m WASHINGTON TRUST®

Positive Pay User Guide-Checks

Best Practices / User Responsibilities

e Exception Items must be decisioned by 2:00pm. If Exception Items are not decisioned by
2:00pm, Items will either be paid or rejected based upon the Critical Amount detailed in your
agreement.

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 Upload your outstanding item file in a timely manner (ideally directly after a check run).

e Input any manual checks into the system that same day.
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m WASHINGTON TRUST®

Critical Timeframes

9:00am EST-If Exception Items are present, the “Check Exception Item Report” is emailed.

9:00am EST-System is available for Exception Item processing and file uploads.
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 dispositioned according to the default criteria detailed within your Positive Pay

agreement.

5:00pm EST-File upload cutoff. System will be available for uploads at 9:00am the next business day.
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m WASHINGTON TRUST"

Daily Emails

Washington Trust: Review Positive Pay Exception Items.

positivepay@washtrust.com
To |
Ec Positive Pay Admin

= DE0T.csv .
. ’ﬁ 1KB Y

I 1*3
‘ SEQ16.csv
X ~
_ T06 bytes
The first attachment will contain an overview of the day’s activity.
SEQ16.csv
X v
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 | Z: | D | E E G | H | | )
| | |
1 |Transit  Account #Processed # Not Processed #Suspects #Scrubbed # Scrubbed Paid #Scrubbed Returned # Scrubbed Defer # Adjusted t Not Revie
2 | 11500858 FEEETES50 3 0 3 1 1 1] o
3 | 11500858 FEEIX0I70 12 0 2 0 0 1] ]

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

N DEO17.csv
a 1KB v

A | B | i | D | B | F | G | H | R
1 |Transit  Account Check No. Amount Posting Date FlTrace Status Review State Reason Motes
2 | 11500858 *****8550 1975 64.75 1/12{2021 70302980 Not Reviewed Reviewed Item not in PositivePay file 0
3 | 11500858 *****8550 1982 30.16  1/12/2021 36010770 Not Reviewed = Reviewed Item not in PositivePay file ]
4 11500858 i 0 7 1] 344 10529.31 1/12/2021 70061040 Not Reviewed Reviewed Item not in PositivePay file ]
5 | 11500858 TEEEZEN0 418  547.58 1/12/2021 27510170 Not Reviewed Reviewed Item not in PositivePay file 1]
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m WASHINGTON TRUST"

System Login

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

w

WASHINGTON
TRUST"
Administration Payments & Transfers
Account Reporting Stop Payments Additional Services ned up
View Account Summary Add Stop Payment
Create Reporis View Stop Payment Activity

Run Selected Report

Manage Balance Alerts

Statements

Online Statements

Descnpuon =T Type

¥ | Account

4 DemoBank Company: _ User: fguido 5] LoGouT

Hello fguido

Your last login time
Feb 14 2022 1:28PM

You will be automatically logged out

after 20 minutes of inactivity

e ——

@ =)
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m WASHINGTON TRUST"

File Upload and Manual Check Entry

File Uploads.

Thursday, April 7, 2022, 4:08:20

CNGIEERTY @ B Company TEST User fguido 5] LoGoUT

PM

Q Home Selected: Transit: 011500858 Account: 11111111 Range: 1 - 9999999998 DESELECT

‘ =5 ACCOUNT ITEMS | =] BILLING INFO | [&] STOP PAYMENTS El ACH PP PARAMETERS |
B Company Profle Rows per page: 10 3 411 of 1

Active Transit Account Notes Range Start Range End

= Profile
Yes 011500858 1 9999999999
- User Management | 2 |

=1 Contact Us

Thursday, April 7, 2022, 4:16:25

B Company: TEST User: fguido D 5] Locout
@  Home Selected. Transit 011500858 Account: 11111111 Range: 1 - 99999958999 (%] DESELECT
= | =3 ACCOUNT ITEMS | =] BILUNG INFO | [ STOP PAYMENTS _ (F) ACH PP PARAMETERS |
T Accounts
B Company Profile Upload Items For Positive Pay 0 FILEHISTORY &, APPROVE [5 UPLOAD ITEM
= Profile 4
5 User Management
B Contact Us

J

Ppsiive Fay Training xisx
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m WASHINGTON TRUST"

Manual Check Entry.

} EUEENd @ B Company TEST User: fguido :,:1“’5"“' O L 5] LOGOUT
&  Home Selected: Transit: 011500858 Account 11111111 Range: 1 - 9999939999 DESELECT
‘ £3 ACCOUNT ITEMS | E] BILLING INFO | [l STOP PAYMENTS (7] ACH PP PARAMETERS |
B Company Profe Rows per page: 10 3 1 of1
— Active Transit Account Notes Range Start Range End
= Profile _
Yes 011500856 1 9999399999
= User Management | 2 |
| Contact Us

S DINLETHd @ B Company: TEST User fguido ;E“rs‘i“' LA e S 5] LOGOUT
— Selected: Transil: 011500858 Account: 11111111 Range: 1 - 9999999999 (X] DESELECT
& accounts | 53 ACCOUNT ITEMS | BILLING INFO | [& STOP PAYMENTS _ (7] ACH PP PARAMETERS |
i+ pm—
5} Company Profile Upload Items For Positive Pay 0 FILEHISTORY < APPROVE(] D@y BULK UPLOAD
= Profile
fou have 213 minut t to upload item g o SET
° User M t 4
= ERTRNATIIEE Upload Individual Items (@ UPLOAD DN 6
(| Contact Us |E ADD NEW ITEM
Check
ftem . Amount{$)” Chack Date™
Number”
1 123 100.00
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m WASHINGTON TRUST"

Exception Item Decisioning

Option 1-Summary view.

Thursday, April 7, 2022, 4:4559

L DENEENE @ B Company TEST User fguido s

5] LOGOUT

Daily Task 5 ACH SUSPECTS | PREFERENCES
-~
[ Accounts
- 2
Company Profile Check Exceptions® @ scrus v EXPANDALL
= Profile You have 375 minutes left to disposition the exceptions
Note: Pending checks reviewed by you are included in items count on this page.
& UserManagement [ include preferred accounts only
| Contact Us . y . .
Transit Account Number of Unreviewed or Pending Exceptions
3
011500858 11111 42

# pemoBank {7 BR=]

Company: TEST User fguido Thursday, April 7, 2022, 4:48:24 PM 5 LOGOUT

K Heme Daily Tasks _ 9 ACH SUSPECTS | PREFERENCES
i Accounts
Company Profile Check Exceptions

Profile Note: Pending checks reviewed by you are not presented on this page

Selected: Transit 011500858 Account 11111111 (X] DESELECT

2 User Management
Rows perpage: 200 ~ 1-42 of 42
B Contact Us
Check
Date Trace Anount(3) Payee Status Reason Rejected
No. 4
—
2022/03/22  0000000000000000309 21143101 8,449.88 Payee Not Verified Reviewed and Deferred Item not in PositivePay file
2022/03/22  0000000000000000009 143101 3.449.88 Payee Not Verified Reviewed and Deferred Item net in PositivePay file
2022/03/22  0000000000000000606 2110369803 212578 Payee Not Verified Reviewed and Deferred Item net in PositivePay file
2022/03/22  0000000000000000006 110369803 212578 Payee Not Verified Reviewed and Deferred Item net in PositivePay file
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m WASHINGTON TRUST"

Company: TEST User: fguido

) o =

Thursday, April 7, 2022, 4:49:49 PM

5] LoGouT

Heme Daily Tasks _ [ ACH SUSPECTS | [@) PREFERENCES
1l Accounts
i3] Company Profile Selected: Transit. 011500858 Account: 11111111
Suspected item (RJDESELECT (& REVALIDATH Return Reason® Nope -
= Profile
Item Reviewed By: syster
S User Management =
You have 371 minute to make dec’™ e
B Contact Us

Checklmage @& ZOOM 4 VIEW BACK

Either decision items one at a time,

OR...

Trace: 0000000000000000909 Reason Rejected: Item not in PasitivePay file  Default decision for closing this item: Return
Issue Amount: 0.00 Issue Payee: No Issue Payee

ch Amount Payee
6449 88

21143101

Payee Not Verified

System deferred

Company: TEST User. fguido

o T

Bt Daily Tasks _ ACH SUSPECTS | PREFERENCES
T Accounts
B Company Profile Cimrk i
pany Date Trace N Amount() Payee Status
o
= Profile T rmpp—— crTravu — T E e T O T
S User Management i i
2022/03/22  00000000000000D0003 1145998 285.09 Payee Not Verified Reviewed and Deferrad
Contact Us
2022/03/722  0000000000000000004 1145505 285.09 Payee Not Verified Reviewed and Deferred
2022/03/22  0000000000000000022 1173307 18446 Payee Mot Verified Reviewed and Deferrad
2022/03/22  0000000000000000122 21173307 184.46 Payee Not Verified Reviewed and Deferred
2022/03/22  0000000000000000505 21100651 170.74 Payee Not Verified Reviewed and Deferred
2022/03/22  0000000000000000005 1100651 170.74 Payee Not Verified Reviewed and Deferred
2022/03/22  0000000000000000117 21174203 154.00 Payee Mot Verified Reviewed and Deferred
2022/03/22  0000000000000000017 1174203 154.00 Payee Not Verified Reviewed and Deferred
2022/03/22  0000000000000000015 1174221 91.11 Payee Mot Verified Reviewed and Deferred
2022/03/22  0000000000000000115 21174221 91.11 Payee Mot Verified Reviewed and Deferrad

Reviewed and Deferred

Scroll to the bottom of the page and decision all items at once.

v T o TepeTTrered Reviewed and Deferred

MR eturn Reason*

Bulk Decisions - Apply to all items on this page| X RETURN

5b

2 PAY None -

Thursday, April 7, 2022, 5:05:12 PM

5] LOGOUT

Reason Rejected

Item not in PositivePay file

Item not in PositivePay file

Item not in PositivePay file

Item not in PositivePay file

Item not in PositivePay file

Item not in PositivePay file

Item not in PositivePay file

Item not in PositivePay file

Item not in PositivePay file

Item not in PositivePay file

Item not in PositivePay file

Item not in PositivePay file
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m WASHINGTON TRUST"

Option 2-Expand All view.

*DemuBank 0 E Company: TEST User: fguido Thursday, April 7, 2022, 4:53-45 PM 5 LOGOUT

Daily Tas@ ACH SUSPECTS | PREFERENCES

T Accounts 3

o}
r L
Company Proflle Check Exceptions® @ scru & Ratt

You have 367 minutes left to dispesition the excep

= profile o
Note: Pending checks reviewed by you are included in items count on this page
& User Management [ Include preferred accounts only
Contact Us
= Transit Account Number of Unreviewed or Pending Exceplions
011500858 11T1im 42

*DemoBank e Company: TEST User: fguido Thursday, Apsil 7, 2022, 4:55:51 PM a LOGOUT
finrae Daily Tasks _ 9 ACH SUSPECTS | PREFERENCES
i Accounts
B Company Profile Check Exceptions® ~ SUMMARY VIEW
- o For each item select Pay or Return action. In case of Return select Return Reason. Enter optional Notes and click Save Changes.
= Note: Pending checks reviewed by you are not presented on this page. Click item's check number to switch to the item's detailed view
& User Management [5) SAVE CHANGES
B Contact Us

Rows per page: 200 = 1-42 of 42

Reason
Date Trace Check No.  Amount($) Payee Action Return Reason
Rejected
Transit:011500858 / Account: 11111111 4
i i itam not in
2022/03/22 900000000000000090921143101 8.449.88 Payee Not Verified L 3
PaositivePay fi
o 4 item not in
2022/03/22 0000000000000¢0000%143101 8.449 88 Payee Not Verified X i\
Y
View all items in all accounts on one page and decision b —
. ay file
them one at a time.
n
gl None
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