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DASHBOARD | GROUPING ACCOUNTS 

 

SELECT THE DASHBOARD TAB. 

 
 

CLICK “MANAGE GROUPS”. 

 
 

CLICK “CREATE NEW GROUP”. 
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TYPE IN GROUP NAME AND CLICK “ADD ACCOUNTS”. 

 
 

CHOOSE THE ACCOUNTS FOR THE GROUP AND CLICK “ADD ACCOUNTS”. 
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CLICK DONE.  

 

THE GROUP HAS BEEN CREATED. 
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POSITIVE PAY | CREATE ISSUED ITEMS & FILE UPLOAD 

 

SELECT THE PAYMENTS TAB  POSITIVE PAY  CREATE ISSUED ITEMS 
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TO UPLOAD A FILE, MAKE SURE THE UPLOAD FILE IS CHOSEN.  

 
 



 

 
    
Treasury Management Guide 

 
Page 8 of 66 

Positive Pay | Create Issued Items & File Upload ©2024 Parkside Financial Bank & Trust 

 

CHOOSE YOUR SAVED FORMAT AND SELECT YOUR .CSV FILE. 

CLICK UPLOAD.  
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REVIEW ALL ITEMS TO MAKE SURE THEY ARE UPLOADED CORRECTLY. 
MAKE CHANGES IF NECESSARY. 

CLICK REVIEW.  

 
 

CLICK CONFIRM TO COMPLETE UPLOAD. 

 
 



 

 
    
Treasury Management Guide 

 
Page 10 of 66 

Positive Pay | Create Issued Items & File Upload ©2024 Parkside Financial Bank & Trust 

 

ITEMS WERE UPLOADED SUCCESSFULLY. 

 

TO CONFIRM YOUR UPLOAD, YOU CAN GO BACK TO THE PAYMENTS TAB AND 
CHOOSE “ISSUED ITEMS ACTIVITY”. HERE, YOU CAN SEE THE ITEMS THAT WERE 
UPLOADED. 
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POSITIVE PAY | CHECK UPLOAD FORMATS 

 
This must be done before you can upload positive pay items! 
 

SELECT THE PAYMENTS TAB  POSITIVE PAY  CHECK UPLOAD FORMATS 

 
 

CLICK “CREATE NEW FORMAT” (TOP RIGHT)  
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SELECT “DELIMITED” AT THE TOP.  

YOUR .CSV FILE MUST BE IN THE COMMA DELIMITED FORMAT. 
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DECIDE HOW YOUR ISSUED CHECKS WILL BE ARRANGED IN THE FILE. 

ENTER FORMAT NAME 

› Under Item Amount, choose “Decimal Included” if you will be using the decimal in your file 
› Choose your Issued Date Format and Void Date Format 
› Checking Indicator= C 
› Savings Indicator= S 
› Void Indicator= V 

 

FOR EXAMPLE:  

› Column 1 (A): Issued Date 
› Column 2 (B): Item Number 
› Column 3 (C): Payee 
› Column 4 (D): Item Amount  
› Column 5 (E): Account 

number 
 

 
 

Ensure that the Item Amount column (D) in Excel is 
 formatted as "Number" with 2 decimal places. 
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CLICK SAVE.  

 
 

POSITIVE PAY UPLOAD FORMAT WAS SAVED. 
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POSITIVE PAY | CHECK EXCEPTIONS 

 

SELECT THE PAYMENTS TAB  POSITIVE PAY  CHECK EXCEPTIONS 

 
 

VIEW THE CHECK EXCEPTION BY CLICKING THE HYPERLINK “VIEW CHECK #” 
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VIEW THE FRONT AND BACK OF THE CHECK EXCEPTION 

 
 

CLICK DETAILS FOR MORE INFORMATION OR IF YOU NEED TO REQUEST A 
CORRECTION.  
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CORRECTION OPTIONS: 

 
 

CLICK REVIEW OR REVIEW ALL TO FINISH DECISIONING THE EXCEPTION. 
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CONFIRM THAT ALL OF THE INFORMATION IS CORRECT  CLICK DECISION 

 
 

THE POSITIVE PAY EXCEPTION DECISION HAS BEEN SAVED SUCCESSFULLY. 
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IF THE POSITIVE PAY WIDGET IS ADDED TO THE DASHBOARD, THE EXCEPTION CAN 
ALSO BE WORKED THERE. 

 
 

IF THE GREEN CHECK MARK IS SHOWING NEXT TO THE EXCEPTION, THAT MEANS 
THE ITEM HAS BEEN WORKED. 
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POSITIVE PAY | ACH EXCEPTIONS 

 

SELECT THE PAYMENTS TAB  POSITIVE PAY  ACH EXCEPTIONS 
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SELECT THE PAY OR RETURN OPTIONS, AS NEEDED FOR EACH EXCEPTION ITEM. 

SELECT REVIEW TO CONFIRM ALL DECISIONS ARE ACCURATE. 
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ENSURE THE INFORMATION IS CORRECT.  

CLICK CONFIRM TO FINISH WORKING THE EXCEPTION.  

 
 
The exception has now been worked. 

 

NEXT, TO ADD THIS YOUR APPROVED ACH DEBITS: 

› Select “ACH Exceptions – Decision Activity”. 
› Select “Create Filter Rule”. 
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SELECT THE ACCOUNT YOU WOULD LIKE TO CREATE THE FILTER RULE FOR. 
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ENTER IN THE INFORMATION REQUESTED 

› Please Note: The ACH Company Name and the company name in the originating transaction must 
match exactly for the filter to capture the transaction for the specific company. If the name is not an 
exact match, items will be present as exceptions. 

SELECT REVIEW.  
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REVIEW INFORMATION AND SELECT SAVE FILTER RULE. 
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THE ACH FILTER RULE HAS BEEN CREATED. 
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THE ACH EXCEPTION CAN ALSO BE ADDRESSED USING THE POSITIVE PAY WIDGET 
ON THE DASHBOARD. 
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ACH | CREATING ACH RECIPIENTS 

 

SELECT THE PAYMENTS TAB  ACH  ACH RECIPIENTS 

 
 

CLICK ADD RECIPIENT (BOTTOM RIGHT). 
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ENTER RECIPIENTS BANKING INFORMATION 

 
 

CLICK SAVE.  

 
 

ACH RECIPIENT HAS BEEN SUCCESSFULLY SAVED. 
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ACH | CREATING A MANUAL ACH PAYMENT 

 

SELECT THE PAYMENTS TAB  ACH  CREATE ACH PAYMENT 

 
 

MAKE SURE MANUAL ENTRY IS CHOSEN AT THE TOP. 
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ENTER THE FOLLOWING INFORMATION:  

› Enter Payment Name (this is for your records-the Payee will not see this information). 
› Choose the ACH Company Name (the payment information should prefill). 
› Choose the Frequency and the Effective Date for the payment.’ 

 
THEN, CLICK ‘ADD RECPIENTS’. 
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ENTER IN THE PAYEE’S BANKING INFORMATION THAT THEY PROVIDED TO YOU.  

› If you have saved them as a “Recipient”, you can select their information from the “Select from 
Recipient List”. 

› For a  balanced batch, you will also need to enter the debit account information. 
 
CLICK REVIEW. 
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CLICK CONFIRM. 

THIS WILL INITIATIVE THE PAYMENT. 
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ACH HAS BEEN INITIATED AND IS PROCESSING. 
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ACH | UPLOADING A NACHA FILE 

 

SELECT THE PAYMENTS TAB  ACH  CREATE ACH PAYMENT 

 
 

CHOOSE UPLOAD NACHA FILE AT THE TOP. 
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SELECT THE NACHA FILE YOU WANT TO UPLOAD. 

CLICK UPLOAD.  
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CHOOSE THE FREQUENCY AND THE EFFECTIVE DATE. 

DOUBLE CHECK THAT THE INFORMATION IS UPLOADED CORRECTLY. 
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CLICK REVIEW.  
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CLICK CONFIRM.  
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THE FILE HAS BEEN INITIATED AND IS PROCESSING. 
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WIRE | CREATING A DOMESTIC WIRE BENEFICIARY 

 

SELECT THE PAYMENTS TAB  WIRE  WIRE BENEFICIARIES 

 
 

CLICK “CREATE NEW BENEFICIARY” (TOP RIGHT). 
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MAKE SURE “DOMESTIC” IS CHOSEN. 
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ENTER THE FOLLOWING INFORMATION:  

› Enter in Beneficiary’s ABA/Routing Number (bank information will prefill if recognized). 
› Enter in Beneficiary’s Account Number, Name and Physical Address. 
› Enter in Beneficiary’s Intermediary Bank Information (if applicable). 

 
CLICK REVIEW. 
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CLICK CONFIRM. 
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CONFIRMATION OF BENEFICIARY ADDITION. 
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WIRE | CREATING AN INTERNATIONAL WIRE BENEFICIARY 

 

SELECT THE PAYMENTS TAB  WIRE  WIRE BENEFICIARIES 

 
 

CLICK “CREATE NEW BENEFICIARY”  
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MAKE SURE “INTERNATIONAL” IS CHOSEN 
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ENTER THE FOLLOWING INFORMATION:  

› Beneficiary’s Account/IBAN Number 
› Name  
› Physical Address 
› Intermediary Bank Information (if applicable) 

 
ONCE THE INFORMATION IS ENTERED, CLICK REVIEW. 

 
 
PLEASE NOTE: If the Beneficiary doesn’t have an Intermediary Bank, Parkside’s ABA 
number must be entered. 
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CLICK CONFIRM. 
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CONFIRMATION OF INTERNATIONAL BENEFICIARY ADDITION. 

 
 

  



 

 
    
Treasury Management Guide 

 
Page 51 of 66 

Wire | Creating a Wire Template ©2024 Parkside Financial Bank & Trust 

 

WIRE | CREATING A WIRE TEMPLATE 

 

SELECT THE PAYMENTS TAB  WIRE  WIRE TEMPLATES 

 
 

CLICK CREATE NEW TEMPLATE.  

 
 
PLEASE NOTE: A WIRE BENEFICIARY MUST BE CREATED BEFORE YOU CAN CREATE A 
TEMPLATE 
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CHOOSE WHETHER THE WIRE WILL BE DOMESTIC OR INTERNATIONAL. 

 
 



 

 
    
Treasury Management Guide 

 
Page 53 of 66 

Wire | Creating a Wire Template ©2024 Parkside Financial Bank & Trust 

 

ENTER TEMPLATE NAME. 

ENTER THE FOLLOWING INFORMATION: 

› Debit Account 
› Beneficiary 
› Purpose of Payment.  

 
CLICK REVIEW.  

 

IF YOU’D LIKE TO ENTER ANY MORE INFORMATION, YOU CAN DO SO ON THE 
ADDITIONAL INFORMATION LINE(S). 
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CLICK CONFIRM. 
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THE WIRE TEMPLATE HAS BEEN CREATED. 
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WIRE | CREATING USD WIRE FROM TEMPLATE 

 

SELECT THE PAYMENTS TAB  WIRE  CREATE USD WIRE FROM TEMPLATE 

 
 

CLICK ON ACTIONS   CHOOSE INITIATE 
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ENTER THE FOLLOWING INFORMATION:  

› Amount 
› Frequency of Wire  
› Effective Date 

 
ALL OTHER SECTIONS SHOULD BE PREFILLED. 
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CLICK REVIEW.  
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CLICK CONFIRM. 

PLEASE NOTE – THIS TRANSMITS THE WIRE.  

 
 



 

 
    
Treasury Management Guide 

 
Page 60 of 66 

Wire | Creating USD Wire from Template ©2024 Parkside Financial Bank & Trust 

 

THE WIRE IS SUCCESSFULLY TRANSMITTED. 
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WIRE | CREATING A ONE TIME USD WIRE 

 

SELECT THE PAYMENTS TAB  WIRE  CREATE USD WIRE 

 
 

CHOOSE WHETHER THE WIRE IS DOMESTIC OR INTERNATIONAL. 
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CHOOSE THE BENEFICIARY. 

› You can either choose a saved Beneficiary or enter the wire recipient information here.  
› If you enter the information here, it cannot be saved as a Beneficiary for future wires. 

 
CLICK ENTER BENEFICIARY. 
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ENTER IN THE BENEFICIARY’S INFORMATION FROM INSTRUCTIONS PROVIDED BY 
VENDOR. 
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ENTER THE FOLLOWING INFORMATION: 

› Debit Account 
› Amount of Wire 
› The Frequency 
› The Purpose of Payment 

 
CLICK REVIEW.  
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CLICK CONFIRM.  
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WIRE HAS BEEN SUCCESSFULLY TRANSMITTED. 
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