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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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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
• Item Not Issued
• Voided Item
• Stale Date
• Zero Serial Number
• 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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TIP
If a padlock appears under the Protected column, the item cannot be worked. An
item 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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If an image is available, the check number is a link to view the front and back of the
item.
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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.
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Edit Upload Format
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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CAUTION
When saving a CSV file, change the file extension (type) to .csv, not .xls. A .xls file does
not upload successfully.

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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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

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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For a fixed position file, enter the beginning and ending position of the information.
Fixed Position File
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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:
◦ CSV File.

◦ 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.

◦ Open Input - Use this method if you have trouble with uploading a CSV file or a
Fixed Position file.
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3. Choose a situation and follow the corresponding steps.

Situation Steps

Uploading Files Using CSV or Fixed
Position

a. Browse for the file.

Uploading Files Using Manual Entry a. Enter the item information.
Multiple pages of up to 11 items 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 Item Information When Uploading Files Using Manual Entry
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Copying Contents of the File When Uploading Files Using Open Input
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4. Select Upload.
Once the file uploads, the File Upload Status screen appears.

TIP
Select View Details to review the items.

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

NOTE
A file must be approved prior to uploading another file.

17First National Bank of Pasco Printed 06/05/2024



Void Issued Items
There may be times when an item must be voided. Items 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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If voiding an item manually, select Void from the Type column.
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