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1. DASHBOARD

| 1.1. GENERAL

1.1.1. The Dashboard is a quick reference summary of the current day’s file information.
=> The End of Day Cut-Off Time is represented in the light blue bar
=> Direct links will navigate the User to specific transactions
= lIssuance Exceptions
= Set to Pay
= Set to Return

PRO-CHEX

Endl af Day Cut-Off Tire: Today 3:00 PM EDT

-

Issuance Exceptions $10 428,75 L 12

SectoPay  sAS2LY 0  cowrewm s o

1.1.2.  The Dashboard is a quick reference summary of the current day’s file information.

1.1.3.  The Dashboard allows you to access the individual product modules.
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| 1.2. VIEWING THE DASHBOARD

1.2.1. End of Day Information
=>» The current Day, Time and Time Zone are listed
Entl of Day Cut-Off Time: Today 3:00 PM EDT
Issuance Exceptions $10,428.75 [12]
SertoPay  §5.52550 O St o ReTurm 3855 2 o
1.2.2. Direct links to Specific Transactions.

=> Issuance Exceptions
User Privilege Required: Transaction History

=>» All transactions will be displayed

. : Date Range
Transaction History

B Today ~

¥ Fiiters ¥

L | P 12
Trarsaction 10 Arcouirit Mumbesr Serinl Nurnler Araint Current Stetis Datel: Wiew Imange Change Siatus
y a4 KxRpBESE 144405 $E00.50  Pay-Liser Ty - m
» 40 KEERGEEE 148496 £575.00  Fay-System Taday -
» 939 RXRETTT 1AR4ET #0075 Resum-System Teslay ]
¥ 938 EERKTTTT 14BSTR S2.000,00 | REturm-System Today -
» 7 KHR¥SESS 148455 80050 Return-ser Tatay &
3 536 Exredddd 14B4TH 57500 PayLiser Today -
» a3 KXNN5555 TABAET FT00.TS Wetum-Systam Today -
& Pay

3 534 Vgl 14543 $2000.00  PaySysten Taday =
» 933 KEKES555 14069 $EO0.50  RetumSystem Terday I m
* 91 wxxkda4d 10497 £575.00  PaySysem Today - m
¥ a3t KERNEESS 1042 LTS Fewmedser Today L. m
» 930 exepedddi V0B STO0.00 | Pay-liser Toeay ] m
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=> Set to Pay
User Privilege Required: Transaction History

= Set to Pay expands

PRO-CHEK

End of Day Cut-0H Time: Today 3:00 PM EDT

[ssuance Exceptions $10,428.75 12 ]
SettoPay $5.57550 L 5] Sef to Refrm  §3%037 O
ST ER 5000 a_
LSy ¥ n‘
; & o
= System
Transactions set to pay based on Default selection setup by Mountain America Credit Union.
; L Date Range
Transaction History
B Today -
Y Filters >
Transaction [D ALCord Mumber Sl Mumbser ATeanng CLIFTRPTE SIATLE Dateld View Image Charsge Stams
¥ D ¥ERERERE 1EBATE $575.00  FaySystem Todsy -
» 934 KiKAddd Te8a3 $2,000:00  PaySyitern Today ™
y 937 rExRAdLd 104857 SETLDO  Pay-ystem Tadiy ] m
= Users

Transactions a Client User has selected to pay.

3 2 Date Range
Transaction History )

E Today -
T Filtars ¥
1
Trasnsaction 10 Account Momber Serial Murmiber Armount Cisrent Stabus Dateli Views [imape Change Status
» as onEEEE | 48RS SEOOSD  Pay-Lives Teaday - m
» o3 Ay 4840 $5T500  Paylner Tivciary o m
y B30 et s $200080  Payser Today ™
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= Business User
Transactions a Mountain America Business User has selected to pay.

[ If there are none No Checks Found displays.

® The Transaction History page displays with current days’ Fl pay items.

=> Set to Return
User Privilege Required: Transaction History

= Set to Return expands

i ’ Crate Range
Transaction History
W Tadey =
¥ Fileers 3
Trarmattion D Moot Murriber Serial Number ot Current Status Dateld View Image Change Status
MO Chiecks Folnd
NOTE:

End of Dy Cut-0OfF Time: Today 3:00 PM EOT
Issuance Exceptions $10,428.73 &
Lt (8 Pl gl D o Sel to RSl 53508 26 o
Systerm n
= 2]
Fl [ o]
= System
Transactions set to return based on Default selection setup by Mountain America Credit Union.
; 3 Date Range
Transaction Histor
sactio istary I Tacloy =
¥ Filears ¥
Transacton 1D Arconnt Number Serigl Nurmber Araoiant CLrTent Seas Date 'H View Image Change Status
» 535 A TTTT | 4REET §T00.75  BeturmeSystem Today e
¥ =38 o TTTT 148478 SZ000,00  Betunn-Sysem Today L]
¥ aEs S5 14848z FIB0YS  Asturn-System Taday L
F I EE paxuChEE 14045 L800.50 Retisni-Syiiern Today .

Updated: 5/26/2017
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= Users
Transactions a Client User has selected to return.

ransactio thﬂ‘. ¥ et !
Tr n H
H Today -

¥ Filters »

Transacton D ACoair Mo bsar Sarial Numiber Mrmcant CLrTEnt StEius f:'EtF'I: View [mase Change SEagus

¥ @37 ¥XEKTSES 14RER5 LHOOS0  Betumelise Toaday -

& Pay
3 93 KHHHEESE 10482 0075 Return:Use T ”

= Business User
Transactions a Mountain America Business User has selected to return.

Date Range
Transaction History : -
W Today -

¥ Filters ¥

Trarsttion D BfCoand Mumbe werial Number Aot CUrTent Stati Jaf.t'li Weew Image hange Status

NOTE:
® The Transaction History page displays with current days’ Mountain
America return items.
I If there are none No Checks Found displays.

4
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2. PREFERENCES

Click Change Module and then select PRO-CHEX.

2.1.1.

2.1.2.

2.1.3.

2.1.4.

), MOUNTAIN AMERICA

Click User’s Name>Preferences.

Welcome

The Preferences page appears. Default Pages gives the user the ability to choose the default landing page.

Preferences
Default Pages

Diefaulc Modile

Defauly PRO-CHEX Page

Default PRO-CHEX Page allows the user to select the default landing page within PRO-CHEX.

=> Check Issuance /File Status

=>» Check Issuance /File Templates
=> Check Issuance /Issued ltems

=> Check Issuance /Load File

=>» Check Issuance /Manual File Entry
=> Transaction History

Preferences
Drefault Pages

Dafauh Module

Default FRO-CHEN Page

Version 1.0
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3. TRANSACTION HISTORY

|3.l . CHECK FILE IS LOADED

3.1.1.  ALERT sent to Originator Contact(s)
=>» Transaction Level ALERT

= Sample Email ALERT

“""H"""""' Subject: PRO-CHEX Check received
Q FROM: PRO-CHEX@demobankuss.com

PRO-CHEX ™0 defaull_notilication_contacn@cliEnt.com

Wi have received a check with seral #148487 on Operating Account ending (n xaxx 7777 Tor $100.75.

Login ts FRO-CHEX 1o review,

Simcerely,
Demve Bank USA

Cuaniact s

Please do not reply to this emuil. If you have questions aboat your account, please onll Customer Service a1 (B0 555-1234 or email us at
supporta!demobankusa. com

Dema Bank USA
1234 Any Street
Any Town, ST 12345

= Sample Text ALERT

< PRO-CHEX @

We have received a check with serial
#148487 on Operating Account ending

in 2007777 for $100.75. Login to PRO-CHEX
to review.

%)/;.,% MOUI\C]EQJTNU%%ERICA Updated: 5/26/2017
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=>» Account Level ALERT

= Sample Email ALERT

“"i'_"‘""‘"‘ Subject: PRO-CHEX Check(s) Received
Q FROM: PRO-CHEX®demobankusa.onm

PRO-CHEX ™0 defaull_notilication_contacn@cliEnt.com

Wi have recetved one or mone check transactions o Operating Account coding in xxxx 7777,

Login ts FRO-CHEX 1o review,

Simcerely,
Demve Bank USA

Cuaniact s

Please do not reply to this emuil. If you have questions aboat your account, please onll Customer Service a1 (B0 555-1234 or email us at
supporta!demobankusa. com

Dema Bank USA
1234 Any Street
Any Town, ST 12345

= Sample Text ALERT

< PRO-CHEX @

We have received one or more checks

on Operating Account ending in oo 7777.
Login to PRO-CHEX to review.

//A/)}////’MOUI\C]E‘QJTNU%IXLERICA Updated: 5/26/2017
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|3.2. VIEW TRANSACTION HISTORY

3.2.1. Click Change Module and then select PRO-CHEX.

3.2.2. Click Transaction History.

# } BT i

3.2.3. The Transaction History page appears.
User Privilege Required: Transaction History

. Date Range
Transaction History
W Today ~
¥ Fliters ¥
.
Trarasctian TD Arcauirt Murmbsr Serial Murrsles Araiiing CLirrent SLabas I}'MQ'” Wit Irnag e Change SLatus
¥ 04 e EEREE 148465 SEODSD  Pay-User Trcly L
¥ 940 KHKNGEES 148296 $575.00  Fay-System Today L
» 93 KKRETTTT | 45407 $I00.75  MeturmeSystem Teclay > m
» 93 KERKTTTT 14B4TH 500000 REturn-Systeny Today - m
» 937 KNKNS 555 V446G EE00.50 Meturm-Liser Today L.
¥ a3 Excrddig 18R4T 57500 Payliser Today - m
¥ 935 EXRXG555 14BAH7 $T00.75  Retum System Today -
Y 934 WXL 14843 12.000.00  PaySystern Today b
» 933 KENESESS 14069 S80S0 RetumSysem Totuy - m
¥ 932 EExkAAL 1049 $575.00  Pay-Symem Toaday -
¥ an KXKKS555 odEd PI00TS - Reumedser Tosday - m
¥ 330 il 1G4 STO0000  Payliser Today L2

Field Description

Transaction ID Unique ID assigned by the PRO-TECH system
Account Number Account number the transaction posted against
Serial Number Check serial number

Amount Amount of check

Current Status Current status of transaction

Date Date transaction posted to PRO-CHEX

///}??/AMOUIEE&LNU%%ERICA Updated: 5/26/20] 7
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View Image Click the & icon to view the check image

Change Status Select the Pay or Return button below Change Status to change the status of a
check.

NOTE:
® Transactions that will be paid will have green background shading.

® Transactions that will be returned will have yellow background
shading.

3.2.4. Click Filters to customize the search options.

! Date Range
Transaction History
M Toclay =
¥ Filters b
Savial Nimbar BAin Arreung Transactan s
1 FJ:I'
Bax Armount
Acoounis
- iy
RetLirT
Exceptions
L 1
s
Apply

Field Description

Serial Number Type the check serial number for a specific check into the field.

Accounts Type an account name or the last 4 digits of the account number into the field.

Min Amount Type the minimum check amount into the field.

Max Amount Type the maximum check amount into the field.

Exceptions Defaults to Show All Transactions. Select the drop down to select one of the following:

* Exceptions Only
* No Exceptions

Transaction Status Pay Pay-System The system is set to default pay this check
Pay-Fl The check was paid by Mountain America
Pay-User The Check was paid by the Client User

Return Return-System The system is set to default return this check

Return-Fl The check was returned by Mountain America
Stopped The check has a stop payment placed on it
Return-User The check was returned by the Client User
Voided The check has been voided by maker

4
~ 7 MOUNTAIN AMERICA
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| 3.3. TRANSACTION STATUS

3.3.1.  Accounts set to Pay All

Starting Status
Pay — System

Changed To

Description
Transaction loads with status Pay — System if
Company ID does not meet Approved List
parameters.

Change Allowed Until
Return Deadline Rule
Expires

Pay — System Return — User

Client User may change transaction status to
return the transaction which will change the
status to Return — User. This action must be
performed within the Return Deadline Rules.

End of Day

Return — User Pay — User

Client User may change transaction status
Return — User to pay the transaction which will
change the status to Pay — User. This action
must be performed before the end of day.
Transactions with status Return — User after end
of day cannot be changed to pay.

Return Deadline Rule
Expires

Pay — User Return — User

Client User may change transaction status Pay
— User to return the transaction which will
change the status to Return — User. This action
must be performed within the Return Deadline
Rules.

End of Day

3.3.2. Accounts set to Return All

Starting Status Changed To

Return — System

Description
Transaction loads with status Return — System if

Company ID does not meet Approved List
parameters.

Change Allowed Until

Return Deadline Rule
Expires

Return — System Pay — User Client User may change transaction status End of Day
Return — System to pay the transaction which
will change the status to Pay — User.

Return — User Pay — User Client User may change transaction status End of Day

Return — User to pay the transaction which will
change the status to Pay — User.

Pay — User Return — User

Client User may change transaction status Pay
— User to return the transaction which will
change the status to Return — User.

Return Deadline Rule
Expires

daaomg pagsuc

Updated: 5/26/2017
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| 3.4. CHANGE STATUS TO PAY

3.4.1.

3.4.2.

3.4.3.

3.4.4.

3.4.5.

3.4.1.

), MOUNTAIN AMERICA

Click Pay to pay a check.
User Privilege Required: Change Transaction Status

¥ qay kR TTT7 \ARERT LI00LTS AU rm-SysTRm Tisclary - m
A link will display under the Pay button “Adjust2”
¥ 138 WAAETTT 7 148487 $1060, 75 Rt n-Sysie Tolay s Chech el B paid

Click Adjust
= Adjust Check Amount and Serial Number pop-up displays
=> Enter the correct Serial Number and/or Amount

Adjust Check Amount and 5erlal Mumber:

Serial Number:
148487

Amouni

99.75

Save

Click Save

The Transaction History page displays the adjusted Serial Number and/or adjusted Amount.

¥ 535 SN TTTT 148487 §99. 75 Pay-liser Turday @

Click > next to the Transaction ID to view more detail on each transaction.

¥ 5I3 ANNTTTT V4RAET 3075 Pay-Liser Taday 3]
[neance Seaal umber: tL8:487 Exception Reasarn: The sxosptich rédson présent o the e doet not eamt n Client Nat
: ] o P_EXCERTION, REA E
crignal Serial Nymber 1248487
b g N . wirtified By Email) ves
Origmal Amount: $100,75
Matdied By Sk
Cleamiup Coir pie

Field Description

Issuance Serial Number | Revised serial number as changed

Original Serial Number | Serial number submitted with the transaction

Original Amount Amount submitted with the transaction

Exception Reason Exception Reason Missing

in CP_EXCEPTION_REASON_TBL

The exception reason present in the file does not exist

Check presented with a serial number previously
presented.

Issuance Already Used

Updated: 5/26/2017
Version 1.0
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Issuance Amount Mismatch | Check presented where amount of check differs from
issue amount.
Issuance Not Found Check presented where no issue item is found to match
against.
Issuance Payee Mismatch Check presented where payee name differs from issue
payee name.
Issuance Stopped Check presented with a serial number of an issued item
marked with a stop status.
Issuance Voided Check presented with a serial number of an issue item
marked with a void status.
Notified By Email Yes or No
Notified By SMS Yes or No
Cleanup Complete Yes or No
Client Notified Date and Time of Notification
#. MOUNTAIN AMERICA
/ 7
/////7//A s Updated: 5/26/2017
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| 3.5. CHANGE STATUS TO RETURN

3.5.1.  Select Return to return a check.
User Privilege Required: Change Transaction Status
3.5.2.  Alist of return reasons will be displayed. Select one of the applicable return reasons.
Select a check return reason:
! Amount Incorrect
Duplicate
0 Fraud
Prior Stopped
Prior Void
Refer to Maker
Serial # Incorrect
Signature Irregular
! Signature Missing
Stale Dated
2 Suspect Itemn-Review Required
Amount Incorrect The dollar amount is incorrect
Duplicate This item has already been presented
Fraud Fraudulent item
Prior Stopped This item has a stop payment placed on it
Prior Void This item has been previously voided
Refer to Maker Refer to the maker of the check
Serial # Incorrect The serial number on the item is wrong
Signature Irregular The signature doesn’t match
Signature Missing The item is missing a signature
Stale Dated The item is dated for 6 months prior (Banks don’t have to honor checks dated longer
than 6 months prior)
Suspect ltem-Review The item is suspicious and possibly fraudulent, needs further review
Required
3.5.3. Click Save
3.5.4. Success Message:

Check will be returned

Check will be returned

), MOUNTAIN AMERICA
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3.5.5. Click > next to the Transaction ID to view more detail on each transaction.

nce Senad Mumber: 14654

Ongengl 58desl MLumbey 14845

TR,
L gl

wter Today 1500:00 £0T
Hetumn Reason; Duplkcate

he excepnon resson presert in the file does not et n

TOM_RAEASON_TRL

Chens T

dotifed; Todwy 130511 EDT

Field Description

Issuance Serial Number

Revised serial number as changed

Original Serial Number

Serial number submitted with the transaction

Original Amount

Amount submitted with the transaction

Return Date

Date return was submitted through system

Return Reason

Reason selected for report

Exception Reason

Exception Reason Missing

The exception reason present in the file does not exist
in CP_EXCEPTION_REASON_TBL

Issuance Already Used

Check presented with a serial number previously
presented.

Issuance Amount Mismatch

Check presented where amount of check differs from
issue amount.

Issuance Not Found

Check presented where no issue item is found to match
agdainst.

Issuance Payee Mismatch

Check presented where payee name differs from issue
payee name.

Issuance Stopped

Check presented with a serial number of an issued item
marked with a stop status.

Issuance Voided

Check presented with a serial number of an issue item
marked with a void status.

Notified By Email Yes or No
Notified By SMS Yes or No
Cleanup Complete Yes or No

Client Notified

Date and Time of Notification

e MouNTAIN AwEicA

Updated: 5/26/2017
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NOTE:
There are two methods to creating a file template:

] Check Issuance>Load File
[0 Check Issuance>File Template

|4.1 . CREATE TEMPLATE: CHECK ISSUANCE > LOAD FILE

4.1.1.  Click Change Module and then select PRO-CHEX.

4.1.2. Click Check Issuance>Load File.
User Privilege Required: Load Issuance File

# [} - i |

Welcome

4.1.3. The Load Check Issuance File page displays.

Load Check Issuance File

Creade Mew Templaie

Sdect tornplate

Effective Date: Today

4.1.4. Click Create New Template

), MOUNTAIN AMERICA
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4.1.5. The Create New Template page displays:

Create New Template

Template Name File Type Template is active: ¥
- select file type v
File has account number(s); ¥ File has header row: File has payee name: ¥

Field Description

Template Name Type the name for this specific template in the Template Name field.
File Type Select the file type.

e Comma Separated

® Fixed Width

®  Excel Workbook

® Excel 97-2003 Workbook

® Tab Separated
Specific instructions for each file type will appear based on the selection.

Template is active Check the box to make this template active. Uncheck the box to make this template
inactive.

File has account Toggle Account Number within File Mapping>Input Field section

number(s)

File has header row Checked File loader will skip the first row of the file. If a user

sets a template to have a file header row, but uses a
file without a header, they will lose the first row of
data.

Unchecked File loader will expect the first row of the file to be
data. If a user sets the template to not have a file
header, but uses a file with a header, the file load will
fail because the headers from the first row will be
read as data.

File has payee name Toggle Payee Name within File Mapping>Input Field section

= Comma Separated

File Mapping
Input Field File Column Field Format
Account Number
Serial Number 0
Amount 0 ® Fractional Dollars (12.34)
Whole numbers of cents (1234)
Payee Name 0
Status 0
Description
File Column Based on the layout of the file, enter the column number of the field by
typing or using the up or down arrows in each field.

*, MOUNTAIN AMERICA
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=> Fixed Width

File Mapping
Input Field File Column Column Width * Field Format

Account Number

Serial Number

Amount * Fractional Dollars (12.34)

- Whole numbers of cents (1234)
Payee Mame
Status

10 ok
O O

Field Description

File Column Based on the layout of the file, enter the column number of the field by
typing or using the up or down arrows in each field.

Column Width Based on the layout of the file, enter the column width of the field by typing
or using the up or down arrows in each field.

=>» Excel Workbook

File Mapping
Input Field File Column

Account Number
Serial Mumber
Amount

Payee Name

W{W{N{NiN

Status

Description

File Column Based on the layout of the file, enter the column number of the field by
typing or using the up or down arrows in each field.

//;.%////' MOUI\CIE‘Q)ETNU%II(\:LERICA Updated: 5/26/2017
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= Excel 97-2003 Workbook

File Mapping

Input Field File Column
Account Number
Serial Number 0

Amount 0

Payee Name 0

Status 0

Description

File Column Based on the layout of the file, enter the column number of the field by
typing or using the up or down arrows in each field.

= Tab Separated

File Mapping

Input Field File Column Field Format

Account Number

Serial Number 0

Amount 0 *® Fractional Dollars (12.34)

Whole numbers of cents (1234)

Payee Name 0

Status 0

Description
File Column Based on the layout of the file, enter the column number of the field by
typing or using the up or down arrows in each field.

4.1.6. Click Save.

4.1.7.  Success Message:
Template has been created successfully!

TErm{wals Nas Deeh creaie s ety
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| 4.2. CREATE TEMPLATE: CHECK ISSUANCE > FILE TEMPLATES

4.2.1. Click Change Module and then select PRO-CHEX.

4.2.2. Click Check Issuance > File Templates.
User Privilege Required: Manage Issuance File Templates

i Sriat Welcome

4.2.3. The File Templates page appears.

Creste Mew Temmpiate
Teirspilale Rle Tyje
Deelete Fier by Template Filter by Fils Typa
nobsakLEh Standard! Escel Wdrkbaok

oBa=nkLIEA Standar acel Widrk #
Oermo2anktlSA_Standardz Comma Separated 7
Demofankli54 Sandaros Foed ‘Width &
Exci 07 HH3 Wisridhook Excol 072003 Wiarkdhook [
Finer] Wittth Feamd Wictity -

Dhefeqe Sefeched

4.2.4. Click Create New Template.

% MOUNTAIN AMERICA
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4.2.5. The Create New Template page appears.

Create New Template

Template Name File Type Template is active: ¥
- select file type v
File has account number(s); ¥ File has header row: File has payee name: ¥

Field Description

Template Name Type the name for this specific template in the Template Name field.
File Type Select the file type.

e Comma Separated

® Fixed Width

®  Excel Workbook

® Excel 97-2003 Workbook

® Tab Separated
Specific instructions for each file type will appear based on the selection.

Template is active Checked The box to make this template active.
Unchecked The box to make this template inactive.
File has account Checked Enables Account Number field within the File Mapping
number(s) > Input Field section. Account number must be
in file for each transaction.
Unchecked Disables Account Number field within the File Mapping

> Input Field section. Account number will be a pull-
down and must be selected prior to the file being
loaded. All transactions will be loaded for that account
number.

File has header row Checked File loader will skip the first row of the file. If a user
sets a template to have a file header row, but uses a
file without a header, they will lose the first row of
data.

Unchecked File loader will expect the first row of the file to be
data. If a user sets the template to not have a file
header, but uses a file with a header, the file load will
fail because the headers from the first row will be
read as data.

File has payee name Toggle Payee Name within File Mapping > Input Field section

4
~ 7 MOUNTAIN AMERICA
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= Comma Separated

File Mapping
Input Field File Column Field Format

Account Number

Serial Number

Amount ® Fractional Dollars (12.34)

- Whole numbers of cents (1234)
Payee Name
Status

0 OOk

Description

File Column Based on the layout of the file, enter the column number of the field by
typing or using the up or down arrows in each field.

=> Fixed Width

File Mapping

Input Field File Column Column Width * Field Format

Account Number

Serial Number

Amount * Fractional Dollars (12.34)

- Whole numbers of cents (1234)
Payee Mame
Status

10 ok
O O

Field Description

File Column Based on the layout of the file, enter the column number of the field by
typing or using the up or down arrows in each field.

Column Width Based on the layout of the file, enter the column width of the field by typing
or using the up or down arrows in each field.

//;.%////' MOUI\CIE‘Q)ETNU%II(\:LERICA Updated: 5/26/2017
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=>» Excel Workbook

File Mapping
Input Field File Column

Account Number
Serial Number
Amount

Payee Name

H{N{NNN

Status

Description

File Column Based on the layout of the file, enter the column number of the field by
typing or using the up or down arrows in each field.

= Excel 97-2003 Workbook

File Mapping
Input Field File Column

Account Number
Serial Number
Amount

Payee Name

H{N{NNN

Status

Description
File Column Based on the layout of the file, enter the column number of the field by
typing or using the up or down arrows in each field.

//;.%////' MOUI\CIE,Q)ETNU%}(\:LERICA Updated: 5/26/2017
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= Tab Separated

File Mapping
Input Field File Column Field Format
Account Number
Serial Number 0
Amount 0 ® Fractional Dollars (12.34)
Whole numbers of cents (1234)
Payee Name 0
Status 0
Description
File Column Based on the layout of the file, enter the column number of the field by
typing or using the up or down arrows in each field.

4.2.6. Click Save

4.2.7. Success Message:
Template has been created successfully!

Template has been created successfully!

@R MOUNTAINAMERICA e 5/2/2017
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|4.3. EDIT FILE TEMPLATE

4.3.1. Click Change Module and then select PRO-CHEX.

4.3.2. Click Check Issuance > File Templates.
User Privilege Required: Manage Issuance File Templates

Fr)mik | B N

Welcome

4.3.3. The File Templates page appears.

Creste Mew Temmpiate
Teirspilale File Type
Deelete Fier by Template Filter by Fils Typa
OempofankilSh_Standard! Escel Wdrkbaok #
Demogankil5a Standards Comma Separated &
Demciankii54 Standaros Froed Widih ;
Exci 07 HH3 Wisridhook Excol 072003 Wiarkdhook [
Fimee] Witih Fraed Wit -
Dhefeqe Sefeched

Field Title Description

Delete Click the checkbox next to the Templates to delete.
Any Template added by default cannot be deleted.
Template The Template is created by creating a new template or when default

templates are added.

® To search for a Template, enter the first character or first few characters in
the Template box.

File Type The File Type is selected by creating a new template or when default

templates are added.

® To search for a File Type, enter the first character or first few characters in
the File Type box.

s Click the pencil icon to edit/view the template.

i) Click the eyeball icon to view the template.

*, MOUNTAIN AMERICA
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4.3.4. The Edit Template [Template Name] page appears.

View Template: Excel 97-2003 Workbook

Template Name File Type Template is active: ¥
Excel 97-2003 Workbook Excel 97-2003 Workbook v
File has account number(s): File has header row: ¥

File Mapping

Input Field

File Column
Serial Number 9
Amount 2
Status 3
Close

4.3.5. Make the necessary changes.

4.3.6. Success Message:
Template has been created successfully!

EiviaTE has hee e il By

4
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|4.4. VIEW FILE TEMPLATE

4.4.1. Click Change Module and then select PRO-CHEX.

4.4.2. Click Check Issuance > File Templates.
User Privilege Required: Manage Issuance File Templates

Fr)mik |

Welcome

4.4.3. The File Templates page appears.

Creste Mew Temmpiate
Teirspilale Rle Tyje
Deelete Fier by Template Filter by Fils Typa

OemoBankisA_Standard] Excel Workbaok

OemofanklSA_Standar acel Widrk #

DemoganklSA Standards Comma Separated 7

Demofankli54 Sandaros Foed ‘Width &

Exci 07 HH3 Wisridhook Excol 072003 Wiarkdhook [

Finer] Wittth Feamd Wictity -

Dhefeqe Sefeched

Field Title Description

Delete Click the checkbox next to the Templates to delete. Any Template added by
default cannot be deleted.
Template The Template is created by creating a new template or when default

templates are added.

® To search for a Template, enter the first character or first few characters in
the Template box.

File Type The File Type is selected by creating a new template or when default

templates are added.

® To search for a File Type, enter the first character or first few characters in
the File Type box.

s Click the pencil icon to edit/view the template.

i) Click the eyeball icon to view the template.

4.4.4. Navigate to template to view.

4.4.5. Click the eyeball icon @ to view the template.
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4.4.6.

The View Template: [Template Name] page appears.

View Template: Excel 97-2003 Workbook

Template Name File Type
Excel 97-2003 Workbook Excel 97-2003 Workbook
File has account number(s): File has header row: ¢

File Mapping

Input Field

Template is active: «

4.4.7. Click Close.

a

File Column
Serial Number 1
Amount 2
Status 3
Close
MOUNTAIN AMERICA
g CREDIT UNION Updated: 5/26/2017
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|4.5. DELETE FILE TEMPLATE

4.5.1. Click Change Module and then select PRO-CHEX.

4.5.2. Click Check Issuance > File Templates.
User Privilege Required: Manage Issuance File Templates

Fr)mik |

Welcome

4.5.3. The File Templates page appears.

Creste Mew Temmpiate
Teirspilale Rle Tyje
Dbt Fiter by Templats Filter by Fils Typn
OempofankilSh_Standard! Eucel Workbaok r
Demo2ankl 54 Standardr Comma Separated #
Demciankii54 Standaros Froed ‘Widih 7
Excigl 07 2H3 Winrdhook Excitl 72003 Workhiook F]
Fimee] Witih Feaed Wt -
Dhefeqe Sefeched

Field Title Description

Delete Click the checkbox next to the Templates to delete. Any Template added by
default cannot be deleted.
Template The Template is created by creating a new template or when default

templates are added.

® To search for a Template, enter the first character or first few characters in
the Template box.

File Type The File Type is selected by creating a new template or when default

templates are added.

® To search for a File Type, enter the first character or first few characters in
the File Type box.

s Click the pencil icon to edit/view the template.

i) Click the eyeball icon to view the template.

4.5.4. Locate the template. Check the box in the delete column. You may select more than one template to delete.

NOTE:
Client Users can only delete templates created by the client. Templates
created by Mountain America won’t have the delete checkbox option
available.
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4.5.5. Click Delete.

4.5.6. Success Message:
Templates removed successfully

remered sancessuliy

4
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5. LOAD CHECK ISSUANCE FILE

| 5.1. FiLE LOAD

5.1.1. Click Change Module and then select PRO-CHEX.

5.1.2.  Click Check Issuance > Load File.
User Privilege Required: Load Issuance File

r iy | N

Welcame

5.1.3. The Load Check Issuance File page appears.

Load Check Issuance File

Create My Template

Sedect menplte

Effective Date: Today

5.1.4. Select the Template drop-down box to select from a list of existing templates.

5.1.5. Select one of the available templates listed.

Load Check Issuance File

Template

= lack temiciate L Create New Template

e (e CT TeTEpate
Excel 97-2003
Flxed Width
DemoBankU5A_Standardi
DemoBankU5A_Standard2
DemoBankUSA_Standard3

NOTE:
If the Template selected was created with the Account field enabled,
then an Account drop-down box will display an account from which to
select.
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5.1.6. Select the Account drop-down box to select from a list of existing Accounts. Select an Account.

Load Check Issuance File

Tomplato Acoomnt

DiemoBahkLEA Standard | . g b Y Ca it Craate hew Template

Select one or more suance files

ACoOunt 4 - xoamsddd

5.1.7. Click Browse to choose a file saved to the computer. Select the file.

Load Check Issuance File

Template Aot

DamaBanuGAe_Starda . AECOUTT 1 Enex 1111 - Crapie Mew Tempats

Salect one ar mone swsnce files

B aC CHE et i Rermowe  rdpiad

Field Description

Remove The file will be removed from the page
Browse Click Browse to add more Issuance Files to upload
Upload The file will be uploaded

5.1.8. The Status bar will display Processing until the file upload is complete.
| |
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|5.2. MANUAL FILE ENTRY

5.2.1. Click Change Module and then select PRO-CHEX.

5.2.2. Click Check Issuance > Manual File Entry.
User Privilege Required: Manual Issue File

Filw

Welcame

5.2.3. The Manual Issuance File Entry page appears.

Manual Issuance Flle Entry

ArCcownt

el account

Riow Sarlal Murmbar Arprunt Payes Bame SratLs

4
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5.2.4. Click the Account drop-down to select an Account for a Manual Issuance File. A list of available Accounts

will display, select an Account.

Manual Issuance File Entry
AT
R Sorial Murmibssr Arnouri Payee Mame S
Field Description

Serial Number Type the item serial number for this Manual Issuance File in the Serial Number

field.

Type the dollar amount for this Manual Issuance File in the Amount field. Or,
use the up and down arrows in the Amount field to select a dollar amount.
Type the payee name for this Manual Issuance File in the Payee Name field.

Amount

Payee Name

Status Issued The check has been issued
Voided The check has been voided by the maker
Stopped The check has a stop payment issued by the maker

5.2.5. To add multiple rows: After entering data for each row, another row will display: Row 2, Row 3, Row 4, efc....

Manual Issuance File Entry

Account

How el Murmber Ammount Payes Mame Status

SSIED

5.2.6. When complete, click Save.
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5.2.7.

The Issuance Files Status page appears.

Issuance Files Status

¥ Filpers

Al ID

Flli Marme SEt

SEACUS I Sl

Date Range
B Today -

Load :ujr']‘[fl'.Tll'f'l!.'“ Transacticn Colng Transactian Taral View/Agpiron

Today §6;20:39 EDT = 1,825 .00

Field Description

File ID The ID number associated with the specific file
File Name The name associated with the specific file
Status Client_Approved The file was approved by the client

Failed

The file failed to load

FI_Approved

The file was approved by Mountain America

Loading The file is loading

Processing The file is processing

Queved The file is in line awaiting a status change
Suspended The file has been suspended

System_Approved

The system is set to default approve the file

Status Message

The message associated with the specific file

Load Date/Time

The load date and time this file was loaded

Transaction Count

The number of transactions contained within the file

Transaction Total

The total dollar amount of the transaction

View/Approve

Displays a View or Approve button under this column heading

MOUNTAIN AMERICA
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6.

6.1.1.

6.1.2,

6.1.3.

FILE STATUS

Click Change Module and then select PRO-CHEX.

Click Check Issuance > File Status.

User Privilege Required: View Issuance File Status

# L X = a

Welcome

The Issuance Files Status page appears.

[ssuance Files Status

¥ Fiters
Fila TC Faa Wars
237 MANLIAL_ 1459104 207328
rr DEMCIBAMKLEA 1
22 CIEMOBAKNKLIGA 2
223 DEMOAAMNKLISA T

STATL Sratls Mestags

SYETEM_ARPROVED

CLEENT_APPROVEL

SYETEM_AFPROVED

CLIENT_APFRCAVED

Load Date/Timeli raraction

TODAY 1 G EDT 3
TODAY 1550228 EOT i
T 06:05:03 £0T

TODWY D054 EDT 4

Date Range

il Today -

Field Description

File ID The ID number associated with the specific file
File Name Name of file
Status Client_Approved The file was approved by the client

Failed The file failed to load

FI_Approved The file was approved by Mountain America
Loading The file is loading

Processing The file is processing

Queved The file is in line awaiting a status change
Suspended The file has been suspended

System_Approved

The system is set to default approve the file

Status Message

Message explaining the reason for the current status

Load Date/Time

Date and time the file was loaded

Transaction Count

Total transactions in the file

Transaction Total

Total amount in the file

View

View details
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6.1.4.  Click Filters to customize the search options.

Y Filters

Flle id

Status

Min Amount

]

Max Amount

]

Field Description

File ID The ID number associated with the specific file
Status Client_Approved The file was approved by the client
Failed The file failed to load
FI_Approved The file was approved by Mountain America
Loading The file is loading
Processing The file is processing
Queued The file is in line awaiting a status change
Suspended The file has been suspended
System_Approved The system is set to default approve the file
Min Amount The minimum dollar amount
Max Amount The maximum dollar amount

6.1.5. Click View for additional details on each file.

6.1.6. The View File: [File Name] page appears.

View File: MANUAL 149261

7201673

Account Number  Serial Number  Amount Payee Name
X¥x%5555 1234 5$500.00
XK¥H%5555 7890 £1,000.00
%5555 4567 $20.00
Close

Status
AVAILABLE_FOR_MATCHING
AVAILABLE_FOR_MATCHING

AVAILABLE_FOR_MATCHING

Load Date
Today 11:53:21 EDT
Teday 11:53:21 EDT

Today 11:53:21 EDT

Field Description

Account number from which the transaction posted

Account Number

Serial Number

Check serial number

Amount Amount of the transaction

Payee Name The beneficiary being issued the check

Status Available_for_Matching | There is an issued item to match the transaction
Load Date Load date and time
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ISSUED ITEMS

7.

7.1.1. Click Change Module and then select PRO-CHEX.

Click Check Issuance > Issued ltems.

7.1.2.

# r)mik 1 B ]

Welcome

7.1.3. The Issued Warehouse page appears.

User Privilege Required: View Issuance File Status

Issue Warehouse

Y Filters

Fimm D ACCosmt Kumibr Saria Payoe Mame
TACE AT
f740A%F T

TA0E 3G

1RA0E22

Date Range
B Tosfay =
b

Sraus Amout Load DateMimeli

VOIDED 57,000,00  Tocay ¥4:16:9% EDT

1550ED 7N OO

Field Description

ltem ID The ID number associated with the specific issued ltem

Account Number Account number from which the transaction posted

Serial Number Check serial number

Payee Name The name of the payee associated with the specific issued item

Status Issued The check has been issued

Voided The check has been voided by the maker

Stopped The check has a stop payment issued by the maker
Amount Amount of the transaction

Load date and time

Load Date/Time
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7.1.4.  Click Filters to customize the search options.

¥ Filters w

S rlad B i Lsr R At
1

ALCOUNTS

Sratg Max Amount

AlECT B " Ls

Field Description

Accounts Type an account name or the last 4 digits of the account number into the field
Serial Number Enter a check serial number
Status Issued The check has been issued

Voided The check has been voided by the maker

Stopped The check has a stop payment issued by the maker
Min Amount Type the minimum check amount into the field
Max Amount Type the maximum check amount into the field
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