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This guide provides a basic overview of Positive Pay's most
commonly used features. For more detailed instructions and
questions about additional features, contact your local Treasury
Management team for assistance. ANB Bank is committed to the
customers we servel

ACCESSING POSITIVE PAY

1. To access Positive Pay, navigate to Www.anbbank.com and use the login dropdown to launch the site.

Contact Us ‘ Locations ‘ MoneyPass ATMs ‘ About Us | Careers | Live Chat Online ‘ Q-
7\ ANB Bank.

Trouble logging in?
Contact your local Treasury Management team for assistance!

EXCEPTION PROCESSING

1. Processing exceptions can often be a daily task. Click 'Exception Processing' from the left menu to expand the

options.
Expand All +
1 Exception Processing
Welcome to
&> Transaction Processing
s s S\ ANB Bank
ees ®
& Audit Reports

Positive Pay System
System Reporis

¥ General ltems

1-855-739-8877

Please make Pay - Return decisions by
1:00 PM Mountain Time
2:00 PM Central Time
All items with a return default will be returned REFER TO
MAKER after the decision deadline if no decision is made.
Thank You
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http://www.anbbank.com/

2. Click 'Quick Exception Processing' to view the day's items. This option will display all items that need to be
decisioned (ACH and check exceptions, depending on enrollment), items that have already been decisioned, and

the total amounts for the day.

Collapse All -

Exception Processing

Quick Exception Processing

Transaction Processing

Submit Issued Check File |

Quick Exception

Add New Issued Check

Void a Check

Check Search

ACH Transaction Search

ACH Reporting Files
Transaction Reports

Daily Checks Issued Summary

Stops and Voids

Exception ltems

Stale Dated Checks

ACH Returns / NOC Report
Audit Reports

Transaction Audit Log
System Reports

ACH Authorization Rules

All Account IDs i
Processing
Q
Decisions Needed (3)  $3.10 here are 3 exceptions to review.
ppach001
PAID NOT ISSUED Exceptions will be given a decision of
#327 Pay if decisions are not made by 1:00
I PM Mountain Time (US & Canada).

ppach010
PAID NOT ISSUED
#418

Decisions
ppach010
PAYEE NAME MISMATCH Needed
#10011191 $3.10
Decisioned (0) $0.00
fa=eh g O Decisioned

$0.00

|4=

QUICK EXCEPTION PROCESSING — CHECK DECISIONING

1. To decision check items, click on an item under the Decisions Needed tab. If enrolled in check and ACH Positive
Pay, the check items will be listed below the ACH items. Click the additional dropdown to view the individual

items if needed.

All Account IDs

Quick Exception Processing

Q
~ Decisions Needed (3) £3.10 PAiD NOT ISSUED

ppach0o1 PAID NOT ISSUED #327 Default Decision: Pay
ppach010 PAID NOT ISSUED #418

i 2 AccountID: ppach0oi
ppach010 PAYEE NAME #10011191 Paid Date: 09/29/2021

MISMATCH
Decisioned (0) $0.00
Total (3) $3.10

Check #: 327
Issued Date: 09/29/2021

Amount: $1.02

Front Back

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

|4=

S ————

0000000327 210700k 23 &

327

accounT ne. | S0000 000N c]\_ ~ ==,

Bla, —Tost 1% .00
O L /T e— E—T

#000000000 24

o P e,
900000000

Pay Return

EENBER
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2. When an item is selected, the check information will display to the right, along with an image of the check.

All Account IDs - Quick Exception Processing
Q ¥ X
~ Decisions Needed (3) $3.10 PAiD NOT !SSU ED
ppach0o1 PAID NOT ISSUED #327 Default Decision: Pay
ch010 PAID NOT ISSUED #4118
i i Account ID:  ppach001 Check # 327 Amount: $1.02
ppach010 PAYEE NAME #10011191 Paid Date: 09/29/2021 Issued Date: 09/29/2021
MISMATCH
=k
Decisioned (0) $0.00 Front Back
Total (3) $3.10 Hover over image to zoom. Click to view full-size image.
e ———
% 33
Nease
accounrro. | 300800000 919 2=,
pare 272

eay L
B — T est 1% 00
T e e — B——TT

ANB
L\ S— ek r

PR | -

FoR -
f00000003 %" 0700423 a2 WSo0oooanoe +000000000 24

Pay Return

3. Users can click to view the back of the check, hover over the item to zoom, or click on the item to view a full-size

image.

. 31

FaAME
-

accounT no. | 0000 ADON
DATE c.?‘.vz-q '7:.2' -

1% j.ﬂ;

e ——
=

' JQM_GMLGZMT ; i

N\ AR
SEE SR .‘"}-";:}-% = -

o —

PAY B
url}!w = 1 & 5+'

pousss f B

LHO0ooo0ooe S000000000 2+
‘ - e e — S

fO000000327® LO0T00DL23 &t

LY

Please inspect all items thoroughly!
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4. To decision the item, there are two options below the item image, 'Pay' and 'Return’.

EENBER

a.

| : 327
MAME.
accounTt no | FOA000 A000 m,
um_:illgijzl___ -
PAY
Sl | est 1% Lo2
b | .
_Oidaue = s B
ANB
Bank =tTE G e
FOR R Fﬁfr___ SRR,
fO0D0D000327™ 000 L23 e VHo0ooooooe 000000000 2+
oL FE S o
Pay Return

To pay the item, click 'Pay'. A Reason dropdown will appear. This dropdown is not applicable for Pay

decisions. Click 'Save' to finalize the decision.

Front Back
Howver over image to zoom. Click to view full-size image.
PRI e e
. . 327
FAME
i accoumT o | FO000N0R0AN ‘?_ s %E*
H.'I'E—ﬁ_ﬂll_
PAY
ﬁ B et 'S .0
_O_M._dcud_ 3 R T polns B s
ANB
Bank =i -
FOR . e i I
"O000000327" 20700423 00 VWRo0ooooooe-= SO0000Q0O0D 24+
g P o e

Reason

Cancel

o il
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b. To return an item, click 'Return'. A Reason dropdown will appear. A selection is required for all Return
decisions. Select the appropriate reason, then click 'Save' to finalize the decision.

PAID NOT ISSUED

Default Decision: Pay

Account ID: ppach010
Paid Date: 09/29/2021

Hovy

Duplicate

Encoding Error

Endorsement Irregular

Endorsement Missi

Exceeds Dollar Limit

Fraudulent

* rensee 0l
ACCOUNT NG
PAY

W T =
OROER OF.

_Ora_ga)

000;

Mon-Cash Item

Past Deadline ltem Returned

Post Dated

nount:

hage.

¥ X

$1.02

5371

wm,

02

E—————

hes ) E=

nnooo 24

b e

Cancel

5. When all items have been reviewed, make sure the Decisions Needed is zero and there are no more exceptions

to review.

All Account IDs x

Quick Exception Processing

There are 0 exceptions to review. |

Q
Decisions Needed (0) $0.00
~ Decisioned (3) $3.10
$ ppach001 PAID NOT #327
ISSUED
S ppach010 PAID NOT #418
ISSUED
L .Y ppach010 PAYEE NAME #10011191
MISMATCH
Total (3) $3.10

Exceptions will be given a decision of Pay if decisions are
not made by 1:00 PM Mountain Time (US & Canada).

0

Decisions Needed
$0.00

3

Decisioned
$3.10

|4

Note: Decisions may be changed until the 1:00 PM MST deadline but not after.
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QUICK EXCEPTION PROCESSING — ACH DECISIONING

1. To decision ACH items, click on an item under the Decisions Needed tab. If enrolled in check and ACH Positive
Pay, the ACH items will be listed above the check items. Click the additional dropdown to view the individual
items if needed.

Auto Company, LLC . Quick EXCEF}UOH
All Account |IDs v PFDCESSIﬂg
Q 3
= SEchions Nesaealio e There are 13 exceptions to review.
Factl1 (2) ~»
UNAUTHORIZED ACH TRANSACTION Exceptions will be given a decision of Return if
decisions are not made by 1:00 PM Mountain Time (US
Factl1 1) s & Canada).
PAID NOT ISSUED
Decisioned (D) $0.00
Total (13) $456,950.38 1 3 Decisions Needed
$456,950.38
O Decisioned
$0.00
2. Because ACH items do not have images, the transaction details will be listed.
#uro Company, LLC . Quick Exception
All Account IDs v PI’OCESSII’]g
Q ¥ X
Decisions Needed (13 $456,950.38 2
® St : UNAUTHORIZED ACH TRANSACTION
Factl1 {2) ~ ~ | Default Decision: Return
UNAUTHORIZED ACH TRANSACTION
— Account Il Factl1 Amount: $27.50
Fact11 Paid Date: 03/07/2023
UNAUTHORIZED ACH TRANSACTION
$27.50 PPD /0000001000 /DR
Fact]l BILLING.COM PAYMENT 0000570001000
UNAUTHORIZED ACH TRANSACTION
$17,155.27
Fact11 (11) » o e o
PAIND NOT ISSUFD o
1 ; _ Add Rule Pa Return
Decisioned (0) $0.00 4
Total (13) $456,950.38
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To pay the item, click 'Pay'. A Reason dropdown will appear. This dropdown is not applicable for Pay

decisions. Click 'Save' to finalize the decision.

Auto Company, LLC -

All Account IDs ”

Q

Quick Exception

Decisions Meadad (13) $456,950 38

actl (2} ~

UNAUTHORIZED ACH TRANSACTION

Fact11
UMNAUTHORIZED ACH TRANSACTION

$2750

Fact11
UNAUTHORIZED ACH TRANSACTION

$17,155.27

Fact11 (11) »

-

PAID NOT ISSUED 7

Decisioned (0]

Total (13) $456,950.38

Processing

UNAUTHORIZED ACH TRANSACTION

Default Decision: Return

Account [D: Fact11 Amount: $27.50

Paid Date: 03/07/2023

PPD /1200001000 / DR
TRASHBILLING.COM PAYMENT 7120000001259

Reason

b. To return an item, click 'Return’. A Reason dropdown will appear. A selection is required for all Return
decisions. Select the appropriate reason, then click 'Save' to finalize the decision.

UNAUTHORIZED ACH TRANSACTION

Fact11
UMNAUTHORIZED ACH TRANSACTION

$2750

UNAUTHORIZED ACH TRANSACTION

$17,155.27

Facrl1 (11)
PAID NOT ISSUFD i
Decisioned (0) $0.00
Total {13)

$456,950.38

Auto Company, LLC . QUiCk EXCE‘F &
Endorsemnent lrregular
All Account IDs v Processir
Endorsement Missing
Q i 2 s
L) Exceeds Dollar Limit
Decisions Meaded (13) $456,950.38 UNAUTHA #oritashier
Factl? (2} ~ |5 Default Decision

Mot Authorized
Account ID: Fa
Paid Date: 03/ ~...p

PPD /00000010
BILLING.

Cancel

|4

When all items have been reviewed, make sure the Decisions Needed is zero and there are no more exceptions
to review.

EENBER

Note: Decisions may be changed until the 1:00 PM MST deadline but not after.
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QUICK EXCEPTION PROCESSING — ADDING ACH RULES

1. While ACH Authorization Rules are primarily set up under System Reports > ACH Authorization Rules, there is an
additional feature within Quick Exception Processing that allows users to create rules directly from ACH items.
Rules can be added before or after decisioning items. Click 'Add Rule' below the transaction details.

Auto Company, LLC . Quick Exception
All Account IDs v PrOCESSIHg
R * X
Do el 0% UNAUTHORIZED ACH TRANSACTION
~ Decisioned {1) $3,763.01
Decision: Pay Decisioned By: John McClane
s Fact11
UMNAUTHORIZED ACH TRANSACTION Account ID:  Factiil Amount: $3,763.01
$3,763.01 Paid Date: 03/07/2023
Total (1) $3,763.01

PPD /0000001000 / DR
BILLING.COM PAYMENT 0000570001000

-~ 0 0 O

Add Rule Pay Return

2. A window will pop up, prefilled with information from the transaction. While the Description, SEC Code, Debits
or Credits, and Max Allowable Amount can be edited, the Company ID field cannot. Make any changes as
necessary, and click 'Save Rule' to return to the Quick Exception Processing screen.

Add ACH authorization rule

Description

Example Rule

SEC Code

PED o

Company ID

TTTIOTTIFIT

Debits or Credits

m

Oth Gelits and Credits W

Max Allowable Amount

10.00
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TRANSACTION PROCESSING — CHECK SEARCH
1. The Check Search feature allows users to search for check transaction history, images, and decisioning. Use the

search parameters to locate items and click 'Search' to display results.

Exception Processing
Quick Exception Processing
Transaction Processing
Submit Issued Check File
Add New Issued Check
Void a Check

Check Search

ACH Transaction Search
ACH Reporting Files
Transaction Reports

Daily Checks Issued Summary
Stops and Voids
Exception Items

Stale Dated Checks

ACH Returns / NOC Report

Audit Reports
Transaction Audit Log
System Reports

ACH Authorization Rules
Transaction Filters / Blocks

Issued Check Processing Log
General ltems

User Setup {Client)

Account ID

All Account IC

Check Search

Check Status

Check Number From

Check Number To

Date From

fE

Date To

Show additional options

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

[ - |

a. Click 'Show additional options' to expand the additional search parameters available.

Show additional options

Amount From

Amount To

Decision

s}
I
o

Reason

i
[T
[

i

Issued Payee

| | Include Reversals

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

EENDER

866-433-0282 | anbbank.com | NMLS 457261 | Member FDIC
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2. When the search results populate, each line represents an item. Users can sort the results using any column, and
the columns can be reordered by clicking and dragging them into the desired location.

Check Search
Back to Search Parameters
client Account Check Amount Issued Issued Paid Current
: 1D Nurmber Payee Date Date Status
Colorado LO721 B&3 $200.00 05/04/2023 SUBC
Colorado Lo72 664 £200.00 05/04/2023 05/09/2023  Paid
Colorads ¥ c65 0000 05042023 =Lar
$2.592.00

3. Along with the displayed information, additional features are available for customers when the search results
are displayed.
A. This icon allows users to search within the displayed results.
B. This icon allows users to select or deselect columns to display.
C. This icon allows users to export the results to a file (Excel or PDF).
D. For additional transaction details, users can click the dotted icon.
i. Check images will only be available if the item has been presented for payment.

A B_C.

Issued Paid Current -J-
Date Date Status
g7/13/2023  o07/17/2023  View check images

(8]
'

2023 07/14/2023  View audit history

“asn WSS REdit record

Lad
A

L

FAT P ! LA ¥ |

View record

(8]
A
Tl
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TRANSACTION PROCESSING — ACH TRANSACTION SEARCH
1. The ACH Transaction Search feature allows users to search for ACH transaction history and decisioning. Use the
search parameters to locate items and click 'Search' to display results.

Collapse All -

! Exception Processing

Quick Exception Processing

23 Transaction Processing

Submit Issued Check File
Add New Issued Check
Void a Check

Check Search

ACH Transaction Search

ACH Reporting Files
Bs Transaction Reports

Daily Checks Issued Summary
Stops and Voids

Exception ltems

Stale Dated Checks

ACH Returns / NOC Report

ACH Transaction Search

Account ID

Paid Date From Paid Date To

SEC Code

All SEC Codes

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

N

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

2. When the search results populate, each line represents an item. Users can sort the results using any column, and
the columns can be reordered by clicking and dragging them into the desired location.

. Back to Search Parameters ACH Transaction Search
Q M *
Client  An | Account Company SEC TRE R . Translact‘ion Paid Eiobi
1D D Code Description Date
Colorado PRP19S TN cch CR $1.02 CLAM 0512/2023 Paid :
Colorado PP195 TITTTITT CCch CR $257  CLAIM 05/10/2023 Paid :
Colorado PP155 1411141141 CCo CR 606  CLAIM 05/04/2023  Paic :
Colorado PP185 1411141141 ccb CR $6.06 CLAIM 05/11/2023 Paid :
$86.77 &
v 866-433-0282 | anbbank.com | NMLS 457261 | Member FDIC p.12 of 16



4. Along with the displayed information, additional features are available for customers when the search results
are displayed.
A. This icon allows users to search within the displayed results.
B. This icon allows users to select or deselect columns to display.
C. Thisicon allows users to export the results to a file (Excel or PDF).
D. For additional transaction details, users can click the dotted icon.

Q m 2
Paid

Status
Date
06/14/2023  Paid :
08/14/202 Edit record
06/14/202] View audit history
SRHIEEES T View record
06/74/2023  Returned

TRANSACTION REPORTS — DAILY CHECKS ISSUED SUMMARY

1. The Daily Checks Issued Summary feature houses information from issued check files and input issued checks.
Use the search parameters to locate daily summaries and click 'Search' to display results.

Collapse All -

Exception Processing

Daily Checks Issued Summary

Quick Exception Processing

Transaction Processing Account ID

Submit Issued Check File All Account IDs

Add New Issued Check

Woid a Check Issued Date From Issued Date To

Check Search &

ACH Transaction Search

ACH Reporting Files
B Transaction Reporis

Daily Checks Issued Summary

Stops and Voids

2. When the search results populate, each line represents daily summaries of checks issued, separated by date and
account. Users can sort the results using any column, and the columns can be reordered by clicking and dragging
them into the desired location.

3. Along with the displayed information, additional features are available for customers when the search results
are displayed.

A. This icon allows users to search within the displayed results.
B. This icon allows users to select or deselect columns to display.
C. Thisicon allows users to export the results to a file (Excel or PDF).

A” B".“ C“%
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AUDIT REPORTS — TRANSACTION AUDIT LOG

1. The Transaction Audit Log feature pulls audit reports for any transaction(s) — check or ACH —currently retained
within the system. Use the search parameters to locate the transaction(s) and click 'Produce Report' to display
results. The results can be exported as an Excel document or printed.

Exception Processing

Quick Exception Processing
Transaction Processing
Submit Issued Check File
Add New Issued Check
Void a Check

Check Search

ACH Transaction Search
ACH Reporting Files
Transaction Reports

Daily Checks Issued Summary
Stops and Voids

Exception ltems

Stale Dated Checks

ACH Retumns / NOC Report

Audit Reports

Transaction Audit Log

Client:

Account ID:

Input Date:
Transaction Type:
Check Number:
ACH Description:
User:

Maximum # of Records:

-

Transaction Audit Log

Positive Pay

Start

0972812021

ount IDs

End

09/28/2021

| Check Transactions ~

1
—

[ =All Users= ~

500

v

Produce Report

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

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

SYSTEM REPORTS — ACH AUTHORIZATION RULES

1.

EENDER

Whereas Check Positive Pay relies on issued check files and input issued checks to generate exceptions, ACH
Positive Pay relies on ACH Authorization Rules to determine which items generate exceptions.
When the ACH Authorization Rules populate, each line represents a rule. Users can sort the rules using any

column, and the columns can be reordered by clicking and dragging them into the desired location.

Along with the displayed information, additional features are available for customers when the rules are
displayed.
A. This icon allows users to search within the existing rules.

B. This icon allows users to select or deselect columns to display.
C. Thisicon allows users to export the rules to a file (Excel or PDF).
D. Thisicon allows users to view, edit, or delete the existing rule.

Q M =*
Motification
Type
Creste Exception :
Create Exception :

866-433-0282 | anbbank.com | NMLS 457261 | Member FDIC
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4. To add a new rule, click the blue plus sign icon in the right-hand corner.

ACH Authorization Rules
Transaction Filters / Blocks.
Issued Check Processing Log

¥ Exception Processing
Transaction Processing
Transaction Reporis
Audit Reports

System Reports.

General liems

Collapse All -

ACH Authorization Rules

Notification
Type

Max
Allowable
Amount

Account Debits or

Credits

Company

Client Description

5. There are six fields for creating rules. Complete the fields to define the rule and click 'Save Changes' to save the
rule. If more than one rule needs to be created, clicking 'Save and Add More' will save the rule and return to the
Add record screen.

a.

Account ID — If more than one account is enrolled in ACH Positive Pay, users must choose the account to
which the rule is applied.
Company ID — The originating company ID of the transaction from the ACH file. If the Company ID field is

left blank, the rule applies to all company IDs.
c. Debits or Credits — Specify 'Debits Only', 'Credits Only', or 'Both' to define the types of transactions for

the rule.

d. Description — A field used to describe the rule being created.

e. SEC Code — A list of ACH standard entry class (SEC) codes. Either a specific SEC code can be selected or
'ALL — All SEC Codes' can be selected to include all SEC codes.

f. Max Allowable Amount — The maximum allowed amount for this type of transaction. If the amount is
left at zero, the Maximum Allowable Amount field is not used during the authorization process.

ACH Authorization Rules

Add record
Account 1D Description
TEST Property Management
Company 1D SEC Code

I ACETOON
L3920/ 03U

Dehits or Credits

Max Allowable Amount

10000

Notification Type

Create Exception

Cancel

Save and Add More Save Changes

Note: Use caution when creating rules. Rules with specific setups will only create exceptions for those specific
scenarios. Likewise, rules with more general setups may create more exceptions than desired. Contact your local

Treasury Management team for assistance.

LENBER
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SYSTEM REPORTS — ISSUED CHECK PROCESSING LOG
1. The Issued Check Processing Log displays a list of all issued checks and check files that have been electronically

submitted in the Positive Pay system. Enter a date range and click 'Search' to display the information.
Collapse All -

Exception Processing

Issued Check Processing Log
Quick Exception Processing

> Transaction Processing Input Date From Input Date To
IS Transaction Reports 03/08/2023 8  03/08/2023
8% Audit Reports
Note: Issued check file processing history is retainad within the system for 365 days. Transaction
System Reports history is retained within the system for 90 days after an item has paid.

ACH Authorization Rules
Search

Transaction Filters / Blocks
Issued Check Processing Log

o~

Note: Issued check file processing history is retained within the system for 365 days. Transaction history is retained
within the system for 90 days after an item has paid.

% General ltems

2. When the results populate, each line represents a file or check. There are four possible statuses for each line:
Processed, Processed with Exceptions, Rejected, and Unprocessed. Along with the standard options to sort and
export the displayed results, the log also allows users to download previously submitted files and view errors on
Rejected files and files Processed with Exceptions.

Issued Check Processing Log

Back to Search Parameters

Q &
Client + Account ID | File Mapping Format Results Items | Amount Upload Date File Name
Big City Electric  BCE Exp Acct BCE Exp Account fh Processed w z $300.00 01/0372019 TESTissued txt
Big City Electric  BCE Exp Acct BCE Exp Account © Processed 1 $100.00 01/02/2019 TESTissued, txt
Big City Acct BCE Exp Account @ Rejected 1 £100.00 0170372019 TESTissued. txt
t BCEE L ou d 1 1901
L
Processing Totals (All Pages)
File Status Total ltems Total Amount

Processed 2 $300.00
Processed with Exceptions 1 $100.00
Rejected 1 $100.00

USER SETUP & MANAGEMENT

Questions about Positive Pay users?
Contact your local Treasury Management team to add, modify, or delete users.
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