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Log in Using Your Single Sign-On ID
To log in, go to the KS StateBank website: ksstate.bank.
Select “YOUBANKING” and Submit

s
StiitEEal‘lk DUSINESS PIRSONAL RESOURCES CONNECT =]

RESIDENTIAL LENDING

Homeloan solutions tailored
for almost any sitsation.

Complete the login process

Note: You will be prompted for additional verification upon login with our enhanced security — facial biometrics and/or passkey.
This is required in order to work Positive Pay items.

Accessing your Positive Pay Menu
Click on Treasury Management

Select Positive Pay rashiaoset] @ Pospay
[ E Treasury o
Menu Overview L @ Check Positive Pay
Check Positive Pay P,
Work with Items — Menu to view/work your Check Exceptions (Cutoff time B} Fane i i
2p.m.CT (] File Import
p ) ACH
& Manual Entry
File Import — upload your check file within this menu to submit through
the system <] Domestic Wires Impaort Layout
[8] Work History
Manual Entry — Manually enter your check information in the system &7 Pasitive Pay
& ACH Positive Pay
Import Layout — prepare your upload file layout; this will be the first step & setings 3 Work ems
prior to uploading a check file.
[ Edit Filters
Work History — this will show your exception history to include what exception items came through €% Add Filters
for approval and who approved/returned those items B wWork stony
= I

ACH Positive Pay
Work items — Menu to view/work your ACH Exceptions (Cutoff time 2 p.m. CT)

Edit Filters — Ability to view/edit your “Approved list” of vendors

Add Filters — You can easily see your ACH history for each account and add approved vendors to your filter list — authorizing
those company names/ID’s to debit your account.

Work History — this will show your exception history to include what exception items came through for approval and who
approved/returned those items
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Check Positive Pay
Uploading Positive Pay Files

Set your Import Layout
Prior to uploading a file, you will need to set your Import Layout. This layout is set to match your upload file, ensuring it captures
the required fields,

Under Check Positive Pay, select Import Layout

Start by Choosing the Company

Import Type — Delimited/Fixed

Delimter Type — Most commonly Comma (will depend on what was selected for your Import Type)
Text Qualifier — choose none, double quote or single

File Layout Name — Name your template

Select Next

E] Check Postive Pay — import Layout

I.'f _“1_
s

Layoan Accoun Tem Payee

Select the file layout type preference relevant 1o your import file = Browse to uplead new check imgort file

Compary Imnpeart Type Dielimiter Type Text Qualifier

b Dedirmited - Cornima () hd M -

il Layoart Mame

Test Banking File

~

For the Account Page, you can complete the information. If you do not wish to use a data type provided, select “BLANK” so that
the import layout does not search for this date type within your file and select Next to continue.

El Check Postive Pay — Import Layout

@ @

Layout Account em

Check File iImport Layout

Define the file layout by selecting the associated column header that coincides with the data in each column -

header

Account Account Type
BLANK b BLANK b

Checking Savings

Debit/Credit Debit Credit
BLANK w
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S&s&m&

Enter the Item information highlighted in the pictures below
Select Next

Enter the payee information/location within your file

Once complete, Submit

] Check Postive Pay — iImport Layout

&
1 ()

Layout Accoum
ftem e
Cokumn 3 - File Example:
At Aot Farmat A B [ D
Columin 2 b Dacimal Mot Included v ‘ 6""] SIMI m;'gl 5051241 ‘IANE mITH
2 |6/15/2021 419.14 5051242 JOHN GROCERY
e R Dty FOTmst 3 6/15/2021 162.31 5051243 FED EX
Cesburnn 1 w memiddyyyy w 4 |6/15/2021 114.23 5051244 USPS
5 6/15/2021  318.2 5051245 LOWES
Void Date Void Date Format & 6/15/2021 336.37 5051246 STAPLES
BLANK v Select One v 7 6/15/2021 4803.97 5051247 JOE SMITH
8 | 6/15/2021 9144.33 5051248 JOE SOME
Wold Indicator Yes Indicator 9 |6/15/2001  46.55 5051249 IRS
BLANK w 10| 6152021 535.36 5051250 BETTY WHITE

E] Check Postive Pay — Import Layout

@ e o @

Layain Aceausit mem Payee
Payee
Columnn 4 o
Payee Address 1 Payee Address 2
BLANK - BLANK w
Payea Address 3 Payee Address 4
BLANK e BLANE e

Import your File

Navigate to File Import within the Positive Pay Menu

Select your Company, Account, and then your Import Layout of your choosing

Ensure your file has been saved as a “CSV” or per the layout you originally set.

Then drag the file over into the Upload box or click within the Upload box to choose the file from your computer files and select

Import.

800-588-6805 | ksstate.bank
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[3 Check Postive Pay — Impart File

Check File Import
Select the file layout type preference relevant to your import file — Browse to upload new check impaert file. Check File Name {upload) cannot be longer
than 50 charactins (NO Spaces of blanks)

KS STATEBANE — IMPORTANT FILE INFORMATION o
Company Account Imipoet Layout

BRITTANY ANN SCHOEN W CHKG PLUS 0001-3243 w Test Banking File Layout v
Upload Check File

Drag and drop files or click here to upload attachments
= Submit up to 5 ME in size
= Syubmit up to 1 fibes or wntil the macirmum size is reached.
= The following types can be uploaded: t«i, csv, ach, nacha, dat, tpe, seq.

Hote — File name cannot be longer than 50 characters (Mo spaces or blanks).

You will receive a natification to confirm the file has successfully been submitted.

Manual Check Entry
For individual check entry, you can manually enter your check information.

Click Manual Entry under the Positive Pay menu.

Select your Company and then the designated Account to upload items under.
Note: The screen will default to 2 entries. You can simply update the number to add additional rows. For instance, to add 3
more entries, put “3” in the entry total and select “+ Create Entry Rows.” You'll then have three additional rows available, 5
total rows.

Complete the Check Information — Check #, Issued Date, Amount, and Payee Name
Void Fields: If you have a check you've voided, you can adjust the toggle and update the voided date

Manual Entry
Check Positive Pay — Enter the total count of the check items you would like to submit to pepulate the preferred number of rows.

Company Account Entry Total
b Bank Test Check.. v 1 + Create Entry Rows
# Check # Issued Date Amount Payee Name Void Void Date
1 123456 B 08/13/2026 5 1.00 ABC Company B M
2 789101 B 08/13/2026 S 1000 EFG Plumbing (|
3 111213 B 08/13/2026 S 1500 Betty's Burgers 8

Enter the Check number, Date Issued, Check Amount, Type, and Payee. Once complete, select Submit

You will receive a successful natification confirming the items are now in the system.
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Working Exceptions — ACH and Check
You will be notified of any Check or ACH items presented to your account that are not approved via email and/or text in the
morning of each business day for exceptions that need to be worked.

Note: The cutoff time to work exceptions is 2:00 p.m. CT Any exception items not worked prior to the bank’s 2:00 p.m. CT cutoff
are handled in the following way:

¢ ACH items- automatically returned

»  Check items- Defers to the default chosen in the “Disposition of Checks” section of the Positive Pay Agreement

If you work an item to pay or return and need to change your initial action, you can visit the Work History on that same day prior
to the 2:00 p.m. CT cutoff and adjust the result.

See all accounts at once, or filter by account to view/work the exception items. You may pay/return individually, or select
multiple at once to decision the item(s). You will be prompted for additional verification when working the item.

Check Exceptions

= Check Positive Pay — Work Items

Account

= All Accounts [ P.qutltﬁtd|[- nc:umsrk-c:ra]
Check Options
I Check # & kesued Dale &
& view
=139 ABC Company Paid Mot Issued
Pay
Mote — Select all checks 10 process decisions with the same prefenences. % Retum
ACH Exceptions
2 ACH Positive Pay — Work items
Account
—_— All Accounts w L) Pay Selected ] | Return Se-li-c!m
BRITTANY ECK " 32043

& Filer

Note — Select multiphe/all exception items 10 Approve of Reject at the same time O hed
o} um

Work History — Check and ACH Positive Pay

For both Check and ACH Positive Pay you can view the exception item history for the last 30 days. This history contains details
of any items that previously kicked out for review (didn’t match your upload list in our system), provide information regarding that
item, and who “worked” the item to pay or return.

Additional details can be viewed by selecting the ellipses on the right-hand side of the item.

Note: If you worked an item to pay or return and need to adjust it (same day), you may do so within your work history prior to the
2:00 p.m. CT cutoff time.

Check Work History
View any previous check exceptions and the details including the check image, payee name, reason for the exception, and who
worked the item.
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You may also change your initial decision to pay or return exception items — if that item was worked that same day. Remember
this will need to be updated prior to the 2:00 p.m. CT cutoff.

Additional details can be viewed by selecting the ellipses on the right-hand side of the item.

[#) Check Positive Pay — Work History

=

Waork History
Here is a history of the Check Exceptions that have occured — Filter the table by choosing an account and we will provide quick results

Account Status Check History

All Accounts W All R 30 Days v

06/24/2026 =l 1245 Paid Not 1ssued w3243 $1.00 beck0g 06/24/2026 °

[{ Check Positive Pay - History Details x

Mo Payes Name Found

Check Exceplion Detadls
Saanus Pay

Dane D6/24/ 2006

Check 2 145
Payes Hame o Payee Name Found
Reason Paid Mot Isswed
Ancount 8 LIy

I Cate Uk

Issamed Amcant 5000

Paid Amount 5100

Warked By kg

‘Worked Diste Ob2a 200

ACH Work History
View any previous ACH exceptions and the details including the payee name, reason for the exception, if it was a debit/credit

and who worked the item. You may also change your initial decision to pay or return exception items — if that item was worked
that same day. Remember this will need to be updated prior to the 2pm CT cutoff.

If you forget to add to your list of approved vendors (Filter List), you can simply go to Add Filter and select that from your history.

Additional details can be viewed by selecting the ellipses on the right-hand side of the item.
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¥ ACH Positive Pay — Work History

Work History

Here is a history of the ACH Exceptions that have occured — Filter the table by choosing an account and we will provide quick results.

Actount Status ACH History

08/14/2026 Unknown ek 3280 Debit 50.50 beck0d 081472026

& ACH Positive Pay - History Details x

BRITTANY ECK
Saatus: Pay

ACH Exception Details

[ Pay

Date Texday

Caompary Name BRITTANY ECK
Company Id o Company i Found
Reason Unknown

Accoum § LT

Debit/Credit Debit

Paid Amount 5050

Worked By ks

Worked Date Today

ACH Positive Pay
Manage ACH Filters/Approved Vendors

Add Filters

You can easily add “approved vendors” for each account to your filter lists. Filter by Account to see your 90 day ACH history (any
and all debits on your account), and select which transactions/vendors to add.

Select Add Filters

Search through your history and select the ellipse on the right side of the entry.
Select Filter
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#% ACH Positive Pay — Add Filters

Add ACH Filters
Easily add ACH Filters by selecting from your existing ACH Transaction History — Select your preferred account & date range as we will provide quick resuits for action to add/edit

ACH Transaction History

Account ACH History

CKG PLUS 0001-32- 1 b 90 Days v

Vendor Mame & Vendor ID & Dabe & Account ¥ @ SEC Code & Debit/Credit & Amount @

E S izt 0BNZ/A26 20 e I3 PPD Debit 5050

081072026 - PPD Debit F e :
Filtar Options

VENMO J264681992 0711472026 e WEB Debit
To add the filter, you can add all the ACH Details, or specify which information you'd + ACH Positive Pay — Add Filter
like the system to validate against for future clearing transactions.

. Vendor
Few Suggestions!
VEMKO

¢« We normally lean towards only requiring the Vendor Name and Vendor ID. Just
know you can add all, or get as detailed as you'd like. G
¢ For Quickbooks you may need to only include the Vendor ID, as the company

name will change each time. e
SEC Code
WEB - Intermt-inilisted Entries w
Edit Filters Diehit Credit Allow; Disallow
Manage your approved list through the Edit Filters section. You can filter by account Dabit v | [ asow v
and easily remove any vendors from this list at any time.
Low Amount High Amount
We highly recommend reviewing this list periodically for accuracy. S 000 S 000
Expiration Date

Select Edit to adjust the specific criteria associated with the vendor entry.

A

To remove a Vendor from your approved filter list, simply select Delete. The vendor
entry can be re-added at any point within the Add Filters area.

2 ACH Positive Pay = Edit Filters

Edit ACH Filters
Easily edit ACH Filters by sslecting from your existing Filters — Filter the table by choosing an sccount and we will provide quick results for filters 1o edit

Account

CKG PLUS 0001-3243 e m

Acting Sams Cub 12345607 Dbt Mlicres 50,00 - S0.00
Arthoe Paypal 5845245077 Denrit Al Filter Options
Act WVENMO I2646819592 WER Dt A 5
- i @ Edt IO
E  Delete
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