How to Manually Add Checks
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Hi there!

E Donald R Duck Tester > o

Accounts see
DONALD'S FUN ACCOUNT $32,731.58 DONALD'S CHECKING $42,154.21 DUCKS LOC 0022 $0.00
x1245 Available x2233 Available x123 Balance

®0 > View all

e | B A TR R

Pay a bill Pay a person Message

Transactions Messages

CHECK 12333 ) $2,243.37

Mar 18, DONALD'S FUN

CHECK 12332 $2,435.04



Positive pay

Check entries

-+ Add checks

Work check exceptions

@ Work ACH exceptions

Settings

Manage templates

View ACH filter rules




Add checks

EW Add your checks manually

Positive Pay

o Select template Select template >

Select account

o Choose associated account () Select >

o Upload file (© Default template formatting guide Q. Search accounts

DONALD'S FUN ACCOUNT (X1245)
$32,731.58 available

Drag and drop file here, or browse 5 )
| Select th nt DONALD'S CHECKING (x2233)
e @ accou $42,154.21 available
the check was
issued from

After submission, please allow time for processing.




Positive Pay

Enter checks
DONALD'S FUN ACCOUNT (x1245)

Check number

Check amount 2 541.67
Fill out the i
necessary check
fields. Select the Scrooge McDuck

Check date.

Type Debit

. Check date March 3, 2025 »
If more entries are

needed, click Save
and enter another Save and enter another | Review 1 check I




Positive Pay

Review checks

DONALD’'S FUN ACCOUNT

Review your items. Accoum 245

You may edit the Account
and check information.
Once finished, Click

Approve.

Upload summary

Total items 1

Total amount $2,541.67

DATE  PAYEE/AMOUNT CHECK #

$2,541.67

12345
Scrooge McDuck

Enter another




=

1 Check Approved.
DONALD'S FUN ACCOUNT (x1245)
Approve 1 Check

This is final and cannot be

Add more
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Positive pay

Check entries

. ['_b] ArpManualEntry_ ABC12001_230222.txt Reg
Your Pending, P

Unapproved, and
Successful uploads [ ArpManualEntry_ ABC12001.230221.txt fleg DDA 0002 —
appear on this page Unapproved
) ArpManualEntry_ ABC12 001_230220.txt Reg DDA 000: i i

Successful
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@ Work ACH exceptions

Settings
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How to Upload Checks with a .CSV file
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Hi there!

E Donald R Duck Tester > o
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DONALD'S FUN ACCOUNT $32,731.58 DONALD'S CHECKING $42,154.21 DUCKS LOC 0022 $0.00
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Pay a bill
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Mar 18, DON

CHECK 12332

$2,243.37
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Add checks
Select template

Default template
[2 Add your checks manually Delimitec

Default Delimited

Delimited
o Select template o Select template >
o Choose associated account () o Select > Select account

CLT account YOUr checks were 155ued from
o Upload file {7y Default template formatting guide

Q) Search accounts

Drag and drop file here, or browse DONALD'S FUN ACCOUNT x1245
$32.731.58 available

DOMALD'S CHECKIMNG %2233
542 164 21 available

After submission, please allow time for processing.




Add checks

[ Add your checks manually Click Default temp'ate
formatting guide to review how
0 Select tomolat el the excel sheet will be created,
e iempiEte L then save as a CSV file for
uploading

o Choose associated account () DONALD'S FUN ACCO;JZEZ ;
x1245

o Upload file ® Default template formatting guide

Drag and drop file here, or browse

Colomns 1 and 2
are required. The
rest are optional.

Column 1

Example CSV row with basic information

1234.56 06/16/2022

Issue date

View CSV formatting guide

Payee

Void

Account
type




File Home Insert Page Lay Formula: Data Review View Automat Help Nitro PD Acrobat | & |

— —

- 'D._."'i ﬁ Conditional Formatting ~ | |

% Format as Table ~ ‘

Cells Editing

Clipboard Faont Alignment  Mumber
- - ' 7 Cell Styles ~
Styles Sensitivity

AutoSave '::j.' l:::lff._::' save ) Undo ~ =

f

B C ]
42.125.46 3/3/2025 ABC Company
2,365.15  3/5/2025 Scrooge McDuck
2,365.15 3/5/2025 Scrooge McDuck
4,009.12 3/6/2025 Daisy Duck
3,142.23  3/7/2025 Comfort Systems

This is the file we will
be uploading

March '25 Checks

il

E.:."? Accessibility: Unavailable r‘& Display Settings @




Add checks

@ Add your checks manually

o Select template Default template

o Choose associated account (3) DONALD'S FUN ACC

Upload file




Positive pay

Check entries

B March '25 Checks.csv DONALD'S FUN ACCOUNT
Pending

10 2

Review & approve >

-+ Add checks

Work check exceptions

@ Work ACH exceptions

Settings
Manage templates

View ACH filter rules




Review checks

File upload summary

Review your items and
Click Approve

File name March 25 Checks.csv
Total items 5

Total amount  $54,007.11

DATE  PAYEE/AMOUNT

542,125.46
ABC Company

$2,365.15
Scrooge McDuck

Special note: This
check on the file was
noted as "V" for Void.

$2,365.15
Scrooge McDuck

54,009.12
Daisy Duck

$3,142.23

Comfort Systems
e

If any modifications are needed, cancel this upload and resubmit with corrected issued item(s).

CHECK #

00000012345

00000012346

00000012347

00000012348

00000012349




5 checks approved

March ‘25 Checks.csv (Uploaded & approved

! DONALD'S FUN ACCOUNT
Upload date March 10. 2025

@ “ Upload another




Positive pay

Check entries

B March '25 Checks.csv DONALD'S FUN ACCOUNT Just uploaded

Successful

Your upload appears on
this page

-+  Add checks

Work check exceptions

@ Work ACH exceptions

Settings
Manage templates

View ACH filter rules
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