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HOLIDAY SCHEDULE:  Transfers cannot be processed or settled on the federal holidays
listed in our holiday schedule.

ONLINE SECURITY TIPS:  We recommend that you read the Online Security Tips.
Please note, we will never email asking you to provide any ACH  file information.

IMPORTANT CONTACT INFORMATION & FUNCTIONS:

• For Online Support call:  Treasury Management Team  at  (608) 310-1240  or email:  
TreasuryManagement@lakeridge.bank

• When you have an exception that needs review you will receive a system generated 
email notification.  If you are not receiving notifications, please contact us.

• Cutoff times – exception processing cut-off time is displayed on the home page of 
our Positive Pay system. Exceptions will be returned if they are not received by the 
cut-off time.

• Issued check  files can be uploaded any  time of the day, whenever it is
convenient for you.



 
  

   
 

   
 

   
 

 
 

 
 

 
    1. Delimited text files (CSV) 
    2. Microsoft Excel files  
       (Including .XLSX files) 
    3. Fixed-width text files 
 
 
REQUIRED FIELDS 
The following fields must be supplied for each issued check: 
    1. Issued Date – date the check was issued (recommended format mm/dd/yyyy) 
    2. Check Number – check serial number (recommended format is to have no leading zeros) 
    3. Check Amount – amount of the check (recommended format 999999.99 with  

no leading zeros) 
    4. Payee name – the name of the company or person that the check is payable to 
    5. Check Account number – if you have more than one account. The account number the 

checks were issued from (recommended format is to have no leading zeros) 
 
OPTIONAL FIELDS 
The following fields may optionally be supplied for each issued check: 
1. Record Type – “I” for issued check, “V” for voided check 
2. Notes – miscellaneous notes related to the check 
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These powerful monitoring tools will help you save time and quickly be alerted to 
unauthorized account activity. After enrollment forms have been completed:

• The bank setup process takes 1-2 business days once the forms and test  file (see below)
  have been received.

• When setup is completed, a Treasury Management Specialist will contact you to walk you
  through the system and help guide you through the  first  file import.

• To log into Positive Pay, go to our website -  www.lakeridge.bank  and select  Business  in
  the Account Login box. The Positive Pay section is on your home page, below accounts.

Supported File Types for your Check Issued File: Exact/TMS™ supports the following
three types of issued  files:
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Log into business online site at  www.lakeridge.bank  and click link in  Positive Pay  section
(bottom of Home page).

For support call our  Treasury Management Team  at  608-310-1240.
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TRANSACTION PROCESSING: 
    •  Submit Issued Check File – to upload check file 
    •  Add New Issued Check – to manually enter check information 
    •  Void a Check - check that has been issued can only be marked as VOID to remove 
    •  Check Search – search for specific checks issued/paid and generate various check reports 
    •  Reverse Positive Pay Extract – create an extract file of paid check 
    •  ACH Transaction Search – search for ACH transactions and generate reports on ACH activity 
    •  Check Verification – search for specific check by check number and amount 

 
ITEMS TO NOTE: 
    1.Cutoff for exception review is displayed on the home page of the Positive Pay system. 
    2. Email notifications are sent to notify of any exception items requiring your review.  

A reminder email will be sent if items are not reviewed by 10am. 
    3.To issue a stop payment of an issued check, under Transaction Processing go to Void A 

Check to complete. If the check presents, you will receive an exception notification. 

 

Upload an issued check file – check files do need to have column headers and include issue 

date, check number and check amount. Payee is optional but will display if provided. 
 
    1.Browse out and find your check file on your computer 
    2.Select Account if there are more than one on system. 
    3.File Processing Type will default in click Process File to upload to the bank. 
    4. After processing completes you should see this screen with Processed in Status column.  

If there is an error in the file the bottom box will appear will error details.  
The example below is showing that a check within the current file has already been  
entered into the system.
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RESULT FILE STATUS:   
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• Unprocessed:  The  file has been uploaded but has not yet been processed.
• Processed:  The  file was processed successfully.
• Processed with Exceptions:  The  file was processed successfully, but duplicate

checks were not loaded.
• Rejected:  The  file was rejected due to one of the following reasons: mismatch between 

the number of items/amounts entered on the screen and the number.



ADD NEW ISSUED CHECK (MANUAL ADD):   
 
•  Client/Account ID: Is the 
   nickname or description  
   that identifies this  
   account.  
 
• Check #: The check  
   number of this item. 
 
• Amount: The amount of  
   the check. 
 
•  Issued Date: The issued  
   date for this check. 
 
•  Payee: The payee name for this check. 
 
• Auto-Increment Check Number: Checking this box will increment the check number  
   by one after each check submission. 
 
 
 
POSITIVE PAY HOME PAGE 
 
Quick exception processing – Pay or return decisions can be made by simply checking the 
corresponding box and selecting a Reason. Once all decisions are made select SAVE.
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Check Search  
Search criteria can be entered to narrow down the search or you leave fields blank and  
system will display a log of any check issued or paid.  
 
Status column – will display blank for outstanding items – see key below for the rest  
of the icons 
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    •  Client/Account ID – optionally select a specific account. If no accounts are selected  
the system will search through all available accounts assigned to the corporate user. 

    • Check Status – the status of the check you would like to run reporting for. Check 
Number From – the beginning check number used to search for a range of checks. 

    • Check Number To – the ending check number used to search for a range of checks. 
    •  Date – the type of date you would like to run the Check Search report for. 
    • Date From – the beginning date used in the date range. 
    • Date To – the ending date used in the date range. 
    • Amount From – the minimum check amount to include in the search. 
    • Amount To – the maximum check amount to include in the search. 
    • Decision – limits the search to a specific pay/return decision. 
    • Reason – limits the search based upon the reason that was selected. 
    •  Issued Payee – limits the search to specific payee names. You can enter all or part of 

the payee name. 
    • Include Reversals – when enabled, the search includes reversals.



Stop Payment/Void Check Process  
 
1. In the Positive Pay site, go to  
   Transaction Processing and select  
   Void a Check.  
 

2.Choose Account, enter check number, check amount and check date and select Find  
   Matching Check. System will retrieve the issued check and if that matches, click Void Check. 
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3. The check will be changed to a 
Void status. If the check were to 
present, the system will push it out 
as an exception item to be 
reviewed. Under Transaction 
Report you can produce a Stops 
and Voids report to display all 
checks with that status. 
 

Account Reconciliation Summary 
Used to assist in balancing online account balances with your monthly account statement.
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    2. Select Quick Exception Processing.
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Lake Ridge Bank ACH Filter service will alert you when it detects ACH debit activity that is 
not allowed. An email notification will be sent letting  you know there is an exception item 
for you to review. For companies that you transact with on an ongoing basis, you can create
an ACH Whitelist to identify them. Once a company has been added to your ACH Whitelist 
that company will no longer appear as an ACH exception. For ACH Filter support call our
Treasury Management Team  area at  608-310-1240.

STEPS TO REVIEW ACH EXCEPTIONS:
1. Log into business online site at  www.lakeridge.bank  and click link in Positive

  Pay section.



    3. Select either Pay or Return by marking the box in approperiate column. If the Return 
box is selected you need to select a Return Reason from the drop down menu.  
‘Add ACH Rules’ in Check # column will allow any future dated payments to post – see 

       Step 4.

    4.Click on the “Add ACH Rule” to add to ACH Whitelist.
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    5. The Add ACH Authorization Rule and the Company ID will fill in for you. Optional fields 
include Description and Max Amount. Using Max Amount will allow you to set a limit 
for that ACH entry. If the ACH debit exceeds that Max Amount the transaction will  
produce an exception for you to review.  Select Add Rule to save. 

 
    •  Description: This is the  

client defined description  
of ACH rule. 

 
    • SEC Code: The Standard  

Entry Class Code for this  
transaction. There is an  
option to choose from  
the SEC Code that the  
transaction posted with  

       or allow All SEC Codes. 
 
    •  Company ID: The company ID for the transaction that posted.  

Note: This field is not editable. 
 
    •  DR/CR: Select either debits, credits, or both debits and credits to define the  

types of transactions for this rule. 
 
    •  Max Amount: The max amount for this type of transaction. If the amount is left zero, 

the maximum amount field is not used during the authorization process.
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ACH WHITELIST SYSTEM REPORT: 
 
To view the companies on your ACH Whitelist, go to 
System Reports and then ACH Authorization Report. 

 
 

 
 

 
 

 

ACH FILTER 
INSTRUCTIONS

Lake Ridge Bank. Go far. Go together.
16

GO FAR. GO TOGETHER.

**Note**  – Once a company has been added to the ACH Whitelist all ACH entries from 
that company will post to your account – they will not  flip out as an exception item. It is
very important to be reviewing your ACH Whitelist on a regular basis.

To delete a company from your ACH Whitelist you will need to contact the bank.
Please contact a  Treasury Management Team  at  608-310-1240  or
email:  TreasuryManagement@lakeridge.bank  with the company name you wish to 
remove.


