password. \
3. Access Positive Pay by selecting the ‘Checks and nome [REEEEELTREE checks i Deponis
Deposit Tab'. Heing
ACCOUNTS
| - | e
4. Within Checks & Deposit, select ‘Positive Pay’. SR -

Checks & Deposits

CHECKS & DEPOSITS

GF Deposic Chacks
=5 Positive Pay

5. The Positive Pay system will open in a new tab.

NOTE:
The daily cutoff time for processing exceptions is 11 am.
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Processing Exceptions and Viewing Activity \ AT &

1. The dashboard page displayed by default after L ——
login, is the primary page used to navigate through o

o o

Positive Pay tasks. \ Ao st Excepions 50 ©  SockustRetumms e

2. Users can select either ‘ACH’ or ‘Check’ from the
dashboard to process exceptions.

End aif Diary Cut-Of Time: Monday 11:00 AM POT

Exceptions $0.00 )
; © it o
3. The easiest way is to click ‘Transaction View’. From \
here the user will be able to process all transactions
from one place.
Transaction History i
T
¥ iners
s o
. .. Transaction Histor Acsg B4, 303
e ‘Yellow Items’ will need to have a decision made 4 b B
on them, shown under the ‘Manage’ header. ¥ Fiers \ >
e Click the ‘Pay’ or ‘Return’ button based on the
decision on the item. ’ °

e ‘Green’ items do not require any action. Al

AR TR 7 i ~
eankng Testdl 1023 03 Agpeived List Fay ~
\ 3 AZHDSbE  S5CH Test i L i \ - &

e Expand individual items to view the reasons or o R O R B TR \
hover over the ‘Exception/Validation Icon’ to = e : e
see more details.
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To change the return reason for a check, select the
drop-down arrow on the left hand side, and then select
the hyperlink under ‘Return Reason’. Next, select the
appropriate ‘Return Reason’.
Common ‘Check Exception’ return reasons are: Transaction Histary \
e Amount Incorrect T

¢ Duplicate

o

e Fraudulent

¢ Payee Name Mismatch
e Prior Stopped
Transaction History

e Prior Void I 2
e Refer to Maker (Default)

e Serial Number Incorrect
e Signature Irregular

e Signature Missing

e Stale Dated

e Use the filters on the dashboard and transaction
view screens to filter items by amount, status, etc.

ACH Exceptions

ACH Exceptions occur when an item does not meet the
rules requirements.

Steps for adding an approved list vendor are: \

1. Add to ‘Approved List’.

e This will add the sender to the approved list for :
future transactions. e

e ‘Max Amount’ can set the maximum amount of AL \ \

the ACH transaction.

e Frequency will set how often the sender can \

send a transaction. Frequency

NOTE:
For instance, payroll would make one payment weekly,
if set to weekly. Use this with caution.
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2. Add to Block List L Add Company to Block List
e Adds the sender to the blocked listing and no o — rrer e
transactions will be accepted from this sender. 654 Test g B oz =
e
200 xeenGO08 3 100 Pay-Fl @
SCOB Test two G998 11623 oo Pay-Fl
Reports
1. Audit Report 2 Ma .-_:\ MReports = = Transaction Vie
e Areport listing activity for each user of the Audit Report
system. May be filtered by date range. Notification Delivery Report I
\ Audit Report
Y Fihers
2. Notification Delivery Report \ Natification Delivery Report
e Areport listing users who are setup to receive i
notifications and the method that they are set =

to receive those transactions.

Manage Users

To use the ‘Manage Users’ feature please contact
eBanking for assistance, eBanking@sccountybank.com,
831.600.4060.
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User Preferences

This section is used to customize a user’s preferences in
the system. 28 SCCB Test Profile
Hint: \

/ Preferences
To seamlessly navigate to the exception processing ® Logout

screen when accessing the system do the following:

¢ Set the default module to ‘Dashboard’.
Preferences

e Set default dashboard page to ‘Transaction Default Pages

ViEW'. \:\e'ault Module

Drefault Check Positive Pay Page

default - .
\Anelault Dashboard Page
Transaction View

Default ACH Positive Pay Fage

Modules

Change Module ~

There is a specific module for ‘ACH’ and for ‘Check

Positive Pay’. e
e To focus on ACH, click Change Module > ACH I Chedk Posltive Pay

Positive Pay.

¢ To focus on Checks, click Change Module >
Check Positive Pay.

Change Module > ACH Positive Pay
Manage > Notification Rules

]

E’\v‘:.qlld!_;r— - i Reports »

Motification Rules
Appraved List

Block List t

Please use the above menu to select an action

NOTE: m:m.:_.\:. Conditions Confirm

The tabs — Selection, Contacts, Conditions, Confirm e
— are not clickable. Use the ‘Next’ button to navigate
through the screens.

Accountis) Selected

o
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Notification Rules )
o i . Sahectior mf_:':x]:ll.mk Confirm
This is used to setup users to be notified of exceptions. O M

1. Select the accounts to be notified on. Click Next.

2. Enter the cell phone numbers and email addresses
that will be notified of exception items.

Selection Conditions  Confirm

3. Do not click the ‘Default’ check box. \mm o o A D LT
4. Click Next.
5. Choose the conditions for which the users will be

notified. Check all appropriate boxes. Click next. = ) St condton o e e bt
6. Confirm all of the changes and click ‘Save’. conssiors [N

Confiem S

Manage > Approved List \ =
1. Click the ‘Create’ button. s
2. Enter the ‘Company ID’ and ‘Company Name'. \ _

e The best practice is to add approved vendors e ComPMIDS  Compurybame
from the ‘Transaction View Screen’ as the .
Company ID and name are not always available. o neieeceaces

3. Click the ‘Edit’ link to make any necessary changes\ Comeeny e
for existing vendors on the approved list. e

L Ameasre . Eraquansy

Corpany Nama

Sasrt [late End Dute
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4. Check the box next to a company name and select
‘Delete Selected’ to remove the sender from the g e

approved list. \ ,

Manage > Block List £ Manage ~

1. Click the ‘Create’ button. Notification Rules
Approved List

2. Enter the ‘Company ID’ and ‘Company Name’. \

3. The best practice is to add blocked senders from

the Transaction View screen as the Company ID \Av\A — e

and Company Name are not always available. \

4. Click the ‘Edit’ link to make any necessary changes
for existing senders on the blocked list.

5. Check the box next to a company name and select
‘Delete Selected’ to remove the sender from the
blocked list.

Reports \ —

Reports available for the ‘Approved List’, ‘Blocked List’,

and notifications can be accessed through menu option

noted on the right. L Coyps s

Transaction History \oeb.l Transaction Histary
Use the available filters to view ‘Debit Transaction’ Lo \

histo v e = oy ransacron Seana

Amaure Notheansn Sent Dot
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Change Module =

Change Module > Check Positive Pay
Manage > Issue Templates \ Dashboard

Check pos%e pay

Issue Templates \

Use this page to create templates corresponding to the
format of your issue file.

Check Positive Pay 6-'\1.4“.45;».\@ # Perform = JReports = |

Issue Templates

NOTE:
Hover over question marks for additional information.

Termplite Fia Type

1. Click the ‘Create New Template’ button. e —

Create New Template \

2. Enter the template name. \ : o
Template Name il Type Témplate Status

3. Select a file type from the drop-down list.

Number of Header Rows’ : Semaratic] Template Level"

e  Most common: CSV, Excel workbook,
tab-separated.

Multi-Line Payee Name Separator: |

W

Number of Header Rows Number of Footer Rows’

4. Enter the number of rows that contain header and
footer information. If there are no headers and
footers in the file, leave this as zero.

5. Enter ‘File Mapping’.

[T CTT R R —— Pty : i

¢ |ndicate which columns in the issue file contain
the Serial Number, Amount, Issuance Date, and
Payee Name.

v
Hoathor Sehnoll
Jarsreryn Msales
Mirnis Meuse

e If other fields are in the issue file, click the box\w
next to that input field.

M Test Positive Pay File
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Perform \

Issue File Load
Use this feature to upload an issue file.

NOTE:
There is an option to click “Create new Template”
to create a new template here.

1. Select the account that will be used.

2. Click ‘Browse’ or drag and drop the issue file into
the upload area on the screen.

e If afileis pulled in accidentally, it can be
removed by clicking the trash icon or selecting
the Remove button.

3. Click ‘Upload’.
4. Verify the checks listed in the file.

5. Ensure that check statuses are ‘Available for
Matching’.

6. If anitem has already been loaded into the \
system, the status will read ‘Duplicate Issuance’.

7. lIssue files can be deleted up until the first item in
the file clears.

8. To delete an issue file, click the delete button.

# Perform -

Issue File Load

Manual Issue Entry

Issue File Load \
Template to Use With lstue Fde Agrourd
; " e

Issue File Load \
Termptats vo Use W - -

Account Kumser

Delete Issuance File

Delete Issuance file "PP File Xis.xdsx

Click Cancel to return or ':J"“'“".:c:'mrL.e\A
[ o | =3

EQUALHOUSING ~ MEMBER

' SANTA CRUZ
% COUNTY BANK Questions? We're here to help. eBanking@sccountybank.com, 831.600.4060 LENDER FDIC

Aemeunt Papee bame Stamus Insusnee Dute

10



ACH and Check Positive Pay Guide

Manual Issue Entry
e Use manual entry to enter checks one at a time.

Welcome

e Select Perform, Manual Issue Entry.
\ Manual Issue Entry
e Select Account, Enter Serial Number, Amount, Payee o ] s st et hch
Name and Issuance Date.
¢ If entering a range of checks select check box \ = T

“Auto populate next check number” to populate \
the check numbers for you as they are entered. S R

e When finished select Save.

Reports
Issue Item Status \ = o -

e Use this to filter and sort specific items by Issue File Staws
‘Issue Status’ and ‘Account’. i

Transaction History
Itermn Lookup

View

Issue File Status \ B
e Canview all of the issuance files and their status Issuance Files Status s
(System Approved, Deleted, etc.). ¥ e

...........

Issuance Files Status B vor 22 2004 .

¥ Filters

suance Load 1D Statut Amount
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~

Issue Warehouse Issue Warehouse I e 22 2004
e Use this screen to view and edit issuances. i i
e T
B
al + Load Date/Timeld
Issue Warehouse B jud 0. 24023 - Ot
Y Fimers -
Accourne’ Match Scana Euatw Rangs Fiter Type
° To edit click the pen icon. oD AccouniMumber  Serislbumber  PayoName  bseType  Mokh e Amoun  Load DatesT l|\ st
W LISV oo 7348 VORDED HUTSTANIING MO0 OWIVNIILIIRMPOT  ORNNI0D 4
Ihatus Payes Amount 133ue Date Updated Dy Wadated DateTee
e
. o Risusnes Dute
e Users can edit the ‘Amount’, ‘Payee Name’, = wes [ [
or ‘Status’ up until the item has cleared.
Transaction History
e Users can manage check exceptions from this Tm”""““'““”'““'"" i
screen. ¥ e -
* Use the filters to filter specific transactions or e o .
ranges of transactions. .
[ oo |
Dateld
Item Lookup
e Use this to find a specific check number. \
Ackourt Seral Number
Ay
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