m WASHINGTON TRUST®

Positive Pay User Guide-ACH

Best Practices / User Responsibilities

e Exception Items must be decisioned by 2:00pm. If Exception Items are not decisioned by
2:00pm, items will be returned.

e Management of the decisioning process will be required every business day
(Mon-Fri excluding Federal Holidays).

e When you have Exception Items, a summary email will be sent in the morning. Please notify us
of any updates to contact information.

e Every morning, log into online banking and access the Positive Pay portal to review and decision
exception items.

e Make sure at least two or more users have access to Positive Pay to cover the exception item
decisioning process for time off and unexpected absences.

e Update all ACH Policies on a daily basis (ideally as items are decisioned).
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Critical Timeframes

7:00am EST-If Exception Items are present, the “ACH Exception Item Report” is emailed.

9:00am EST-System is available for Exception Item processing.

11:00am EST-If Exception Items have not been decisioned, a reminder email is sent.

1:00pm EST-If Exception Items have not been decisioned, a final notice email is sent.

2:00pm EST-Exception Item decisioning cut-off. Items must either be accepted or rejected. Any

outstanding items will be rejected.
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Daily Emails

Washington Trust: Review Positive Pay Exception ltems.

positivepay@washtrust.com
To |
Ce Positive Pay Admin

I 1*3

SED16.cov
X W
_ 706 bytes

S DEO17.csv
’ﬁ 1KB Y

The first attachment will contain an overview of the day’s activity.

ﬁ SE016.csv <
706 bytes

The critical data is found in the “# Not Reviewed” column, which will detail whether an account has
Exception Items that need attention.

A | E | &
|Transit  Account  #5uspects
2 11500858 *****5500 1

The second attachment will give greater detail regarding each Exception Item.

j DED17.csv 9
A B | C | D | E | F | G | H | I | g 2 | K |
1 |Exception Date Transit Account Trace Number Amount Immediate Destination Name  Standard Entry Class Code Originating DFI Identification Immediate Origin Name Company Name Company Identification Company Entry Description
2 1/11/2021 11500858 ***== ‘500 1.2114E+14  1004.5 WASHINGTON TRUST COMPAN WEB ASF APPLICATION SUPERVI TEST COMPANY 123456789 BILL PAYMENT
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System Login

Log into online banking as your normally would, then follow the screens below.

\J

WASHINGTON
TRUST’

et (Account Activities & Reporting

Payments & Transfers

Account Reporting Stop Payments Additional Services ned ug
View Account Summary Add Stop Payment
Create Reporis

View Stop Payment Activity

Run Selected Report

Manage Balance Aleris

Statements

Online Statements

Descnphon = Type £

% | Account

5] LOGOUT

Hello fguido

Your last login time
Feb 14 2022 1:28FPM

You will be automatically logged out

after 20 minutes of inactivity

(| »» coninue |)

e ——————
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Exception Item Decisioning

Option 1-Summary view.

' DemoBank o E Company _ User: fguido

Thursday, April 7, 2022, 5:37:10 PM 5] LoGOUT

PREFERENCES

ﬁ Accounts
iz company Profile ACH Exceptions® ~ EXPANDALL
= You have 324 minutes left to disposition the exceptions.
= Profile

[ Include preferred accounts only
g User Management

Transit Account Number of Unreviewed or Pending Exceptions

B Contact Us

011500858 1

W DemoBank > J=] Company || G v--- i Thursday, Aprl 7, 2022, 5:4629PM 5] LOGOUT

HEE Daily Tasks \ [ CHECK SUSPECTS _ PREFERENGES
i Accounts
1 Company Profile ACH Exceptions
= Profile !
Selected: Transit 011500858 Accoun {X] DESELECT
S User Management
Rows per page: 200 = 1-10f1
{al Contact Us

Date Trace Check#  Code  Type CR/IDR  Serial# Amount($) Status Orig Transit ~ More..

2022/04/06 011500850007739 27 Cco DR 7,556.85 Not Reviewed 011500858 ®

Disposition ACH E
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Option 2-Expand All view.

*DemuBank o =] Company _ User: fguido Thursday, April 7, 2022, 5:37:10 PM 5] LoGOUT

i Accounts E

Daily Tasks | [E] cHECK SUSPEQPREFERENCES
2

- g 3
r'a
B3  company Profile ACH Exceptions® (v EXPAND ALL
= You have 324 minutes left to disposition the exception -
s Profile
[ Include preferred accounts only
& User Management
Transit Account Number of Unreviewed or Pending Exceptions
M Contact Us

# DemoBank 7 Bl = Company | G Us-- foico Thursday, Aprl 7, 2022, 555:36PM 53] LOGOUT

@ Home Daily Tasks | [T CHECK SUSPECTS _ PREFERENCES

il Accounts

B Company Profile ACH Exceptions® ~ SUMMARY VIEW
- Bidie For each item select Pay or R v r optional Notes and click Save Changes.

= User Management b 5

(i Contact Us ,

Rows per page: 200 + 1-10 of 10

Date Trace Check# Code Type CR/DR Serial# Amount($) Action More..
4

202204106 011500850007739 7 cchD DR 7.556.85 M ®

Transit 011500856 /Account___________] ol

20220406 011500850007734 27 cco DR 771016 None = ®

Transit 011500858 (Account________]

2022/04/06 011500850007733 o cco DR 844057 None = @

reansic ot1so0sss Aot ]

Anmmn s AddrnnnEsALTTRL £ty s e = armac P ~
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Option 3-Accounts link.

BELGEENY @ B company I s fguido Thursday, April 7, 2022, 6:06:43PM 5] LOGOUT

Selected: Transit 011500858 Account|  |Range: 1-9999988999 (] DESELECT
53 ACCOUNT ITEMS, | BILLING INFO | [ STOP PAYMENTS | (] ISSUE TEMS | (F ACH PP PARAMETERS |
B Company Profile 3 Rows perpage: 10 ~ 1-30f3
- : Active STrane Notes Range Start Range End
— Profile
Yes 011500858 Operating Account 1 9999999999
S User Management
= Contact Us Yes 011500858 Payroll Account 1 9999999999
Yes 011500858 Finance Co Deposits 1 9999999999

L NS @ B company: I User fouido Thursday, Apil 7, 2022, 6:08:01PM 5] LOGOUT
Home Selected: Transit: 011500858 Account|  |Range: 1-9998999999 (3] DESELECT
. _ BILLING INFO I (&) STOP PAYMENTS I [3] ISSUE ITEMS | [F] ACH PP PARAMETERS |
i Accounts
Report Exceplion Reason
2| Gompatly Froflie Suspects Needed To Be Reviewsd ~ All Reasons - [@ SEARCH @ SCRUB =
= Profile Suspects Needed To Be Reviewed
p Current Day Suspects ! 4 = A T Pay e
o User Management Previous Days Suspects )
Pending Decisions To Be Reviewed
Paid Items Rows per page: 200 = 0-0of 0
B Contact Us BNl ltems

Returned ltems
Outstanding Items
Consolidated Items
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S -t @ B company: [ s fouico Thursday, April 7, 2022, 6:1245PM 5] LOGOUT

_— Selected: Transit 011500858 Account| _____ |Range 1- 9999999999 (3 DESELECT
—_— _ [E] BILLING INFO I [=] STOP PAYMENTS | [#] 1SSUE ITEMS | 7] ACH PP PARAMETERS |
i1 Accounts
H
|
i) Company Profile Report |
ACH Exceplions Cycle Current Day [] History  Type Credit Debit  Disposition: [] Pay !
= Profile
[] Return Deferred Not Reviewed [8) SEARCH )= POF VIEW Il
S User Management
B9  cContactUs lu Check Number To Amount [FiOR Amount To originating T

ACK ADV ARC ATX CBR cco CIE COR cTX DNE ENR MTE PER

poP POS PPD RCK SHR TEL TRC TRX WEB XCK

SELECTALL

™ DESELECTALL

0~  1-1of1
For Pay decisions, first select “ADD POLICY”
then select “DISPOSITION”. N . g Transi
6b
For Return decisions, simply select “DISPOSITION”. e DISPOSITION o
Reviewed "ADD POLICY 051303067 L
Amount{$) 128.74 63
A DemoBank 7 Bl=) Company: _ Thursday, Aprl 7, 2022, 6:20:05PM 5] LOGOUT
@ Home Selected Transit 011500858 Accoum:]Range- 1-9999999999 (X DESELECT
T | B account iTems | BILLING INFO | [ STOP PAYMENTS | [5] ISSUE ITEM
o
Company Profile ACH Policies: @ ADD PoLIiCY 7
. Also for Pay decisions, the last step in the process is to edit ey
= . effectiveDate.header Enable Description
o1 the newly created policy. Dty
. e ACH Credit
First, select “ACH PP PARAMETERS”. AR v Palicy
. . . ) Policy fi
Next, search for the new policy and select it. 20191023 v bl
1081903867 TDEEN%ANK 27 CCD  Debit 12874 12874 2022/04/07 3 Y ::L‘:‘;J:;m
7041045815  BCBSMASS 27 CCD  Debit 0.00 11,000.00 2022/03/02 Y Poseraom
exception

Thursday, April 7, 2022, 6:25:49
PM

5] LocouT

— Seiected: Transit: 011500858 Accoum:]Range 1-9999999999 (] DESELECT
= | 2 ACCOUNT ITEMS | %'BILLING INFO | SEORLLUMENTS | [¥] ISSUE ITEMS _
=
Finally, update the “Min” 10
3| Y, up ELECT )
“ 27
_ | and “Max” Amounts, and ~——
h H «“" 4
. | besureto hit “Save”. oo
S, £ BANK OF Qo 27 - cCh ~ Debit ~
(| Contact Us i i —— 9
00 150 Effectve Date* Bovpate [ ]
Policy from exception Enable
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