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Positive Pay
What is Positive Pay?

Positive Pay is a fraud detection tool for check and ACH transactions. The service matches presented
check and ACH transactions to previously provided transaction details such as check number, check
amount, ACH company ID and ACH transaction amount. If transaction details match, the item is
automatically paid. If transactions details do not match, the company is required to review the transaction
and make a decision as to pay or return.

How does Positive Pay work?

Positive Pay for checks requires a company to provide a list of issued checks to Affinity each day checks
are written. When those issued checks are presented for payment, they are compared electronically
against the check issue information provided.

The check list contains check numbers, account numbers, amounts, payee names and issue dates. When
a check is presented that does not have a match in the file, it becomes an exception item. Affinity sends
the exception item to the company for review via Business Advantage. The company must then let us
know whether to pay or return the check.

Positive Pay for ACH transactions requires the company to create payment rules that direct the system to
pay an item. The payment rules include transaction amount, type of ACH transaction (known as the SEC
code), ACH company ID number, and allowable amount. When an ACH transaction is presented that does
not match the payment rule, it is classified as an exception. Affinity then sends the exception item to the
company for review via Business Advantage. The company must then let the Bank know whether to pay or
return the ACH transaction.

Positive Pay FAQs
What is changing with Positive Pay?

With the new Business Advantage platform, you will manage Positive Pay exceptions directly within online
banking, giving you greater visibility and control over exception decisions.

Key changes include:
e You'll have direct control over exception decisions. Instead of Affinity contacting you, you will log in
each day to approve or reject any transactions flagged as exceptions.

 Daily notifications. You will receive an email and/or text message at 7:00 a.m. (Monday—-Friday) if
there are items that require review.

* Enhanced fraud protection. Payee information is now validated as part of Positive Pay processing. If
a payee is not included on the check issue file, the item will be flagged for review.

» Decision deadline. Exceptions must be reviewed before 12:00 p.m. (EST) each business day. Items not
reviewed by the deadline will be automatically rejected.

How do | access Positive Pay?

Positive Pay is accessed through the Business Advantage platform using Single Sign-0On.




o If you were previously enrolled in Positive Pay and were the Primary Administrator in the prior online
banking platform, you will automatically have access within Business Advantage.
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o If another user needs the ability to review and decision Positive Pay items, they must first be added
as a user in Business Advantage.

Once the user has been added:
1. Email BusinessServicing@affinityfcu.com
2. Include the user’s Business Advantage username
3. Affinity will enable Single Sign-On access for Positive Pay.

Refer to the User Guide for instructions on adding users.

What happens if a username changes?

If a user changes their Business Advantage username after Single Sign-On has been set up, Positive Pay
access will need to be updated.

You may see an error message when attempting to access Positive Pay. To resolve this, email
BusinessServicing@affinityfcu.com with the updated username and we will update the access on the back
end.

Z= Affinity

Federal Credit Union
SSO Login Error

Cannot login: user not found for username _ in fi
affinityfcu

The system has encountered an error and is unable to complete your Login request.

Please supply the information below to customer support.
 Datertime: 20260427 145720 UTC
* 550 Module: DirectSAMLClientModule
* Request
 query strng:
* User agent: Mozilla/5.0 (Windows NT 10.0; Win64; x64) AppleWebKit/537.36 (KHTML, like Gecko) Chrome/147.0.0.0 Safari/537.36
* UserIP:131.229.220.33

Isaml/client
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Getting Started

Processing Transactions

Within the Positive Pay Dashboard users can choose either "ACH" or "Check” Positive Pay to begin reviewing
transactions. However, Transaction View allows users to manage all transactions in one place.

Dashboard shReports - &= Transaction View

Check Positive Pay

End of Day Cut-Off Time: Thursday 12:00 PM EDT

Exceptions $0.00 (0]

Setto Pay Iy $0.00 (0] Set to Return $0.00 Q
Review Transactions
Items highlighted in are currently in a Return status.

Items highlighted in green are currently in a Pay status.

Date Range
Transaction History & Jan 30, 2026 - Apr 30, 2026 ~
Y Filters >
19 debit transactions totaling $8.055.68
Rows 1-190f 19

Type Description Account Date Credit Debit Current Status Manage Exception/Violation
» Check 000037 XXX3984 412126 $215.00  Return-System @&r\iqible Q
» Check 000041 003984 412126 $1.002.00  Return-System ®meligible Q
» Check 000058 XH3984 412426 $925.00  Return-System ® mneligible Q

All items presented may be managed by choosing "Pay” or "Return” as needed until the daily cut-off time
has been reached. The status on the “Current Status” will be how the item is handled at the cut-off time.

The view may be filtered to present only exceptions. Exceptions will show a red icon on the right to indicate
why they are an Exception. These items should be closely reviewed.

Type Description Account Date Credit Debit Current Status Manage Exception/Violation

» Check 100041 0o3984 412126 $1.002.00  Return-System ® Ineligible ®

For more information about an exception, expand with the > for the individual item or hover over the
Exception/Validation Icon.



Date Range
Transaction History & Jan 30, 2026 - Apr 30, 2026
Payee Review (0)
Y Filters >
19 debit transactions totaling $8.055.68
Rows 1-190f 19
Type Description Account Date Credit Debit Current Status Manage Exception/Violation
v  (Check 000037 003984 Al2126 $215.00 Return-System @ Ineligible Q
I, i 11673 Tl ate: 04/ 026 12:00 P
Transaction ID: 16 Return Date: 04/02/2026 12:00 PM EDT Current Status: Return-System
Positive Pay Type: payee Return Reason: Refer to Maker
ACCOUNT Name: Loaded Exception Reason: No Issue
Original Check Number: 000037
Original Amount: $215.00

Processing Check Transactions

Check exceptions occur when a presented check doesn’t meet the criteria of an existing issuance item or is
identified as a payee discrepancy.

Review the Check Exceptions by looking at the expanded detail by clicking the dropdown arrow on the left
side > and by clicking on the check # to see the front and back of the image.

To change the return reason for a check, click the dropdown arrow on the left side, then click on the "Return
Reason’ link. Choose the correct reason from the list.

Use the filters on the dashboard and transaction view screens to sort items by criteria like amount or status.

Common return reasons for checks include:
e Incorrect Amount
e Duplicate
e Fraudulent
e Payee Name Mismatch
e Prior Stopped
e Prior Void
e Refer to Maker
e Serial Number Incorrect
¢ Signature Irregular
¢ Signature Missing, and
e Stale Dated.

You will choose from the presented list of Return Reasons when making the decision to return a check.




Check Issuance File Processing

Creating an Issue File Template
Navigate to the Check Positive Pay Module

Change Module ~

Check Positive Pay

Click on Manage in the menu bar
Click on Issue Templates

Click on Create New Template

The Create New Template window will
open

Select the File Type that matches the
format of the file you will be using to
upload the issued checks into Check
Positive Pay.

7z Affini

Federal Credit Unio

Check Positive Pay

£ Manage ~

Issue Templates

ty

®
n

# Perform -

1 Reports ~

= View

File Type?

- select file type |

Comma Separated

Excel 97-2003 Workbook
Excel Workbook

Fixed Width

Pipe Separated
Semi-colon Separated
Tab Separated

Template Status will default to Active for a new template.
If your file has a header and/or footer, specify the number of lines in each. Leave at zero if a header

and/or footer is not included in your file.
Template Level will default to Client.

If a Multi-Line Payee Name Separator will be used in the Payee Name field in the file, add the

character in the box.

Create New Template

Template Name File Type’
- select file type
Number of Header Rows’ Number of Footer Rows’
0 0

|Multi-Line Payee Name Separator: ’

Do not use a character as a separator if
that character will ever be presentin a
Payee Name. Allowed characters in
brackets[: .- /]

Template Status

v Active

Template Level’

Client




Issuer File Mapping

of issued.
e When finished, click Save.

Match the data in your file to the corresponding columns in the File Mapping table.
Check the Add box next to each Input Field that appears in your file

Enter the number of the column in the file where this field is found

For Amount, check the box that reflects how the amount is formatted in your file.
For Status, you can use the default description or enter a custom one from your file. If checked, it
must match what is contained in the file. If not checked, all issue items will be loaded with a status

File Mapping
Add  Input Field’ File Column’® Field Format
Check Number 1
Amount’ 5 @ Fractional Dollars (12.34)
O Whole numbers of cents (1234)
Status’ 3 ISSUED - for ISSUED
VOIDED - for VOIDED
Account Number’ 3
Issuance Date’ 5
D Payee Name’
Routing Number? ;
R — - D [ E i G
_ Check Number Amount Status  Account Num Issuance Date Payee Nam Routing Number
1233 100.00 Issued 100000000 1/20/2023 "021406667
1234 200.00 Issued 100000000 1/20/2023 021406667




Loading an Issue File
¢ Navigate to the Check Positive Pay Module

| | | |

e Click on Perform in the menu bar ?A\ Afflnlty®

e Click on Issue File Load Federal Credit Union

e Choose the Template for your Issue File Check Positive Pay ~ #Manage - | #Perform =  iReports -
from the “Template to Use with Issue File”
DI’OdeWﬂ Box Manual Issue Entry

e Drag & drop or Browse your PC for the issue Paid No Issue Match -~ DT €
file to be loaded.

e Click Upload

e The Issuance File Status screen will display.

e Theissued items entered will be shown as well as item status, item count, total dollar amount, load
date and load time.

e File can be deleted by choosing “Delete” at the bottom right.

= View ~

I Issue File Load I

Any errors for the file will be shown and can be corrected, and the file can then be saved and submitted
for processing after the correction.

< Back to Status MANUAL_1751913806015

File Status

Queued Processed Completed Deleted

File processing is complete. View list below to see item.

@® view item: 1 Item totaling $5,246.99 Load Date: 07/07/2025 2:43 PM EDT

Rows 1-1of 1.

Account Number Serial Number Amount Payee Name Status Issuance Date

XXxx1333 152513 $5,246.99 John Doe AVAILABLE_FOR_MATCHING 07/07/2025

Delete




Manual Issue Entry

Click on Perform in the menu bar
Click on Manual Issue Entry

Issuance Date.
e Click Save

Row Serial Number Amount

152513 5246.99

© Click any row to select that row for editing

Save

Navigate to the Check Positive Pay Module

# Perform~  JiRep

Type in the Account Name or Account Number you want to add Issue Eile Load
issue items for and choose it from the dropdown
e Key in the Check Number, Amount, Payee Name, Status, and

| Manual Issue Entry |
Paid Mo Issue Match

Payee Name Status Issuance Date
John Doe ISSUED v B 07/07/2025
ISSUED v @ 07/07/2025

e The Issuance File Status screen will display.
e Theissued items entered will be shown as well as item status, item count, total dollar amount, load

date and load time.

e File can be deleted by choosing “Delete” at the bottom right.

Any errors for the file will be shown and can be corrected and the file can then be saved and submitted for

processing after the correction.

File Status

Queued Processed

File processing is complete. View list below to see item.

@ View item: 1 Item totaling $5,246.99

Rows 1-10f1.
Account Number Serial Number Amount Payee Name
XXXx1333 152513 $5246.99  John Doe

<Back to Status MANUAL_1751913806015

Completed Deleted

Load Date: 07/07/2025 2:43 PM EDT

Status Issuance Date

AVAILABLE_FOR_MATCHING 07/07/2025

Delete




Issuance File Status

¢ Navigate to the Check Positive Pay Module
e Click on View in the menu bar = View ~
e Click on Issue File Status

. R Issue File Status
e Thelssue Files Status screen will display _

. . . I Wareh
e Alist of the Issued Files for the chosen date range will be ssHie Tarenotse

displayed.
e Details shown: - .
Reconciliation Periods
o Issuance Load ID "
Flle Name
Status
Load Date/Time
Transaction Count
Transaction Total
Option to View/Manage File Status of Each File
= See the status of individual checks
= Delete files where no items have yet been used in matching
Press the arrow to the left to expand the detail to see the issuance template name
o User Instructions
= If the status of your file is Queued, wait a minute and refresh the page to see the final
status
= |f the status of your file is Suspended, this means it is waiting to be approved

Transaction History

Item Lookup

o O O O O O

Date Range
Issuance Files Status & )ul 07, 2025+
Y Filters >
2 files totaling 57.759.33
Rows 1-2of 2.
Issuance LoadID  File Name Status Load Date/Timeli  Transaction Count TransactionTotal ~View/Manage
» 57587 Client1_teresacat_10001222_011922.csv ~ SYSTEM_APPROVED  07/07/2025 2:51 PM EDT 1 $2,512.34 Manage
» 57586 MAMUAL 1751913806015 SYSTEM_APPROVED  (7/07/2025 2:43 PM EDT 1 $5,245.99 Manage




Check Positive Pay Reports

Issue Item Status

Navigate to the Check Positive Pay Module
Click on Reports in the menu bar
Click on Issue ltem Status
Filter the view by:
e |ssuance Status
e Date Range
e Account Number
e Choose Summary or Detailed Information
e Click Apply
e Results can be Downloaded to a CSV file

2= Affinity

Federal Credit Unio:
Check Positive Pay =~ #¥Manage ~  # Perform ~  JiReports ~ i View ~ Change Module ~

Issue Item Status

Issue Item Status

Issuance Status Start Date End Date
. & | Clickto Set £ 04/30/2026
@® Outstanding
&)
paid [J  Summary Information Only Account?
O Returned
= An v
O Stops y

O Voids

Rows 1 -25of 0

Account Number Check Number Payee Name Issuance Amount Issuance Date

No Issuance Items found

Questions?

If you have any questions, please contact your Affinity Business Banker or schedule a Business Services
appointment at a time that is convenient for you.
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