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Positive Pay
User Guide

Introduction

This User Guide provides step-by-step instructions about how to use Positive Pay,
a system that mitigates the potential of check fraud. It’s an important safeguard,
because check fraud attempts are increasing, and no organization is immune from
the potential damages of fraud.

With Positive Pay you provide us with information about the checks you write.
When each check is presented for payment, we compare the information provided
with the physical check. If the information does not match, it's flagged for your
review.

For future reference, you may download this User Guide to your local device or
print out a hard copy to store in your work area.

Getting Started

The first step in using Positive Pay is preparing the process you will follow for
uploading your check payment information to FNB. This will be in the form of an
Issued Check File, which can be any of the following formats:

o CSV

o TXT

o XLSX

e Fixed Width

When preparing your Issued Check File, include the following information:
e Date of Check (optional)

e Check Number

e Amount of Check

e Payee

How often you upload Issued Check Files depends on how frequently your
organization issues checks (e.g., daily, every other day, weekly, etc.). Just be sure to
upload your Data File EVERY day your organization issues checks.

TREASURY MANAGEMENT

Page 2 of 27 e Rev 0925

First National Bank




Creating Your First Issued Check File (and sending it to FNB)

As you create your first Issued Check File, it's important to remember how you formatted it. That’s because FNB
will build a system template so that your future uploads are instantly recognized.

When your first Issued Check File is created, email it as an attachment to Treasury Management Support
(TMClientSupport@fnb-corp.com). A Support Representative will contact you once your template has been mapped,
tested and established in the Positive Pay system.

Issued Check Files and Check Discrepancy Notifications
Issued Check Files can be uploaded to the Positive Pay system 24 hours a day. Remember, it is very important that
you import files each day checks are issued.

If there are discrepancies between the Issued Check Files you upload to us and the checks that are presented to FNB
for payment (“exceptions”), you will receive an email from treasurymgmt@fnb-corp.com by 8:00 a.m. ET. The email
will identify the discrepancy and direct you to review the check payment and provide FNB with a “Pay” or “Return”
decision. (You will only receive an email if you have items to review.)

If you haven't responded to FNB by 11:00 A.M. ET that same day, a reminder email will be sent to you. If, by 12:00
P.M. ET that same day you have not provided FNB with confirmation that the suspect checks are valid or fraudulent,
the checks will be approved or returned according to the default option you chose during initial setup.

Using Positive Pay
e First, log into Business Online Banking.

e From the home screen, scroll down to the Positive Pay/ACH Debit Filter section. Your screen should look similar to
this (listing a checking account number and the number of exceptions associated with each:

V¥ First National Bank

Home Accounts Payments & transfers Checks & deposits

Administration (!

@ EDIT ACCOUNTS e PRINT

Accounts Pay or transfer
A TEST CHECKING 2681 Available balence
40102681 $2.00 RECENT

SHOW ALL ACCOUNTS w

0 Positve Pay/ACH Filter | |
| |

ACH Debit Filter Current Day Exceptions WIRE IMPORT
l ¥XHX2681 Account has no exceptions today l

BILL PAY

l HAAK2T702 Account has no exceptions today l
H = EH H = =H H H =N = = = = = = .
Checks & deposits

Payments & transfers

REVIEW HIDE &

Wi

L]
ire
Demo and User Guides
L Description Reason Amount
— " -

Go to positive pay

Quick launch

TREASURY MANAGEMENT

Page 3 of 27 e Rev 0925

First National Bank




« If one (or more) of your business checking accounts appears in this section with “Current Day Exceptions,” click on
an account to enter the Positive Pay platform.
 This is the Positive Pay Overview page, and your screen will look similar to this:

Collapse All -

Exception Processing

Welcome to

Quick Exception Processing
Client Setup

ACH Authorizalion Rules
Transaction Processing

Submit lssued Check File

Add New Issued Check

- First National Bank

Check Search
Transaction Exiracls

ACH Debit Filter System

ACH Transaction Search

Transaclion Reporis
For assistance, please call Treasury Management Support at 866-750-5298 to speak to a support representative Monday - Friday between the hours of 8:00 AM and 5:00 PM.

Payee Match Report
Daily Checks Issued Summary The processing deadline has passed. Your default decision chosen at initial setup has been applied.

Exception ltems
Correction Report
Account Reconciliation Summary

Check Reconciliation Summary

Reviewing/Clearing Daily Exception Items
Any check that does not precisely match the check information you provided in your Issued Check File is flagged by
the bank when it is presented for payment. The item will await your review and a “Pay” or “Return” decision.

If there are exceptions, the designated individual(s) within your organization will receive an email from
treasurymgmt@fnb-corp.com with “Positive Pay ltems Ready For Review” in the Subject line. This email will be sent
by 8:00 A.M. ET, and the number of items that need to be reviewed will be listed. The email will look similar to this:

Positive Pay Exceptions from First National Bank (multiple messages are contained within this email)

Reply | %) ReplyAll | = F d
treasurymgmt@fnb-corp.com ® | O Reply ‘ %) Reply ‘ orwar [7]

To @ Plude, Christopher Tue 3/25/2025 4:09 PM
Retention Policy FNB - 2 Year Permanently Delete (2 years) Expires  3/26/2027

WARNING - External email; exercise caution when opening attachments or clicking any links.

Warning!

The Positive Pay System has created exceptions that need to be processed. Please log into the system via Online Banking to process your exceptions by the following time:
Check Exceptions 12:00 PM EST

ACH Exceptions 2:00 PM EST

=e- MESSAGE 1 ===«

Date: 03/25/2025 04:08 PM

Subject: Please process your exceptions

Client:  ECORP TEST COMPANY

Account ID: XXXX2681
Exception count: 5

The system has created exceptions that need to be processed. Login to the system to process vour exceptions.
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Again, if you haven't responded to FNB by 11:00 A.M. ET that same day, a reminder email will be sent to you. If,
by 12:00 PM. ET that same day you have not provided FNB with confirmation that the suspect checks are valid or
fraudulent, the checks will be approved or returned according to the default option you chose during initial setup.

When reviewing your exceptions, keep in mind there are eight reasons why the check has been flagged for a payment
decision:

. Issue Not on File - This means no data was uploaded previously to compare against this check clearing.

. Amount Mismatch - This means the check amount does not match the data uploaded to the system.

. Duplicate Item - This means an exact duplicate of check exists in the system.

N WON

. Issue Stale Dated - This means the check date has exceeded the “stale dated days” you set during your
initial setup.

5. Item Void - This means the check presented for payment was marked as “void.”

6. Blocked Transaction — This means that a check that was received exceeds the maximum payment amount
you set at your initial setup.

7. Payee Mismatch - This means the payee name you provided in the file you uploaded to FNB does not
match the payee name on the check.

8. Stop Payment - This means that a stop payment has been placed on the check.
To resolve your exceptions:
e Log into Business Online Banking

« Scroll down to the Positive Pay/ACH Debit Filter section of the home screen and click on one of the
accounts to enter the Positive Pay/ACH Debit Filter system.

¥ First National Bank

Home Accounts Payments & transfers Checks & deposits Administration (I

(3 EDIT ACCOUNTS jusk PRINT

Accounts Pay or transfer
A TEST CHECKING 2681 Awailoble balance
40102681 $2.00 RECENT w

SHOW ALL ACCOUNTS w

l Positve Pay/ACH Filter [ |
| ACH Debit Filter Cument Day Exceptions | WIRE IMPORT
l H¥MK2681 Account has no exceptions today l

BILL PAY

l XAHKAT02 Account has no exceplions today l

H = E = E EH E = = = = = = = =
Checks & deposits

Payments & transfers

REVIEW HIDE &

Wire
n

Go to positive pay

Quick launch

L]
Demo and User Guides
Description Reason Amount
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You will arrive at a window that looks like this. Click Quick Exception Processing on the left menu:

Collapse All -

. _

HE W I .
Quick Exception Processing

ACH Authorization Rules

Welcome to

-
(57

——— First National Bank

ACH Debit Filter System

ACH Transaction Search

Transaciion Reporis
For assistance, please call Treasury Management Support at 866-750-5298 to speak to @ support represemtative Manday - Friday between the hours of 8:00 AM and 5:00 PM.
Payee Malch Repori

Daily Checks Issued Summary The processing deadline has passed. Your default decision chosen at initial setwp has been applied

The exceptions will then display, showing how many need decisions and how many have been decisioned:

Collapse All- 3
Exception Processing . . .
All Account IDs +  Quick Exception Processing
Quick Exception Processing
Client Setup Q 3
ACH Authorization Rules
Transaction Processing - D“ﬂ"" N‘ﬁ“d (Eh - -s‘""Bs - There are 3 exceptions to review.
‘Submit Issued Check File I Amount mismatch $1.50 I
Add New Issued Check XXXX2702 #1003 Exceptions will be given a decision of Pay if decisions are
. Voided item (2 235 not made by 8:30 PM Eastern Time (US & Canada) for checks
Void a Check 1 olded frem (2) : | and 4:30 PM Eastern Time (US & Canada) for ACH.
ek Seare XOOK2702
arcl
| [ || | | | -
isi m = = = =
Transaction Extracts DCEEERCEE) Ey 1 0
ACH Transaction Search Total (3) $3.85 3 Decisions Needed
Transaction Reports I $3.85 I
H = = = =
Payee Match Report
Daily Checks Issued Summary
EmmTrie Decisioned
: $0.00

To view and review the exceptions, click the item under Decisions Needed to display details about the item.
When clicking on an item, the image of the check will appear along with the details of the item.
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Review the item and if you wish to authorize it for payment, click the Pay button under the check image.

~  Decisions Needed () L Amount mismatch
Amount mismatch $1.50 Default Decision: Pay Cutoff Time: 8:30 PM Eastern Time
XOXK2702 #1003 (US & Canada)
v Voided item (2) $2.35 Account ID:  XXXX2702 Check# 1003 Amount: 150
KAHXXZT02 lssued Amount: $18,913.25 Paid Date: 05/20/2025 lssued Date: 05/20/2025
Decisioned (0) £0.00 Issued Payee: AMOUNT MISMATCH
Total (3) $3.85
Front Back

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

|' [N NATIONAL BANK 1003
ot $A0/25
OroER G aAmMJJ&mM s .50
B ——- T
po T A
*0O0O 003 COL33EAB0OS
-
I Pay I Return Correct
- .
The reviewed item will move from the “Decisions Needed” area to the “Decisioned Group.”
’ ~  Decisions Needed (2) $2.35 .
o e mm mm mm wm mm mm wm = wm Amountmismatch
| ~ Decisioned (1) $1.50 |
- ] - - - - - - - - Decision: Pay Decisioned By: FNBDEMOCUST
Amount mismatch $1.50
| XHHX2702 #1003 Account ID: XXXX2702 Check # 1003 Amount: %150
Total (3) Issued Amount: $18,913.25 Paid Date: 05/20/2025 Issued Date: 05/20/2025

Issued Payee: AMOUNT MISMATCH

Front Back

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

[ FIRST NATIONAL BANK
2 WA BT 37082 e 1003
e ey —
w
DATE ﬂu&{ P
e ’,Q mound NS puadeh % .50
Ban ) —— s B
wOOM003* COLI3 805 80

Pay Rewrn Correct
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The next item to review (if there is more than one) will pop up, and you will repeat the decisioning process

If the check presented is fraudulent or unauthorized, click Return and then select the reason (“Refer to Maker” or

“‘Fraudulent”) from the drop-down list. This will then move the item to the Decisioned folder

~ Decisioned (1) $1.20 Extra payee name ~
Total (4] $4.65 . . )
@ Word "Payee” was found in line 1 of the payee name, but was notissued. Word "Mismatch" was
found in line 1 of the payee name, but was not issued.
Front Back
Hover over image to zoom. Click to view full-size image.
»
Hﬁ‘l’lﬂﬂmmk 1008
A 80011 -
]
we _5/21/25
OROERGE f. Mismateh
ORADER OF rLr
- Ay 1% [, ]_{
_19'41/ DolLaRs B B2
Frst Nasional Bank ﬁ/
FOR___ / b/ -
wOOi00B»* w0OL33LB0F:20
I Return Correct
|| |
HOKL S0 F1008 Issued payee name not matched e
v Decisioned (1) $1.20 Extra payee name ~
$4.65 I . . . y " was inline 1 of .
Word "Payee” was found in line 1 of the payee name, but was not issued. Word "Mismatch” was found in line 1 of the payee name,

Total (4)

but was notissued.

Front Back
Haover over image to zoom. Click to view full-size image.
i
ZnsTanous asx 1008
T P i 14 v
v I/L1/28
PAY TO THE .
OADER OF rtrm _.lm”" ({’LL 1% f, 25
G Fp— - E— “ oouses B g
! 00 4008% 120334603 22

| | | | | -
I Reason

I Fraudulent

I Refer to Maker
| | | | | |
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Corrections

During your review of exceptions, it may be necessary for you to correct a check number encoding error. When a
check number mismatch occurs, but the check may be paid, click the Correct button found under the check image.

~  Decisioned (2) $4.75

A~ Stop pay item (2) $4.75
XNHA2T702

Issue Not on File $275

XHHH2702 #1156

4, Stop pay item $2.00

XXHA2702 #1161

Total (4) $19.81

Decision: Pay

Account ID: XXX¥2702 Check # 156

Paid Date: 06/16/2025

Front

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

Issued Date: 06/16/2025

Back

Amount: 3275
Issued Payee: Test

| FIRST NATIOMAL BANK OF PA -
A1BE STATE 51
HERIATAE, P, 161883001

T amd e

P

First Maticnal Bank

© #DO0MLEE@ ©OL331B0FEC

i

Jerars @ Sawo .

Pav Return

I Correct I
- .

Once clicked, enter the correct check number in the “Search for a check” field. Then, click on the check information
that appears below the “Search for a check” field. Next, in the “Reason” field select “Other,” and in the “Correction
Notes” field, enter “Corrected Check Number” and then click “Save.” The item will then be paid.

4, Stop pay item 3200 e
s e Hover over image to zoom. Click to view full-size image.
Total (4) $19.81 - S

i m;gtnspomm OF PA n-m 1158
i FEATAGE. A, 19188 b 431 i
o
Pay )
Sowmor__—7eaf |$ 78
-'_Tn:':?ﬂ ﬁﬁ!'}” 7‘51{!0.17' DOLLARG ] l&?‘—

[First Piaational Bk
FO#R
#0056 COLIFIAONEC

Daars @ \:kz‘w.?ﬂ -

Search check number
1156 Test 2.75
X
Correction Notes

Corrected Check Number

Reason

the LY
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How to Upload an Issued Check File
¢ Log into Business Online Banking.

e On the home screen, scroll down to the Positive Pay/ACH Debit Filter section and click on one of the accounts
to enter the Positive Pay/ACH Debit Filter system.

"First National Bank

Home Accounts Payments & transfers Checks & deposits Administration (i

(@ EDIT ACCOUNTS i PRINT

Accounts Pay or transfer

A TEST CHECKING 2681 Awailable balance
49102681 $2.00 RECENT w
SHOW ALL ACCOUNTS w
| | | | | | | | | | | | | | | |

B Positve Pay/ACH Filter WIRE W v

- ——
|

HMH2621 Account has no exceptions today

WIRE IMPORT W ow

BILL PAY W v

I XAXA2T02 Account has no exceptions today
| | | | | | | | | | | | | | | |
Checks & deposits

Payments & transfers

Quick launch
Wire
— - -

You will arrive at a screen that looks like this. Click on Submit Issued Check File from the menu on the left:

Go to positive pay

Collapse All -
Exception Processing Welcome to
Quick Exception Processing

Client Setup

ACH Authorization Rules

Transaction Processin
| d |

Submit lssued Check File

R T SO

g s First National Bank

Check Search

Transaction Exiracts

ACH Debit Filter System

ACH Transaclion Search

Transaction Reports
For assistance, please call Treasury Management Support at 866-750-5298 to speak to a support representative Monday - Friday between the hours of 8:00 AM and 5:00 PM.
Payee Maich Report

Daily Checks Issued Summary The processing deadline has passed. Your default decision chosen at initial setup has been applied.
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On the Submit Issue Check File screen, click Choose File. Then browse to select the file you wish to upload from
your device:

o - o ﬁ
& Positive Pay Users - Email list [®)] 5/6/2025

m PositivePay-Email1-20230430 (=] 4/30/202

Submit Issued Check File

| POSPAY WARRIORS PAYFILE © 5/21/202

@ RM Positive Pay Notice-Draft @

Step 1. Select afile to process.
| | | | |

8] schedule =] 4/29/202
I No file chosen I
@ Upcoming Enhancement to ACH Debit Filter ® 4212023
| | | | |
@ Updated Pos Pay Manual Draft = 5/22/202
Step 2. Input details about the file.
name: | POSPAY WARRIORS PAYFILE ~ | All files ket Account ID: | KAXH2681 Vl

Lplaadifiom/mobile Canczl File Mapping Format: | ECORP TEST v|

‘ Step 3. Click the "Process File" button.

If you have more than one account - or the account number is NOT in the Issued Check File - select the appropriate
account from the Account ID menu. Additionally, if you have more than one template, select the appropriate File
Mapping Format for your issued file.

Once complete click Process File:

Submit Issued Check File

Step 1. Select a file to process.

Choose File | POSPAY WARRIORS PAYFILE xlsx

Step 2. Input details about the file.

Account ID: [ XXXX2681 v|
File Mapping Formar: (st M
HH2702

Step 3. Click the "Process File" button.

| =T |
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Once the Process File button is clicked, please wait a moment for the system to complete the upload:

Submit Issued Check File

Step 1. Select a file to process

| Choose File | POSPAY WARRIORS PAYFILE xlsx

Step 2. Input details about the file,
H W O E = = = = = = =

All: |

File is processing. Please Wait...

File Mappifly , |
| | | | | | | | | |

Step 3. Click the "Process File” button.

Once the file is uploaded, a confirmation will appear at the bottom of the screen listing the File Name, Upload Date,

Status of Processed, Item Count and Total Amount of the file:

.01

Step 1. Select a file to procass.

Choose File | Mo file chosen

Step 2. Input details about the file.

AccountID: |XXXX2681 ~|

File Mapping Format: |ECORP TEST v|

Step 3. Click the "Process File” button.

Process File

|
Processing Results !
|
|

File Name Upload Date Status Items Amount

POSPAY_WARRIORS_PAYFILE xlsx 05/22/2025 11:00:23 AM Processed 7 530.01

TREASURY MANAGEMENT

Page 12 of 27 ¢ Rev 0925

First National Bank



NOTE: If the file did not upload successfully, you will receive a pop up which will indicate
Processed with Exceptions or Rejected:

JResults: Processed with Exceptions ||

E = = = = = = = = .
Invalid value in numeric field ()
Skipping Row 1 for previous errors. 5/21/2025 12:00:00 AM,999999,Steph Curry,,I
Invalid value in numeric field ()
Skipping Row 5 for previous errors. 5/21/2025 12:00:00 AM,1000003,Draymond Green,,I
INTERMAL ERROR
Invalid value in date field ()

Skipping Row 7 for previous errors. ,1000005,Kevon Looney,2.75,1

R e 2

L L L L L
JResults: Rejected ||
L L L L L

ol
Error Message

Account ID: XX¥¥2681 Check Number: 109801 Amt: 10.00 Error: 1002-Check is
already in system

Account ID: X{X2681 Check Number: 109802 Amt: 3.00 Error: 1002-Check is already
in system

Account ID: X{X2681 Check Number: 109803 Amt: 4.00 Error: 1002-Check is already
in system

Account ID: X{X2681 Check Number: 109804 Amt: 1.28 Error: 1002-Check is already

in system

Account ID: X{X2681 Check Number: 109805 Amt: 5.65 Error: 1002-Check is already

in system

Import Exceptions

If the file you uploaded shows “Processed with Exceptions,” it means that some of the items in the file did not match
template specifications you created when you submitted your first Issued Check File and need to be corrected. You
have two options to correct your data:

1. You can manually enter check information into the system (see below); or
2. You can correct the file and then re-submit it to the system.

If the file you uploaded shows “Rejected,” the file will need to be corrected and re-submitted to FNB.

TREASURY MANAGEMENT
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Manually Entering Checks
e To manually enter checks into the system, log into Business Online Banking.

e On the home screen, scroll down to the Positive Pay/ACH Debit Filter section and click on one of the accounts
to enter the Positive Pay/ACH Debit Filter system:

"First National Bank

Home Accounts Payments & transfers Checks & deposits Administration (!

[# EDIT ACCOUNTS  j PRINT

Accounts Pay or transfer
A TEST CHECKING 2681 Lovailable balance
42102681 $2.00 RECENT w

SHOW ALL ACCOUNTS w

| | | | | | | | | | | | | | | ||
B Positve Pay/ACH Filter

I ACH Debit Filter Current Day Exceplions
l X IGET Account has no exceptions today
l ¥IK2702 Account has no exceptions today

H I B = E E E B B = = = = = = =
Checks & deposits

Payments & transfers
Go to positive pay

HIDE

1

Quick launch
Wire

Demo and User Guides

—

When you arrive at the window below, click on Add New Issued Check from the left menu:

Collapse Al -

H Exception Processing

Welcome to

Quick Exceplion Processing
&) Clienl Setup

ACH Authorizalion Rules

Transaclion Processing

™ i "

Add New Issued Check

e = — First National Bank

Check Search

Transaction Exiracts

ACH Debit Filter System

ACH Transaclion Search

B8 Transaciion Beoors

If you maintain just one checking account with FNB, your account number will automatically populate the Account ID
field. If you maintain more than one checking account in the Positive Pay system, use the Account ID menu to select
the account on which the check was drawn.
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Next, enter the Check Number, Amount, Issued Date and Issued Payee in the appropriate fields.
Then click Add Check.

Collapse All - S

Exception Processing Add New |ssued Check

Quick Exception Processing

Account ID: [<Not Selected= ] Check Number: ‘ ‘

Client Setup

Amount: | | Issued Date: [05/22/2025 |

ACH Authorization Rules
Issued Payee: | ‘

Transaction Processing
] Auto-Increment Check Number

Submit Issued Check File

- .
Add New Issued Check || Acdcheck |
S

Void a Check

Check Search

The system will generate a confirmation showing the check was successfully added. Your screen will look like this and
you will have the opportunity to enter additional checks if you like:

Add Mew Issued Check

Account ID: | X008 w Chwisck Kumbses:
Amoun: mamed Date: | 0822080025
Issued Payes:

Auto-Incremsn Chack Numbar

T e T e T S
%200 1 Srraies i Mickey Mouss

Bl oocsan SRS

Total: 52.00
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If you are entering more than one check AND they are in sequential order, click the box to the left of Auto-Increment
Check Number option. The system will populate the next check to be entered once Add Check is clicked:

Add New Issued Check

AccountID: | XXXX2702 ~] Check Number: [998767 |

Amount: [2.50 | Issued Date: |05/22/2025 |

Issued Payee: |Sleve Rogers |
Tl = N N N N
I Auto-Increment Check Number I

-

Your screen will look like this after the first check is added. Additional checks may now be entered:

«” Check (998767) was successfully added.
Add New Issued Check

AccountID: |XXXX2702 v Check Number: 998768 |

Amount: [3.00 | Issued Date: |05/22/2025 |

Issued Payee: |T|Jn|,,r Stark |

Auto-Increment Check Number

Add Check

TREASURY MANAGEMENT
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Your screen will look like this after the second check is added. The list at the bottom of the window will continue to
show all checks as you add them:

" Check (998768) was successfully added.
Add New Issued Check

Account ID: | XXXX2702 v Check Number: |998769 |
Amount: | ] Issued Date: |05/22/2025 |
Issued Payee: | |

9 Auto-Increment Check Number

Add Check

. Account ID Check Number m Issued Date Issued Payee

XXXN2T02 998767 $250 052212025  Steve Rogers
HHNHX2T02 995768 $300  0522/2025  Tony Stark
Total: $5.50
Void A Check

To void a check, click Void a Check on the left menu:

Collapse All - 3

! IS orocessing

Quick Exception Processing

Welcome to

®© client Setup

ACH Authorization Rules

c Transaction Processing

Submit Issued Check File
e

e First National Bank

Transaction Extracts

Positive Pay/ACH Filter

ACH Transaction Search

Transaction Reporis
For assistance, please call Treasury Management Support at 866-750-5298 to speak to a support representative Monday - Friday between the hours of
Payee Match Report 8:00 AM and 5:00 PM.

Daily Checks Issued Summary
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Select the account number from the Account ID drop-down, and complete the Check Number, Check Amount
and Issued Date fields. Once complete click Find Matching Check:

Void a Check

Step 1. Enter check information.

Account ID: | XXXX2681 v

Check Number: [998789 |

Check Amount: [2.00 |

Issued Date: |06/10/2025 |

Step 2. Click the "Find Matching Check” button to find the check.

| |
Find Matching Check
| |

Step 3. Verify the check that will be voided.

Step 4.

Verify that the check details match, and then click Void Check. Note: The system will hold Voided Checks
for 365 days before they are removed.

- Eme=e ]

Step 1. Enter check information.

Account 1D: [ 30042681 v

Check Number: [B83758 |

Check Amount: [2.00 |

Issued Date: [06/10/2025 |

Step 2. Click the "Find Matching Check” button to find the check.

Find Matching Check

Step 3. Verify the check that will be voided.

m Check # Check Amount Izsued Date
2.00

KKK 2881 998789 06102025

Step 4. Click the "Void Check™ button to complete the void process.

-1
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Once Void Check is clicked the system will void the item and a confirmation will appear.

" ™ The check has been successfully voided **

Void a Check

Step 1. Enter check information.

Account ID: | 200002681 "3
Check ]
CheckAmount: [

T e —

Step 2. Click the "Find Maiching Check” button fo find the check.

Find Matching Check

Step 3. Verify the check that will be voided.

Step 4. Click the "void Check” button to complete the void process.

Change Items
If you need to change/update information about a check that you issued (provided the check has not cleared), click
Check Search from the left menu:

Collapse A1 - [

Exception Processing

Check Search

Quick Exception Processing

Client Sefup
Account ID

ACH Authorization Rules
All Account IDs

Transaction Processing
Submit Issued Check File Check Status
Add New Issued Check All

T e .

Check Search Check Number From Check Number To
o T

ACH Transaction Search

ES Transaction Reporis

Payee Match Report

Daily Checks Issued Summary

Exception ltems Date From Date To

Comection Report
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If you maintain one checking account in the Positive Pay system, the account number will automatically appear next
to Account ID. If you maintain multiple accounts, click the drop-down menu next to Account ID to select the account

on which the check was written. Then click the appropriate account number:

0 Acoount 1D
]

-
i

Check Number From

Date From

Check Search

Check Number To

Date To

Next, select Issued/Outstanding under the Check Status and then enter the check number(s). If you are entering
only one check number, enter that number in both the “From” and “To” fields. Similarly, use the “From” and “To” fields

if entering a range of checks.

You may also search by Issued Date or Issued Payee (found under the Show Additional Options.

Finally, scroll to the bottom of the window and click the Search button at the lower right.

X068 %

I Check Status

B outstanding 4s of

vy 05/22/2025

Check Number From

Check Number To

Date From

Date To

Show additienal options

Amount From

Amount To

Decisicn

Reason

Trace Number

Issued Payee

Stenh Clrne
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When the results page populates, click the three vertical dots to the right of the check you wish to edit and select

No Decision to display

Motes

No Reason to display

| |
Cancel Save Changes
| |

Edit record.
Q m =
Original . Stale
Account /] Check Amount Isfued Issued Issued Paid Current Dated
1D Number l l | Payee Date Date Status l
Amount As Of

KX 2631 5601 23.00 $2300 StephCurry  06/14/2024 Issued 06/25/2024 :
KHKX2681 7808 $50.00 $50.00 Steph Curry  08/17/2023 Issued 08/28/2023 :
KHHK2631 12345 $25.00 $2500 StephCurry  04/25/2024 Issued 05/06/2024 :
KHXHK2681 109801 $10.00 $1000 StephCurry  05/21/2025 Issued 06/01/2025 :
KXHKX2681 234567 $25.00 $25.00 StephCurry  06/20/2024 Issued View check images

|| | | || ||

$133.00 | Edit record |

|| | || || ||
Showing 5 results n View record
Account 1D When you select a record to be
KAXX2681 v edited, your window will contain the

contents of that record. The follow-
Payee ing fields can be changed:
Steph Curry « Account ID
Check Number Amount ° Pa\/ee
109801 15.00 o Check Number
e Amount
Issued Date Paid Date
05212095 @ " e |ssued Date
o Paid Date (Only used in the
Trace Number Void Date event the check cleared with
No Trace Number to display B an encoding error such as
check #0)

Decision Reason

« Void Date allows the user to
void a check by entering in a
date for the item to be voided.
This can only be completed if
the “Paid Date” is blank.

o Notes (To be used if you want
to include any notes related to
the change being made.)

Once the edits are made, click Save
Changes.
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A pop-up will display in the upper right showing “The check was updated.” The updated check will be reflected in the
search results.

< Back to Search Parameters _heck Search
original b Stale
Account <P~ Check A : II'E g Issued Issued Paid Current Dated
moun SSLIE | ate
10 Mumber Payee Date Date Status
Amount As OF
GO0 AEE 5801 52300 52300 Steph Curry  O8r1472004 AT ) D 2553024 :
i268 TEOS 5000 3000 Steph Curry OEM Tr2023 AT OB 282023
D268 12325 £25.00 52500 Seeph Curry  QL2572024 AT ] DED6r 2024

Month-End Reconcilement Reports

Positive Pay offers a variety of management reports that may be downloaded to your device. Reports can be
generated at any time for a variety of reconciliation and information purposes and are available for a period of one
year. Some of the commonly pulled reports are:

EXCEPTION ITEMS:
This is a report containing the items which were flagged as an exception. To generate this report, click on Exception
Items found under the Transaction Reports subhead on the left menu bar:

c Transaction Processing

Submil Issued Check File Exception Items

Add New Issued Check | | |
Void a Check I Account ID I
Check Search I All Account IDs I
Transaction Exiracts - - -
ACH Transaction Search Date
&S Transaction Reports Paid v
Payee Match Report
A — Date From Date To
05/21/2025 £ ]

Exception ltems

Account Reconciliation Summary Transaction Type
Both check and ACH exceptions v

Check Reconciliation Summary

Deposit Reconciliation Summary
Check Number From Check Number To
System Reporis

Issued Check Processing Log

Under the Account ID drop-down menu, you may select All Account IDs to include ALL of your accounts in one
report. Or, if you prefer, you may select a specific account by clicking the Account ID drop-down menu and selecting
the specific account.
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Next, select the date range of your report in the Date From and Date To fields. Then scroll to the bottom of the
window and click the Search button at the lower right.

Date
Paid ~
Date From Date To
04/01/2025 B 04/30/2025 =
Transaction Type
Check exceptions only v
Check Number From Check Number To
Decision Reason
All Decisions All Reasons
Show additional options W
The report displayed will look similar to this:
Q 0O =
| | | | |
original ! Export all to Excel !
Account & Trace Check — |sf|:e r Issued Paid input. P .
([} HNumber Number g Payee Date Date ;
; § Exportpageto PDF g
MO IT02 FR0021021 1001 $1.25 $1.25 05/20v2025 0521/ 1
Export all to PDF
DOOITOZ Fo00241021 1002 $1.10 $1.10 os/2ov2025 oss2ufl |
i Export all to C5V i
DOOTO2 $3004102 1003 $1.50 51891325 AMOUNT M. 052002025 0520/ s
O0LZT02 0035019 1007 51.20 $1.20 05/21/2025 05/22/2025.. \ouded item
MCOLT02 30035015 1008 $1.25 $125 TODDSMITH O0OLR21/2025 0521/2025.. Payes name
MCOLIT02 $5003501% 1009 $1.05 $500 AMOUNTM. Q52172025 052172025 Amownt mism
WOOLT02 90035019 1010 51.15 £1.15 05/21/2025 O05/22/2025.. Paid not issued
$8.50

You can export this report to your device by clicking the drop-down arrow in the

upper right and selecting the desired format.
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OUTSTANDING/NOT RECONCILED CHECKS:
This is a report listing all the checks issued that are still outstanding. To produce this report, click on the
Check Search option located under Transaction Processing on the left menu:

& Transaction Processing
Submit Issued Check File Check Search

Add New Issued Check

o e — Check Status

Check Search Al v

I N EE I .
Transaction Extracts

ACH Transaction Search Check Number From Check Number To

Transaction Reports

Payee Maich Report

Daily Checks Issued Summary Date

Exception ltems ssued v

Cormection Report

Account Reconciliation Summary Date From Date To

‘Check Reconciliation Summary =

Deposit Reconciliation Summary

System Reports Show additional options v

You will now see a Check Search window that looks like this:

Check Search
- | - -
Account 1D i
B oooxees x | |
- - | -
- | - - - | - -
B Check Status | | J Outstanding As Of | |
ssued / Outstanding ~ o 05/22/2025 =]
| | | |
- - | - - - | |
Check Number From Check Number To
Date
ssue v
Date From Date To
Show additional options '
Mote: Transaction history is retained within the systemn for 90 days after an item has paid.
- - -
i m I
| |

Click on the Account ID field and select the specific account you wish to be reported. (You may also leave the default
selection to ALL to generate reporting of all your checking accounts in one report.)

Next, change the Check Status to Issued/Outstanding and make sure the “Outstanding As Of” date is set to the
current date. Once this is completed click the Search button at the bottom right.
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The report generated will look like this:

%

I amp:sl
Account ID /~ | Check Number | Amount | Original Issued Amount | Issued Payee Issued Date | Paid Date Current Status !a Export all to Excel I
W0(2681 1. £1.00 TES J23/202 55U i
HO2681 963 $1.00 00 TEST 08/23/2023 ed CI Exportpageto PDF I
WO2681 1351 $4.65 5465 Daion Roberts 11/02/2022 ssued i

| Exportall o PDF |
XX 2681 1352 $9.06 $9.06 Sueds Goodwin 11/02/2022 Ssued

| ExportalloCSV I
0002681 1354 515.76 $1576 Cnristoprer Verlicn  11/02/2022 ssued  am sm mm mm
W02681 1381 $10.96 51096 Hector Bivera 11/02/2022 Ssued 1171372022 E
W02681 1374 $0.09 $0.09 Corey Hil 11/02/2022 ssued 1171372022 E
W02681 1395 $78.14 £78.14 Ernest Turner 11/02/2022 ssued 1171372022
WX 2681 1418 $0.09 5008 |ericho Dechicchis  11/02/2022 ssued 11/13/2022 :
XX 2681 1448 $150.91 150591 Trevor Puray 11/02/2022 ssued 117132022 E
032681 1445 $19.60 $19.60 Mark Beavers 11/02/2022 ssued 117132022 E

$22,637.72.. [ ]

Showing 1-10 of 5511 results n 2 3 552 > Visw 10w

You can export this report to your device by clicking the dropdown arrow in the upper right and selecting the
desired format.

PAID CHECK REPORT:
This is a report listing all the checks that have cleared the account. To produce this report, click on the Check Search
option located under Transaction Processing on the left menu.

Transaction Processing

Check Search

Submit Issued Check File

Add New Issued Check

Void a Check
I N .

Check Status
I -
Check Search All v

P, S -

ACH Transaction Search Check Number From Check Number To

B Transaction Reports

Payee Maich Report

Daily Checks Issued Summary Date

ssued v

Exception Items

Correction Report

Account Reconciliation Summary Date From Date To

i
EE

Check Reconciliation Summary

Deposit Reconciliation Summary

System Reports Show additional options v
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Now click on the Account ID field and select the specific account you wish to be reported. You may also leave the
default selection to ALL to generate reporting of all your checking accounts in one report:

| || | | | |
I AccountiD |

XXXX2681 X XXXX2702 X
| |

| Check Status |
Paid W
| |
| | | | | | | | |
Check Number From Check Number To
Date
Paid W

I Date From Date To I
05/01/2025 & 05/31/2025 =
| |

Show additional options v

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

| | | |
Next, click the drop down under Check Status and select Paid, and then select the date range for the period you

wish to be reported for all paid items. (If this field is left blank, it will generate a listing of all checks paid). Once this is
completed click the Search button at the bottom right.
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The report displayed will look similar to this:

< Back to Search Parameters Check Search
- oE =W = m
f am =z}
| |
Original .
Account /] Check & Issued Issued Paid Currenty Exportall to Excel i
Amount | Issued | |
1D Number A t Payee Date Date Status
moun 0 Exportpage to PDF I
HOK2T02 1001 $1.25 51.25 05/20/2025  05/20/2025 Paid [ |
Export all to PDF
HOK2T02 1002 51.10 51.10 05/20/2025  05/20/2025 Paid i i
§ Exportall to CSV ]
KHRA2702 1003 $1.50 $18913.25 AMOUNT MI.. 05/20/2025 05/20/2025 Paid I = = = =
KHRA2702 1004 $1.15 $1.15 Alex Cooper.. 05/20/2025 05/20/2025 Paid
KHRA2702 1005 51.00 $1.00 TEST 02/20/2025  05/20/2025 Paid
KHRA2702 1006 51.00 $1.00 TEST 05/21/2025  05/21/2025 Paid
$7.00 (i ]
Showing 6 results n lew s v

You can export this report to your device by clicking the dropdown arrow in the upper right and selecting the
desired format.

For Additional Assistance:

« Please call Treasury Management Support toll-free at (866) 750-5298. Support Representatives are available
Monday - Friday, 8:00 AM to 5:30 PM ET.

e To contact Treasury Management Support via e-mail, the address is: treasurymgmt@fnb-corp.com.
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