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Overview & Quick Tips

FILE TYPES Compatible for Upload:
o CSV-acomma delimited file format
o TXT- a tab delimited file format
o QIF- Quicken Interchange format
o CUSTOM- A custom, fixed length file format

Cash Manager requires the Issued Check File upload to contain the following:
Account Number

Serial Number (check)

Amount

Write Date

Payee (required by Hometown)

O O O O

Cut-off time to Review Exceptions—10:30 a.m.

o All checks must be reviewed by this time. Any checks that appear on the exception list
will be returned by the bank or paid based on your indicated choice on the Positive Pay
Agreement.

Issued checks must be entered into the positive pay system same day, by 5 p.m. the check is cut.
o If payroll checks are given out on Friday, the file must be loaded into Positive Pay by 5
p.m. on Friday.

Exceptions need to be checked on a daily basis (unless there are no outstanding checks). The
customer is responsible for returning or approving checks.

Payee name in the issue file must exactly match the name printed on the check. (John Doe does
not match Doe, John).

Words or symbols used in the payee name of the check must also be included on the issue file.
(MR., MRS., Miss & AND)



Uploading A CSV File

The following directions are for uploading a file from your Accounts Payable program or using a
spreadsheet template provided to you by Hometown.

1. LOG INTO CASH MANAGEMENT SYSTEM
a. www.myhtnb.com
b. Locate the online banking button in the top right corner
c. Enter User Name and Password when prompted

View Accounts

OVERVIEW

#%  Move Money

HOMETOWN ?
ACH BATCHES .
ACH

0 "nl"l:fﬁ j;.u.-.\u-.u\:; approval Q X
TAX PAYMENTS L) . =
LOCATIONS CALL EMAIL
Positive Pay O :1)1\:_1dn'i1||n., appeaval Q s
Compary Management WIRE TRANSFERS
O wires awaiting approw G s 0
Deposit Checks 0 achedubed / [ rejected
POSITIVE PAY
Manage Cards
O exceptions awaiting approval Q s

Find Locations

2. Select POSITIVE PAY located on the left side of the screen OR listed in your Overview
section.

3. The POSITVE PAY screen will appear

4. Click the + next to POSITIVE PAY CHECKS ISSUED

e HTNB TEST
& Manage Profile

Current date >

® View Accounts POSITIVE PAY EXCEPTIONS POSITIVE PAY CHECKS ISSUED

Move Money

Updated: Jun 18, 2019 12:07:42 PM Updated: Jun 18, 2019 12:07:42 PM

NO EXCEPTIONS NQ CHECKS ISSUED

POSITIVE PAY DECISIONS

Positive Pay

Current date
Company Management Updated: Jun 18,2015 12:07:42 PM c

NO DECISIONS

i Deposit Checks

5. Select UPLOAD A FILE



http://www.myhtnb.com/

Click SELECT A FILE, search for your Issued check file and double click the item.

Click Next
UPLOAD DETAILS

Choose a layout template to apply (optional):

After the file loads you will

see the following screen: LAYOUT TEMPLATE >

Now choose a tem plate from Heads up! Applying a template will remove any layout that you may have
. created below.
the drop-down list

a. Orcreate a template

Select the fields contained in the Delimiter Separated file and place
them in the order they exist from left to right. If you would like to

.Once you have selected your ignore a field, insert a Filler notation.
template, or created one,
select Read File Account Number Required

Amount Required

Serial Number Required

Write Date Required

+ Insert New Field

Number of Header Rows to Skip:

HEADER ROWS

READ FILE >




11. If the file is read correctly, the following screen will display:

UPLOAD DETAILS

r's

brittany sandeno $1.00
1001 05/13/2019

Checking *3512

REVIEW -

12. Click REVIEW
13. Review the information and click SUBMIT FILE

14. Upload a New File or Close Window



Manually Entering an Issued Check

If you forget to enter an issued check into you upload file or only need to add a few individual checks,
issued checks can be manually inputted into the system.

1. LOGINTO CASH MANAGEMENT SYSTEM
a. www.myhtnb.com
b. Locate the online banking button in the top right corner
c. Enter User Name and Password when prompted

View Accounts

OVERVIEW
1§ Move Money HOM e;'r(ln\].v;\_'?
Mational Bank
ACH BATCHES
ACH " "
O batches awaiting approval o X
Wires
TAX PAYMENTS Q . =
LOCATIONS CALL EMAIL
Positive Pay O pay awaiting approval 0 ,
Company Management WIRE TRANSFERS
O wires awaiting approval »
Deposit Checks 0 scheduted / 0 rejected o
POSITIVE PAY
Manage Cards
O exceptions awaiting approval Q »

Find Locations

2. Select POSITIVE PAY located on the left side of the screen OR listed in your Overview
section.

3. The POSITVE PAY screen will appear

4. Click the + next to POSITIVE PAY CHECKS ISSUED

e HTNB TEST
& Manage Profile

& View Accounts POSITIVE PAY EXCEPTIONS POSITIVE PAY CHECKS ISSUED

Move Money Current date >

Updated: Jun 18, 2019 12:07:42 PM c Updated: Jun 18, 2019 12:07:42 PM (¢

ACH
NO EXCEPTIONS NO CHECKS ISSUED

POSITIVE PAY DECISIONS

= Positive Pay
Current date >

Company Management Updated: Jun 18,2019 12:07:42 PM c

NO DECISIONS

i Deposit Checks

5. Select NEW CHECK ISSUE


http://www.myhtnb.com/

6. Enter individual check information

SERIAL NUMBER
1001
pd

ACCOUNT
Checking *3512

PAYEE
Brittany Sandeno

AMOUNT
$1.00

P | WRITE DATE

6/11/19

Void O

CREATE CHECK

7. Click CREATE CHECK
8. You will then be allowed to enter another check.

9. Under POSITIVE PAY CHECKS ISSUED, you will see CURRENT DATE.

a. Click to choose todays date, the last 7 days, last month, or a date range.
b. This will allow you to see checks input into the system for those days.



Exceptions: Types of Exceptions

Below is a list of possible reasons why checks would show up on your exception list and ways
to correct or return the check.

e First, log into the Cash Manager site and navigate to the POSITIVE PAY page.

e Locate the EXCEPTIONS section on the POSITIVE PAY page.

e Any check that does not match perfectly to the file of issued checks you have uploaded
into the system will appear here.

e HTNB TEST
£ Manage Profile

3w
B View Accounts POSITIVE PAY EXCEPTIONS

POSITIVE PAY CHECKS ISSUED

All Accounts =

Current date >

Move Money

Updated: Jun 18, 2019 2:36:48 PM C Updated: Jun 18,2019 2:36:¢

ACH
NO CHECKS ISSUED

6648 $2,099.19 >
Checking *2587 06/17/2019
o 6653 $548.70 >
Positive Pay Checking *2567 06/17/2019
Company Management 6655 $2211.15 >
Checking *2587 06/17/2019
i Deposit Checks
6656 $36.00 »

Checking *2587 06/17/2019

Manage Cards

Find Locations POSITIVE PAY DECISIONS

TYPES OF EXCEPTIONS

e PAID NOT ISSUED
o Most common Error
o Was a check issued & you forgot to add to your upload
o Was a field not read, such as check number, amount, payee due to the image
being hard to read?
e DUPLICATE CHECKITEM
o Check has been presented for payment once already and is trying to be cashed or
deposited a second time.
e STOP PAYITEM
o Have you asked the bank to place a stop payment on this check and it is being
presented?
e VOIDED ITEM
o Did this check get voided out in your accounts payable system?




Exceptions: Fix, Return or Approve

To Fix, Return, or Approve an EXCEPTION, click on the item

POSITIVE PAY EXCEPTIONS

All Accounts =

Updated: Jun 18,2019 2:36:48 PM C
6648 $2,099.19 >
Checking *2587 06/17/2019

Look at the image of the check and verify if it is a valid check or not.

Make any corrections to the check that may be needed by selecting FIX

If the check is a check you wrote, select APPROVE

If the check appears to be altered or is not a check issued by you, click RETURN so the
item does not get paid.

Positive Pay Exceptions

6648

Return

ACCOUNT
Checking *2

AMOUNT
$2,099.19

DATE
06/17/2019

EXCEPTION REASON

IMAGES

VIEW FRONT VIEW BACK



Check Printing Guidelines

In order to best serve you, please make sure the checks you print from your system using
the following guidelines. This will eliminate un-needed exceptions.

Check background—light in color, no picture

Watermark/pantograph features are not acceptable in the Pay to Order OF
or Payee Name/ Address area of the checks.

Checks are best read when they are created with a minimum 12-point font
in Times New Roman, Courier New, Arial, or Veranda font styles.

Checks should be printed with an ink jet or laser printer (600 dpi or higher).
Fonts below 10 points or greater than 16 point are not acceptable.
Payee information reads best in black ink and upper-case text.

DO NOT bold face, italicized, or underline font.



Turning on Alerts

In order to receive email alerts when exceptions occur, please do the following to ensure
your receive notifications:

On the left, gray-hand side, select MANAGE ALERTS
Next to MY ALERTS, select the ‘+’ sign

MY ALERTS +
7 Enabled

Choose BUSINESS BANKING

Choose the account with Positive Pay (you will have to do an alert for each
account with Positive Pay)

Alert type will be Positive Pay EXCEPTION

Nickname the alert

Make sure the email address option is selected and the correct email
address is displayed

Once Create is highlighted you can select this at the bottom of your screen
to save the alert.



