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Online Functionality

Use the online functionality to select cash user access, view and work exception items,
download and upload files, and more.

Selecting Cash User Access

The appropriate entitlements must be activated for a user to access ARP. These
entitlements allow you to determine what the users can do.

Consider the following questions:

« Can this user only upload an items file?
» Must this user work exceptions?

1. To activate these options, go to the Users screen within the Cash Manager tab.
2. Select Default Settings for the cash user.
3. Select the check boxes for the following ARP entitlements.

- Download ARP File - View the text file created by the financial institution. These files
include outstanding checks, checks cleared last month, or checks cleared
yesterday.

- Upload ARP - Upload file containing a list of check items that have been dispersed.
The file must include the check number and amount. You are also able to enter
check information manually.

- Work ARP Items - View exception items and decide to pay or return them.
Exception items are checks presented for payment that do not match previously
uploaded items.
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Cash User Setting  ~

User: jen
W Transaction Inguiry o Define Non-Rep Wires Upload Positive Pay
W Statement Inquiry W Edit Non-Rep Wires Work Positive Pay kems
o Current Day Balance @ Define Rep Wires ¥ Download ARP File
@ Prior Day Balance o Edit Rep Wires o Upload ARP
o Stop Inquiry o Transmit Wires & Work ARP kems
#) Stop Additions o Bill Payment & Transfers
W View Rates Order Checks
ES

o Wark ACH Excepuions

Select Accounts (7]

Exception Items

If an item is presented for payment but does not match what was previously uploaded,
the item becomes an exception.

Review each exception and determine if item must be paid or returned.
Examples of exception reasons include:

* Invalid Amount

e ITtem Not Issued

* Voided Item
 Stale Date

e Zero Serial Number
e Duplicate

Working Exception Items
Use the View/Work Positive Pay Items screen to work exception items.

1. Choose one of the following options.
- To pay items, select the check box under the Pay column.
- To return items, clear the check box under the Pay column.
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View/Waork Positive Pay lems
View items for: ADWVAN CK D002 .
Check Number: Amount:  Payee Pay: Protected:
4005 523.98 Details
A000 §25.00 Details
8000 $2,500.00 acalls
Submit
TIP

If a padlock appears under the Protected column, the item cannot be worked. An
itemn may be protected if it is outside of the allowed time frame for working
exception items, or the account is set up for full reconciliation only. To help
determine if the item must be paid or returned, select Details to get additional
information including the Exception Reason.
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Account Name: ADVAN CK 0003
Check Number: 4005

Amount: £23.92
Payee:

Source Of Entry:  Manual

Exception Reason:  Iltemn previously paid
Updated By:
When Updated: 12:00:00 AM

Updated From Workstation:
Protected(Y/N):
DDA Batch Number:

DDA Sequence Mumber:

Print Close

If an image is available, the check number is a link to view the front and back of the
item.
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Image of Item Number 1039
[ Rotate ][ Print ]

JHA Air

663 W. Highway 60 1039
Monett MO 65807-8215 Date 4/25/2017

Pay To The

Order Of John Doe $ 7258

Seventy Two Dollars and 58/100 Dollars

.
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—
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2. Select Submit.

Download

Use the Download menu to download informational positive pay files.

The financial institution is able to create informational files that you can view in NetTeller.
This is the account reconciliation part of ARP. A file may contain information such as
cleared items or outstanding items.

Once the financial institution generates a file, you can view the report and save it to your
computer. To view the report, select the account, select Download, and then follow the
instructions to view or save information.

Download Positive Pay Files Ez
View download for: Positive Pay v

File Name: Description:

PDCK431102 Paid Checks Download
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File Edit Format View Help

geeae45654
8888845654
BE88845654
pepaedsesq
BERRRL5 654
Bogped45e54
pEEpe45e54
BERaRA5e54

B2022 paapaag
B2823 BBBB888
82824 8888888
B2825 pogpasg
H2826 BEBBEEE
H2027 BBoooos
H2028 9000006
23088 paopaag

Be8a 8888164564

#45654 DAILY CLEARED ITEMS

BBBB886888
BBB888888
BBBB8888
Baaaa808
Baaaaa88
poeeoaes
poeeoaes
BBB888888
CLEARED ITEMS

Edit Upload Format

B888ee
Bes8es
Beeeee
BEBRee
BeBB8E
BBBB8E
BEBB8E

Ln 21, Col 1

For ARP to be effective, any items issued must be uploaded and sent to the bank.

There are two types of files that can be uploaded into NetTeller: CSV and fixed position. If
uploading either of these types, an upload format must be established indicating where
information is contained within the file.

TIP

If Edit Upload Format is not available, contact the financial institution. The financial
institution may need to open a Support case with First National Bank of Pasco (FNBP).
Only FNBP can enable this option.

CSV Files

A CSV file is created within Excel®. The information is located within specific columns. In
this example, the item number is found in the first column, while the item amount is
found in the second column.
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4 A B C | o | E F ([+]

1] l W John A 8/9/2015

2 | John B. 8/9/2015

3 7John C. 8/9/2015

4 | John D. 8/9/2015

5 | 7 Jane A 8/9/2015

6 | Jane B. 8/9/2015

7| S Jane C. 8/9/2015

g ||

g_

10

il

12|

13 -
« Sample CSV @ 2[4 R |

CAUTION

When saving a CSV file, change the file extension (type) to .csv, not xIs. A xIs file does
not upload successfully.

: | Sample C5V 121472015 1017 ... Microsoft Excel C... v
File name: | Sample CSV ~.,|
Save as type: | C5V (Comma delimited) v|

Fixed Position Files

A fixed position file is created within Notepad. The information is located within a specific
position of the line. In this example, the issue date begins in position 1 and ends in
position 6, while the item number begins in position 8 and ends in 11.
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E| Sample Fixed Position - Notepad = =
File Edit Format View Help

JOHN DOE
JANE DOE
JOHN A.
JANE A.

Ln1, Col1

Editing Upload Format
Use the Select Upload Format to Edit option to edit positive pay upload formats.

1. From the Select Upload Format to Edit option, select one of the following file types:
- CSV File

° Fixed Position

Edit Positive Pay Upload Format | .

Select Upload Format v Edin Select Opbion... -
C5V File

Fixed Position

2. Edit the fields, as necessary.
For date fields, select the format your date is in. If using the void option, you must also
indicate the variable for a void.
CSV File
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Edit C5V File Upload Format:

Account Number: Select ¥
Account Type: Select ¥  Chk: Saw: Christmas Club: GL:
Debit / Credit: Select * Debit Indicator: Credit Indicator:
Itern Number: 1 b
Itemn Amount: 2 hd
Issue Date: 4 hd Date Format  mmddyyyy v
Woid Dare: Select hd Date Forman mmddyyyy A
Payee: 3 hd

Payee Address 1: Select ¥

Payee Address 2: Select ¥

Payee Address 3: Select *

Payee Address 4: Select ¥

Void Indicator: Select v Yes Indicator:

Stop Indicator: Select * ‘Yes Indicator:

Reset Cancel

‘ Save

For a fixed position file, enter the beginning and ending position of the information.
Fixed Position File
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Edit Fixed Position File Upload Fermat:

Begin End
Account Number: 0 0
Account Type: 0 0 Chk: Sav: Christmas Club: Gl:
Debit / Credit: 0 0 Debit Indicator: Credit Indicator:
ltem Mumber: 0 0
ltem Amount: 0 0
lssue Date: 0 0 Date Format:  yyyymmdd v
Void Date: 0 0 Date Format: hd
Payee: 0 0
Payee Address 1: ) 0
Payee Address 2: 0 0
Payee Address 31 ) 0
Payee Address 4: 0 0
Void Indicator: [ 0 Yes Indicator
Stop Indicator: 0 0 Yes Indicator

Save Reset Cancel

3. Select Save.
The upload format is not worked again unless the file layout changes.

Uploading an ARP File

To determine exception items, you need a list of checks that you have issued. This list
can either be uploaded into NetTeller or entered manually. While your file can contain as
much information as you want, item number and item amount are required.

If you have manually created a CSV or Fixed Position file, or you have software that
creates the file, use the standard upload option.

1. In Upload File For, select the account.
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2. In Upload File Type, choose one of the following file types:

o CSV File.

Upload Positive Pay Files /.

Uplaad File For:

Upload File Type:

Select the type of file you want 1o upload 1o identfy the field and
position placement for your file. Once this layout is established,
this format will be the default layout for uploaded files of this type.

Enter the name of the file you wish to upload (some browsers will
provide a Browse button to help you find the file). Click the Upload
button, If you are consistently having trouble uploading your file,
try the "Open Input’ method.

Operations 2 bl

CSV File v

| Choose File Sampled CSV.csv

NOTE: Maximum upload file size is 4052 MB.

Upload

c Fixed Position File.

> Manual Entry - Use this method if you already uploaded your file for the day but

have extra issued items, or if you cannot create a CSV file or a Fixed Position file.
With the manual entry option, you can enter the item'’s information directly into

NetTeller.

Upload Posicive Pay Flles |

Upload File Far:

Uplcad File Type:

Select the type of file you want oo upload to idendfy the field and
position placement for your fike. Oince this layout iz established,
this farmat will be the default layout for uploaded files of this type.

Enter the name of the file you wish to upload [some brovwsers will
pravide a Browss bucton ta help you find the file). Click the Upload
butran. If you are consistently hawing rrouble uploading your file,
try the ‘Open Input’ method

Operabons 2 -

C5V File i

€5V File

Fixed Position File

Open [nput . |
| Upload

- Open Input - Use this method if you have trouble with uploading a CSV file or a

Fixed Position file.
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Upload Positive Pay Files

Salect the oype of file you want to upload o idenaofy the field and
pasitian placement for your file, Cnce this layout is established,
this format will be the default layout for uploaded fil=s af this type.

Erter the name of the file you wish to upload (same browsers will
provide & Browse butwon wo help you find the filel Click the Upload
button. If you are consistendy having trouble uploading your file,
try the 'Open Input’ method.

Upload File For: Operations 2 -
Uplosd File Type W Filz -
CEW Fils
Fixed Positon File
Manual Entry
| Upload |

3. Choose a situation and follow the corresponding steps.

Situation Steps

Uploading Files Using CSV or Fixed a. Browse for the file.

Position

Uploading Files Using Manual Entry a. Enter the item information.
Multiple pages of up to 11items can
be entered.

Uploading Files Using Open Input a. Open the CSV or fixed position file you

are trying to upload in a text editor,
such as Notepad.

b. Copy the contents of the file and
paste it into the NetTeller text box.

Enter Iltem Information When Uploading Files Using Manual Entry
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Uglosd i For. Operasioss 2 .
Creck Nusier  Datelssuset Crees Amaors Type: Paer
1 668 ov0120  [5) 100 . 0 oebe  *  Jobn Doe
2 €59 0301016 [H) 100, 00  ome v JaneDoe
3 =) oebe |+
2 & Debk |+
s = oebe  *
& & oebe | v
7 ) oepe | v
& B oebe | v
5 = Debe | T
0 ) Debe | ¥
n = Dot | =
12325628
[ | o | e |

Copying Contents of the File When Uploading Files Using Open Input
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Open the file you wiak te uplead in & toe edrar (sudh az Natepad
in Windaws]. Select the entire cantents af the fle, Capy the fle
ushng the apprepriace methad for your camputes [Cerd-Cin
Wirdawa), Paste the canzenta af the file in the enery field baloo
[Cer-W in Windowes). Click the Upload butsan,

Uphoaid File Fos: Operatians 2

Upload Filg Typs: £5Y File

150140,25000,00 0 S5F0/2014
192041 3alea, 50002004
192142, 87200, 0, 5/9/2014
198143, 59900, 5, 5/9/2014

190044, 10090, 50 Y Th PR
1903145, 2358, LS9 2014

199146, 57600, 1, 509/2014
158147,25800,0 1, 5/0/2014

153148, 14304, 50000014

193145, 0899, L5194 2014

A

| Uplaad Canee]

4. Select Upload.
Once the file uploads, the File Upload Status screen appears.

TIP
Select View Details to review the items.

File Name Farmat Type Related Account Upload Date v Status
Sampled CSV.csw Comma ARP Operations 2 372016 12:41:38 PM
Refresh List

5. Verify that the item information is correct, and then select Approve.

NOTE
A file must be approved prior to uploading another file.
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Upload Results ‘

Status: Check Number: ¥

Successful

Successful

Successiul

Successful

Successful

Successiul

Successful

Successful

Successful

Successful

Void Issued Items

00000005000

00000005001

00000005002

00000005003

00000005004

Q0000005005

00000005006

OOO00005007

00000005008

00000005009

Date Issued:

0371972016

03/19/2018

031972016

03182016

03192006

031972008

03/15/2016

0351972006

03/19/2016

03/19/2016

Payee:
Ryan M.

Jacob W.

Emma T.

Hannah P.

Jessica Y.

Roberto M.

Kevin D.

Nichaolas F.

Nia B.

Bianca 5.

Amount:

$250.00

£301.00

£875.00

S672.00

$100.00

£23.98

$876.90

£250.00

$153.00

$90.00

Toral: 10 check(s) $3,597.88

Approve Cancel

There may be times when an item must be voided. tems can be voided through

NetTeller even if they have already been uploaded.

If voiding an item with a file, a Void Date and Void Indicator must be included in both the

file and file format.
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Payee Address 2: Select ¥

Payee Address 3: Select ¥

Payee Address 4: Select ¥

5508 LIaTET £ v CDEE FONTEs T mmaayyyy

Woid Darte: 6 v Date Format:  mmddyyyy
Payee: 3 v
Payee Address 1: Select ¥

Void Indicator: 5 i

Yes Indicator: V'

Stop Indicator: Select ¥

Yes Indicator:

‘ Save ‘ Reset

Cancel

If voiding an item manually, select Void from the Type column.

Upload Positive Pay Files /|

Upload File For:

1 5287 03/01/2016

Operations 2

Check Mumber: Date Issued: Check Amount:

%) 100
e
%]

00

Type:

Void

Debit

Debit

Payee:

John Doe
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