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To Access Information Via Online Banking

Login to Online Banking at www.localfirstbank.com from your desktop or mobile browser.

FIRST BANK Personal Business Digital Banking Mortgage Insurance Wealth About Learn Lv(Z(mS C:“zc L:’CQ‘F Q

ENROLL - SERVICES
Find Your Local Branch > Online Banking User ID Where do | enter my password?
Forgot password?

Get the scoop on /\ A\
financial freedom. /L
Try our free online financial wellness courses &

to learn how to budget, save and manage
your money.
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We Recommend

Buying a house? Deposit checks Manage all your

How to Upload an Issued Check File

Client will need to upload an issued check file any time checks are issued.
1. Click on Submit Issued Check File

L

Collapse All - & First Bank Client: ACME Inc
Exception Processing Welcome to

Quick Exception Processing
e FIRST BANK

Submit Issued Check File

Issued Check Processing Log Positive Pay System

Add New Issued Check

Void a Check For further assistance, please contact Business Support at 1-866-435-7208.
Check Search

ACH Transaction Search

Reverse Positive Pay / Transaction
Extract

Transaction Reports

Daily Checks Issued Summary
Stops and Voids

Exception Items

Stale Dated Checks

Account Reconciliation Summary
Check Reconciliation Summary
Deposit Reconciliation Summary

Payee Match Report
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2. Click Choose file to search for the issued check file

Quick Exception Processing First Bank

Transaclion Processing Submit Issued eck Fi

Submit Issued Check File

= Step 1. Select a file to process
|ssued Check Processing Log i p

Add New Issued Check | choose File | No file chosen
Void a Check
Check Search Step 2. Input details about the file.
ACH Transaction Search
Client ID: [ +++++1202 ~]
Reverse Positive Pay / Transaction
Extract File Processing Type: | v

Transaction Reports

Daily Checks |ssued Summary Step 3. Click the "Process File” button

Stops and Voids

Exception Items

Stale Dated Checks

Account Reconciliation Summary

Check Reconciliation Summary

Deposit Reconciliation Summary

3. Select the corresponding account and file type for the file that was uploaded.

Quick Exception Processing First Bank

Transaclion Processing Submit Issued eck Fi

Submit Issued Check File

|ssued Check Processing Log
Add New Issued Check

Void a Check

Check Search

ACH Transaction Search

Reverse Positive Pay / Transaction
Extract

Transaction Reports

Daily Checks Issued Summary

Stops and Voids

Exception Items

Stale Dated Checks

Account Reconciliation Summary

Check Reconciliation Summary

Deposit Reconciliation Summary

File Processing Type: |

Step 1. Sslect a fils to process

| choose File | No file chosen

Step 2. Input details about the file.

Client ID: [ +++++1202

]

~]

Step 3. Click the "Process File” button
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4. Click Process File

Quick Exception Processing First Bank

Transaction Processing

Submit Issued Check File

Step 1. Sslect a fils to process

| choose File | No file chosen

Submit Issued Check File

|ssued Check Processing Log

Add New Issued Check
Void a Check

Check Search Step 2. Input details about the file.

ACH Transaction Search

Client ID: [ +++++1202 ~]

Reverse Positive Pay / Transaction
Extract

File Processing Type: | ~]

Transaction Reports

Daily Checks |ssued Summary Step 3. Click the "Process File” button

Stops and Voids

Exception Items

Stale Dated Checks

Account Reconciliation Summary

Check Reconciliation Summary

Deposit Reconciliation Summary

5. You will be presented with a message that the upload was Successful, Processed with
Exceptions, or Rejected
o If the file status is Processed with Exceptions, review exceptions.
e [f the file status is Rejected, contact Business Support at 866-435-7208.

Manually Add New Issued Check

The Add New Issued Check screen is used if a check was manually written or was otherwise not included
in the electronic issued check file.
1. To manually enter a check within Positive Pay go to Add New Issued Check

Collapse All - PRSI
1 Exception Processing

2.

Quick Exceplion Processing
Scrub Exceptions
Transaction Processing

Review Checks

Submit Issued Check File

Issued Check File Processing Log

Add New Issued Check
Void a Check
Check Search

ACH Transaction Search

Add New Issued Check

T —
R T lasued Date: [TETEIR ]

Issusa Payee: | |

[ Auto-increment Check Number

Enter the Check Details

Client/Account ID: Identifies the account number the check was written from.

Check Number: The check number of this item.

Amount: The amount of the check.

Issued Date: The issued date for this check.

Issued Payee: The issued payee name for this check.

Auto-Increment Check Number: Checking this box will increment the check number by one
after each check submission.
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3. After all fields are completed click Add Check. You will see your check details listed at the
bottom of the page

Add New Issued Check

Ciienti0: [T Check Numer: | |

Amount: | | Issued Date: [11/2172018 |

[l Auto-Increment Check Number
Ad Check

£

S | S . - SR Check Number [ Amowmt | bsuedDae ]

El 202 1234 $1.00 11/21/2018
421202 12345 $2.00 1172172019

Total: $3.00

Daily Exception Review

If there are any positive pay exceptions, you will receive an email notice each day with a summary of
those exception items that need to be reviewed.
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Decision Exceptions within Online banking
Under the Commercial tab, click Positive Pay Exceptions.

Payments and Transfers

Users

User Roles

Payments

Recipients

Subsidiaries

ACH Pass-Thru

Tax Payment

Remote Deposit

Reports

Positive Pay
Positive Pay Exceptions

Mobile Authorizations

A Decisions Needed (4) $58,283.76

made by 11:00 AM Eastern

$0.00

Toral (4) $58,283.76

Decisioned
$0.00

1. Select anindividual transaction to display the following transaction details.

o Default Decision — the default decision for the exception type.

e Client/Account ID — the nickname or description that identifies this account to the
customer. This Client/Account ID is displayed in place of the account number on pages
within the system and in emails generated by the system.

e Paid Date — the paid date for this check or ACH transaction.

e Check # — the check number of this item.

e Amount — the amount of the item that has been presented for payment.

o Issued Payee — the issued payee name for this check.

2. Select Pay or Return on the transaction.
3. Specify the reason for the pay or return decision from the Reason list.

**All exception items must be reviewed and decisions made by 11 am Monday through Friday.
If there is a bank holiday, the exception will be available the following business day™*
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Adding ACH Rules for Exceptions

When exceptions come up that need to be added as an authorized transaction:

1. In addition to Paying the item you will click Add Rule

I Quick Exception Processing

All Client IDs

| perkmsesiei() $I941 UNAUTHORIZED ACH TRANSACTION

Operating**3812UNA

$109.41 Default Decision: Return

Client 10: [ Amount. $100.41

Decisioned (0) 30800 pid Date: 08/13/2020

Total (1) $109.41
CCD /1411877307 / DR

DLX FOR BUSINESS/Deluxe 5BS 020473438671 2¢ | R

Add Rule Pay Return

2. Complete the following fields:

e Description — A description of the transaction. This can be the name of the company the
transaction originated with.

e SEC Code — Will default to the ACH code for that particular transaction. You may also
choose “All SEC codes” to allow for other transaction types to process.

e Debits or Credits — Choose the type of transaction allowed.

e Max Allowable Amount — If there is a limit you’d like to place. If there is no limit you can
leave blank.

Kb I siirharieatian Fole
Add ACH authorization rule

Description

SE( Code
Company 1D
Debits or Credits

Max Allowahle Amount

canes m

3. Click Save Rule.
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After submitting the decision for items, if you need to upload a file you can choose one of two options.

Launch Advanced Options within the Positive Pay
Exceptions Menu

_ Postive Pay e e
All Accounts v 3

Add Check

Positive Pay (Under the Commercial tab)

= Payments and Transfers
B e
Users

User Roles

Payments

Recipients

Subsidiaries

ACH Pass-Thru

Tax Payment

Remote Deposit

Reports

Positive Pay

Positive Pay Exceptions

| Mobile Authorizations
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Reverse Positive pay file extract

Within Positive Pay click Reverse Positive Pay/ Transaction extract

! Exception Processing Reverse Positive Pay / Transaction Extract (BAI2 Type 19)

Quick Exception Processing

Transaction Processing Step 1. Select "Client ID" and "Extract through date”

Submit Issued Check File ClientID: [++= 0907 ~

Issued Check Processing Log Extract from date: optional)
Add New Issued Check Extract through date: [08124/2020

Void a Check

Check Search Step 2. Click the "Create File and Report" button.

Reverse Positive Pay / Transaction

Extract
Create File and Report

Transaction Reporls

Daily Checks Issued Summary Step 3. View Report or File By Clicking on Links in Grid Below.

Stops and Voids

Exception items

Stale Dated Checks . Client ID Date Created Extract From Date Extract Thru Date .

Payee Match Report

1. Choose Client/Account ID — the nickname or description that identifies this account. This
Client/Account ID is displayed in place of the account number on pages within the system and in
emails generated by the system.

2. Select the Extract from date (Optional) — the date from which to start the extract. By default,
the system extracts all items that have not been previously extracted.

3. Select Extract through date — the date through which posted items are included in the extract
file.

4. Click Create file and Report.

Report example:

INST : 531 CENTRIX BANK
RUN DATE: ©3/09/16
SYSTEM: ©3/09/16 9:50 AM TRANSACTION EXTRACT REPORT PROCESSED THRU: ©3/09/16
CLIENT: Big City Electric ACCOUNT ID: BCE Ops Acct FILE
NAME: BCEOpsAcct_20160309_094946.csv
CHECK = PAID DATE AMOUNT DR/CR REFERENCE
1 1451183 07/085/2015 5.05 DR 80312330
2 1457698 06/24/2015 .10 DR 80031060
3 1557760 08/16/2015 185.70 DR 80310860
- 579165 99/13/2015 180.00 DR 80400890
5 1599873 07/13/2015 42.68 DR 80008160
6 1609562 06/24/2015 2.10 DR 80246250
7 1613820 07/19/2015 52.00 DR 40201830
8 1619664 07/09/2015 219.00 DR 80067190
9o 1620138 07/e9/2015 6.97 DR 70401050
10 1620926 26/24/2015 44.03 DR 80246240
11 1629041 @7/e8/2015 21.25 DR 80246700
12 1629085 07/15/2015 156.03 DR 80221060
13 1630037 06/29/2015 687.50 DR 80078380
14 1630730 07/27/2015 272.00 DR 80054600
15 1633463 06/30/2015 105.00 DR 80016720
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