POSITIVE PAY

Quick REFERENCE GUIDE

PosITIVE PAY — USER M ANAGEMENT

This guide provides instructions for viewing and adding users and updating permissions.

Home Positive Pay ACH Positive Pay File Transfers Support Administration Help

Business Information

Welcome
Users
Positv Pay - Excepionom S.memminme
» ReadMall » Customer Service Account # Violation lotal Amount  Count
» Favorites » MNews & Events There are no decision items to review at this time.

Related Links Positive Pay - Issued ltem Summary

¥ 0 uploaded issued item batches have not been confirmed
ACH Positive Pay - Incoming ACH Summary
Account ¥ Total Amount Count

There are no decision items to review at this ime.

File Summary

Folder File Count

There are currently no files in any of the folders

Home PositvePay  ACHPouSvePay  FileTamien  Sepport  Admnaiwion  Help
Administration Business Users - "Lamy Plumbing”

O— s e ElEE

2 Total Records (Page 1 f 1}

miniogn Jomiogn

Home Positive Pay ACH Positive Pay File Transfers Support Business Information Help

Create New User - "Larry Plumbing”

o e 3] 0 5]

User info

NatSTER i

B Copy configurations from existing user

Nt

Viewing Users

Click Administration and select
Users.

Adding Users

STEP 1:

Select New Business User under the
Related Links options. A list of all
users is displayed, including a
general overview of the Master
Roles for each user.

STEP 2:

The first and last names, email
address and a phone number are
required. Providing a mobile
number allows the user to set up
SMS/Text alerts.

Enter a unique User ID or select
one of the recommended options
displayed by the system.

The Application and Service class
are set by the system and do not
need to be updated.
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Create New User - "Larry FPlumbing”

User info Roles

Customer User - Business User
Customer Admin - Business Admin
Customer Admin - Business Admin wiUser Function

Customer Admin - Collections Admin

Collections - Decision Maker
Coliections -View Only

File Transfer - Uploader

Pos Pay - Decision Maker
Pos Pay - View Only

View All

Back

Create New User - "Larry Plumbing"

@ o

User Info Roles

Customer User - Business User

Roles

select all nong

ACH Pos Pay - Filler Maintenance
Business Admin with User Functionality
Collections Admin

File Transfer - Downlcader

File Transfer - View Only

Pos Pay - lssus llems

Retum ltlems

Next

|select all / pone |

Bl ACH Pos Pay - Decision Maker
B  ACH Pos Pay - View Only
] Collections - Decision Maker
Collections -View Only
File Transfes - Uploader
Bl Pos Pay - Decision Maker
B PosPay - View Only

View All

Back

=  ACH Pos Pay - Decision Maker: Ability to decision ACH items.
=  ACH Pos Pay - Filter Maintenance: Ability to create ACH filters for items.
= ACH Pos Pay - View Only: Ability to view any items that clear.

ACH Pos Pay - Filer Maintenance

| Business Admin vith User Functionality

[ Codections Admin

File Transfer - Dovmloader

| File Transfer - View Only

Pos Pay - lssue Nems

Retum llems

Establish the Master Role and roles
for the user.

Customer Admin -
Business Admin: Users
have administrative
functions to provision
access.

Customer User — Business
User: Users have general
access and can further add
permissions to decision
items and enter issued
checks in the system.
Customer Admin -
Business Admin w/ User
Function: Users have
provisioning functions and
can further add
permissions to decision
items and enter issue
information.

Assign roles once the Master Role
has been selected, and then click

You can select all to give a new user
the ability to have all the roles for
that account.

= Business Admin w/User Functionality: User provisioning functions to add/remove users and perform maintenance.
=  Pos Pay - Decision Maker: Ability to decision check items.

=  Pos Pay - Issue Items: Ability to enter issued check items or import issued check files.

=  Pos Pay - View Only: Ability to view items.
Note: The File Transfer and Return Items roles are not applicable when enrolling a user for Positive Pay and ACH

Positive Pay only.
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Create New User - "Larry Plumbing"

User Info Roles

Accounts

Accounts

salect gll / nong

[[] main account - xoc5578

Create New User - "Larry Plumbing"

User Info Roles
Paul Sigon

User ID

paulsigon

Email address
pautsigon@gmail.com

Phone numbers
(245) 334-6678 Mobile

@@ cravie user after creation

Back

Accounts Review

Summary of entitiements

Roles

Accounts

STEP 5:
Select the desired accounts for the
user, then click Next

STEP 6:

Click on the arrow to the right of
Roles and accounts to to review the
entitlements. You can designate
specific roles by expanding the
Positive Pay and ACH Positive Pay
sub-menus.

Note: Permissions should match
the roles that were assigned
earlier. Review the polices for the
items listed below.

Click Create User.

STEP 7:

A confirmation will appear
indicating the permissions were
successfully updated (In Green).
*Send the activation email to your
new user and copy the credentials
to a clipboard if needed.
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Create New User - "Larry Plumbing”

User Info Roles

Success

Paul Sigon (paulsigon@gmail.com)

Distribute credentials to this user

Copy credentials to cipboard

Create New User - "Larry Plumbing"

User Info y Rode
Pater Lo;un
Sales Reps
.F'e:eno.gm@';ahoo com

(234456 - 7865 Phone

Accounts

® o
Review Done
Go lo user

] (<]

PetLog

@ copy configurations from existing user

Fsewooey ———— 1
Jimmy User (Business User)
John Login (Business Admin willser Function)

Paul Sigon (Business User)

Adding New User -
(Copy Existing User)

Use the Copy User feature to
quickly create a new user with the
same roles and account
entitlements as another user.

STEP 1:

After entering the new user’s
name, email address, mobile phone
number, and unique user ID, select
Copy Configurations from Existing
User radio button and select a user
from the drop down list.
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Create New User - "Larry Plumbing"

STEP 2:
Review the summary of
entitlements and User Information.

Click Copy User.

User Info Role: Raview Don
sormaticna formatons
Summary of entitiements
Peter Login

ATy PlurmBing Roles 14
User 1D bocomny :
PatLog
Email address
Pateriogingyahoo.com
Phone numbers:

(234) 456-7865 Mobile

Copy configurations from “simmy Liser =
- Enable user after creation

Back

Create New User - "Larry Plumbing"

Roles
nfarmational

Review

Accounts
nfarmational

User Info

sSuccess
Peter Login

vas successful

(Peterlogin@yahoo.com)

Distribute credentials to this user

Send user activation email

Copy credentials to clipboard

Wome  PoePyy  ACHPaePE P Tamn  Sopson  Ammamme  Wew

Adminisatian Business Users - "Larry Plumbing”

Usar: [t hama v
ETERal T —

Busiess U

Wome  PoutePsy  ACHPostveluy  FleTmastes  Support  ASwrnuion  Mep

iy S rmsen

Business Users - “Lamy P
e = = s

] Dedeted: [N ¥

Administration

Burness iormancn
Disabled: [~

Imyusngact com

STEP 3:

A confirmation will appear
indicating the user was successfully
created.

Done

Go to user

Modifying User

STEP 1:
Select New Business User.

Felated Links___®
o B

STEP 2:
Click Administration and select
Users to modify a user.

e S s S e e
e e Click the user’s name displayed as a
blue link.
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STEP 3:
Home PositivePay  ACHPositivePay  FileTransfers  Support  Administraion  Help Once you have C||cked |nto the user
Administration User Setup - John L~~in X )
I [Ty | Ao | sty | woratine | emerens | to ed|t, click on Account

Permis . .
o o Permission.
Accor armissions
Roles Name: John Login - Lamy Plumbing

Entitement Report

Master Roles SignOn Name: johniogin Enrolied: /32021 4:30 PM CT
" Assigned Roles
Review Policy User Type: Customer Admin Last Sign On: Never .
AR History
Master Role: Business Admin willsar Funchon Pwd Changed: 932021 430 PMCT S ey
Session Histon
Application: NetSTER Cnly Pwd Expires: 1122021 430 PM CT 4
Sy
Service Class: —
New User
Status: Active

Mew User (legacy)

Home  PosifivePay  ACHPositivePay  File Transfers  Support  Administraion  Help

Administration Account Permissions and Setings For User "John Login"
You can use this screen to assign account permissions and settings to a user. The st below wil include al accounts the user has been assigned.
Business Information ST EP 4 .
Users

o EEED Click the plus sign to the left of

Permission Actial  Efective .
et Roles - each permission to expand the
e oty % Template (Default Account
# main gccount - wxS673 Allow menu.
Templat Accounts: The Templte Account” prvides a mesns forquikly assigring Ceful” perissions o a sccouns. inew aconuns are assigned o s use 1 the e, e user vl atom Des |g nate s pec ific roles by

expanding the Positive Pay and
ACH Positive Pay sub-menus.

Serm 33003 l es l Setegs |
Permession Actual Effective STEP 5:

Template (Detautt) Account” Based on the Master Role

Use the template aCcount Delow 1O 338i0n Parmissions 10 all acCounts that H B . .
e T e e e T established in the beginning of the

pormissicns). setup, general access is defaulted

v |Roskive ey Not Set Allow for such roles and will appear as
| e i Not Set”, indicating it is set with
* ACH Positive Pay Not Set Alow

" Marhetng i — the default access of Allow or

¥ Colections Not Set Deny Deny. Modifications can be

= main account . OXSETS Atiow granted to specific roles by clicking
* Positive Pay Not Set Aow the Not Set drop down and then
P o — selecting Allow or Deny.

*  ACH Positive Pay Not Set Alorw

* Marketing Not Set Deny

¥ Coliections Not Set Deny Select Save to apply changes. A

confirmation will appear indicatin
[soe [ coue ion will app g
the permissions were successfully
updated.
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