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ACH

Creating an ACH Manually
]

e Selectfrom the Online Business Banking Dashboard the Payments drop-down arrow within the
menu on the left side.

e Select ACH from the drop-down menu.
This will display the ACH Home Screen.

[, BLUERIDGE
j BAMK

Hi there! "

[ Blue Ridge Bank

'''''''

O Dashboard

B3 Messages

[f] Paymerts
Accounts Accounts
Bl pay
CBCkng DDO1
2 e 3 Poutree pay
.i, Remote deposits
I Payments Gr} I Wires

A cash Management
[ cash mManagement B cash Managemen

B Autobooks
@l Autobooks

@ suppon

STEP #2

e Clients have the option to Create an ACH (manually) or upload ACH.
e C(Clickon Create ACH.

S T

Create ACH Upload ACH




STEP #3

Enter a Batch name in the ACH name field.

Click on the Select Company arrow to choose the company you will be paying from.
The Company Name and Company ID will default from our system and will not be editable.
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£ Crente ACH

Eetch namse M 1arn

Company Salact campsny

- /

New required fields will appear once a Company has been selected.
Continue to select the requested information by using the arrow keys.
Choose the SEC code based on the type of transaction you are sending.
Description will automatically default to PAYMENT.

Discretionary data is optional and can be used for internal purposes by the ACH originator.

{ ACH Company

C O ) b K

You may have one ACH Company or Several.

€ Create ACH

Eaich name ACH rame

Campany BAR e
I"i::ll'l.'l.'|!|5.' D 4111111

-

SEC

Entry descriptian

Distreliorsy dals e R TR

Foexcipiens el recipient

Restrict batch [

Camed

Corporate Credit or Debit

Corporate Trade Exchange

Prearranged Payment and Deposil Entry

nternet-initiated Entry

i By CELetgE O

e gt 0 e d e g o e W Celle w

<

Tancrws ety dwis sl bus vpsbla in sther zamen
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STEP #4 Continued

e Add recipients manually or by using an import file.

e Enter Recipients’ information.

e Select Optionalfields to add an ID number or addenda.

e Create a prenote for this transaction or hold for future payments, such as payroll as needed.

e Click +Add another recipient option to add as many recipients as needed.

e Click on Save recipients when finished adding recipient(s) to be included in on the batch.

e Review the information on the Create ACH for accuracy, including number of recipients entered.

- 2]
Recipients
:
Exich name BICH nama G 5
5 0.0 Credit
Campany BAR Demio e
Apoount numbe Routing rumber (] Acoound 1ype
Campany i3 541111111
ticra! fields Frenole Hold
SEC

+ Add another reciplent

Enry description

Discreliorary dals Clerreiion

Routing number search available

£ Recwpients
Foesciplenie ikl recipient
b B
Restrict batch (7 i sy L
wa T g 1.00 Coe
Cancal
—
Prencle Hold
¢ Create ACH
Bateh name Testd2)
Campany
Company iD
Emry description PAYMEMT
Discretionary data Discretionary dats

Recipients

Reatrict batch
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STEP #5

e Select Restrict batch if you have multiple ACH users and the batch should only be visible to those
with access (payroll, dividends, etc.). Only users with this access will be able to view, edit, and send.

e Clickon Create batch once completed.

e Originator will receive a confirmation that the template has been successfully completed.

e Click Done.

The ACH screen will once again display with the template in a Ready status.

i Create ACH
Baich name Testd2 @
Bampany RS D ACH batch created
sormipany I
rammy Testd2]
$1.00 $0.00
Entry description PAYMEMT
1
Discretionsy dala Dizcretionary dala CH company ERE Dama
PO
Recipients 1 recipient PAYMENT
[h'r':lrlri batch I
Cancel I Cruas batch I m

STEP #6

e Onthe ACH screen the template will show with a Ready status.

e You may see prior ACHs that you have created in different statuses depending on the stage they are
in.

e Selectthe Template to be reviewed and initiated.

ACH STATUS
Ready: ACH is ready to be initiated, edited, or deleted.

Initiated: ACH has been initiated and is waiting to be sent to
ol Eye— the bank’s system.
i ; *The ability to uninitiate an ACH is available at this stage.

BN MON  TE  WE

Processed: ACH has been picked up by the bank and sent to

the Federal Reserve. *It can no longer be uninitiated and BRB

Q - - will need at least 3 business days prior to the effective date to
»om N cancel.
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STEP #7

This will display the Initiate ACH screen.

Review the Batch details screen and use the Edit arrow to make any final changes needed.
Complete the necessary changes.
Click on Review and initiate to move forward in the process.

STEP #8

EBarch detasls

If this is a Dual Process ACH, click on “ Mark as Pending” o
and close out of the ACH batch. ppe g

The Dual Approver will begin the approval process from
the active ACH screen.

Select the Offset account, Frequency of transmission (one time or reoccurring ), Effective
date (of the one time or first recurring transfer) and select Initiate.

Initiate ACH

0000002

In order to have your template amounts reset to (3 Cred 2o
Zero after fully processing, check the box each time. $0.01 $0.00

Offizet account Salect account ¥

Frequency Once >

Effective date Salect date  »

Resel amounis 1o 50,00 after processing

Cancal
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STEP #9

e The system will require you to click on the Initiate button one final time to help ensure no
accidental initiations take place.

e Enteryour online banking password when asked to confirm your credentials.

e Click on Confirm password.

Initiate ACH

0000002

$0.01 $0.00

Offset account CBCkng 0001

BLUE RIDGE
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Frequency Once

Effective date

Confirm your credentials to continue
Reset amourts 10 5000 sfter processing

STEP #10

e Review the confirmation and click Done. If email confirmations are turned on one will be received
via email as well.

e Batch details screen will pop up automatically providing an opportunity to Uninitiate the ACH if
needed for any reason. See Uninitiate ACH process for steps to take.

e Selectthe “X” inthe upper right corner if batch details are correct to return to the ACH screen.

Bartch detalls

©

Batch initiated

0000002

$0.01 $0.00

arce
Fesldzi 4_...-""’#‘..
& Effective date
Apr22 I
00002
0421250029 s

Use the Attach to a conversation link to
attach the screen to a conversation with BRB’s
Call Center or Treasury Support Team.
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ACH Dual Approval Process

The second approver will review the Active tab of the ACH dashboard and choose the appropriate ACH batch marked Pending
approval and complete the following steps.

STEP #1

e Review the ACH Active tab to locate the ACH the second approver is assigned to. The ACH
batch will be in a Pending approval status.

e Clickonthe ACH batch to start the dual approver process.

EATCH RECURAIMNG ANCUNT

Tema21
mmed

o002
infinind

s0.01

oooao3
Panchrg spprovel

sn.01

STEP #2

e Select the offset account, frequency of transmission (one time or recurring), the effective date of
the one time or first recurring transfer and select Initiate.

e Checkthe boxto reset amounts to Zero after fully processing if that is preferred.

e Finalreview is provided to help ensure no accidental initiations take place.
e Select Initiate.

Inhwie LW

nitizie ACH
00ooaaz 000002
$0.01 50.00 50.01 £0.00
Qtfemi accound Seiec] aniou” st account ExCima Da 1
Fragquency Frisguery e
Fleciee date Effccime date LTE g
I Pt mraouris 10 .GV T prcessing I Fies &1 amsuns 10 50000 aRet 2eo0eidng

Canzul =
cance—| TSRS

Check the box to reset amounts to Zero
after fully processing.
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STEP #3

e The system will ask you for your online banking password.
e Click Confirm password.

e Review the confirmation and click Done. If email confirmations are turned on one will be

received via email as well

©

Batch initiated

G BLUERIDGE
=] BANK ouopes
Confirm your credentials to continue

SH.I-.;II 30.-00

STEP #4

e Batch details screen will pop up automatically providing an opportunity to Uninitiate the ACH if

needed for any reason. See Uninitiate ACH process for steps to take.

Select the “X” in the upper right corner if batch details are correct to return to the ACH screen.
If the batch is a reoccurring one that information will show here as well.

Batch details

Tes1421  mhisted

$1.00 $0.00

RECURAINL AR

F0.m

10



ACH Uninitiate Process
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STEP # 1

e AnACH batch can be uninitiated during the ACH setup process when the screen presents an
Uninitiate button to select.

e Select Uninitiate to proceed.

e An Uninitiate ACH? pop-up will be displayed to have you confirm.

e Click Uninitiate a final time within the pop-up.

Bekch deipils
TEs1dd]  iisiuied
$1.00 £0.00

Foopioriy

........

Unimtisie

STEP #2

e Confirmation for request to Uninitiate is displayed in top Green bar .
e The ACH batch will return to a Ready status.

This process is not always available, as it is set by BRB's ACH
Warehouse upload hours at approximately 9:00am, 1:15pm,
3:15pm, and 6:30 pm EST.

O

Uninitiate ACH?

Baich detais

Urirslsled AGH pawmer Tes 2T from BRE Do for 5500

00ooooE
Perdng approsl

LU U]

Initsted

RECURRIMNG AT

§0.m

§0.m

Testd21

Puedy  B7

§1.00
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ACH Deleting Batch/Template

STEP # 1

Select the ACH batch to be deleted from the main ACH batch list screen.
Choose the three-dot (or hamburger menu) in the top right corner and Select Delete payment.

BLUE RIDGE
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5

Click on Delete to confirm.

OnDOON3  eedy

$0.01

$0.00

Fiplennt
BATCH RECURRR ANOUNT
L
0000DaE 0,01 ==
Fendng approwal b e PP .
nonoDaE 0,01 PYMEKT
Irnlazed o ha
Testd2l §1.00
Rusdy  BRE L e Eee———
"] & poeding

Bmchdelnits —F .. x

%, Dowked

O

Delete ACH batch?

-

12
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Uploading NACHA Files

STEP # 1

e Select Upload ACH from the main ACH main screen.

TestaZl 5180 B b0 " 2 i A
ok
SR 2081
dmaty
Tom! wpiguad 438
ey
° 23 24 o F
A ']

STEP #2

e Upload the file by Drag & Drop or Browse for file location.

e Recent uploads will be visible on this screen.

e Oncefile has been uploaded and in place Click Upload.

e Confirmation is received that file has uploaded and is visible in Recent uploads area.

e Select back arrow to return to main ACH screen to proceed to processing the ACH batch.

I'e Upload ACH ¢ Upload ACH

Upload your NACHA farmatted files below 1o create new ACH batches

Your file

P T__MetTel lerdpps_webroot_temp_3505%a5=000a90F S445na1 57410F 08 sch. b’
Drag and drop file here, or browse i s wplcaded sueseaclully, and 1 balehies) are being craated. B could lake a few
] minutes for te batches o sppear.

Recent uploads @

ACH Upload.csv 472272025 10:54 AM Done
o
4 Upload ACH Drag and drop file here, of Browae
Upload your NACHA formatted files below to create new ACH batches
=] rcent uploads s
D__NetTellerApps_webroot_temp_35b59a5e008a9bf16443aa21574f8f9a ach. txt]
m HetTellerfppe_webroot_temp 15b5%aSe008ash16.. 4 3 PO Do

ACH Uplcad cov IO TS AN Done

13
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STEP # 3

e Recent uploaded ACH batch will show as Ready.

e Clickon batchto be initiated.

e Proceed with any edits as needed using the Edit arrow, and/or Initiate.
e Prior ACHs initiated will show under Recent uploads.

ACH < Uplond ACH
] MACH i H
hative Histary [=
Your file
BATCH FECURRING AMOUNT T_NetTel lerApps_webroot_termp_3° Sel00adbflS4dinad] 5740 sch bt
k= s il cvacheel e " s ) arw bwing crastnd. B cocdd Laka & bow
0000003 $0.01 minutes for the babches o sppsar:
Ready  DHE Dorr [=5)
Test421 $1.00
Ready SRET P
vonounz s0.01 iy
Feedy  7F P
Drag and drop file here, or browse
Tesl uplosi 54,25
. iy
0000005 $0.01
D_HeTellerApps_webroot_temp, A565%aSe008asbTI6.. 4 20T VO A Dhone
ACH Upload cov | 203 POES AN Done

14



Uploading ACH CSV file

STEP # 1

Select Create ACH from the ACH home screen.

Choose the company you will be paying from.

BLUE RIDGE
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5

hpril BIES E
s 1 e TUE L]
LTS
a Fal 24 * B
I aw E=d £l

STEP #2

Go directly to Add recipients and choose Import from file. The File layouts screen will display.
Customize your file layout here, customize your file to the parameters already set, or contact us at
treasurysupport@mybrb.bank for a personalized tutorial.

L4 Create ACH

Batch nanme ACH naime

Cormpany

Cangel

'Y | ACH Company |

COMPANY 0

ERE Den 541111111 PRD

<

Bateh name

Company

Comipany IT

SEC

Entry description

Discretionary data

Recipients

Restrict batch ()

<

Chanee Bow you'd lke o
when crsating the beich

= Add mamualy

T, It Frees Nk

Create ACH

BRE Demo

411171111

PED

PAYMENT

iscretionary deta

Cancel
Aadd reciplents
wid mcipmnaie o your Balch Only ore metkad can be ussd

Name 1 I
Account number ']
Readling rumber g
10 Pt

Aanount

Lise ransaction code

= the Felmren noes

@

are not uging A loke] then lease £ Ciank

Enter the column positions of each label as it is placed within
your file. If you are not using a label then leave it blank.

15
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STEP # 3

e Choose the type of file prior to dragging and dropping or browse for location.
e ACH Upload.csv indicates that the csv file has been uploaded.
e Select Save. This will return you to the Create ACH screen.

-

50 Flle layouts

Dirag and drop fike harg, or Browse

Cancel

e Enter a Batch name. Select Create batch.

The batch is now ready to Initiate as needed.

F37 File layouts

File: type

[ ACHUploadesy [

STEP # 4

e Confirmation will be received, and the ACH batch will be visible on the ACH main screen.

<

Batch name Cuarterly upmd
Company BRE Demo
Company 1D =111
SEC 2
Entry descriplion PAYMENT
Discretionary data Discretionary data
Recipiens File imported

cance'

©

ACH batch created

File imported
ERE Demo
PR

PAYMIENT

Hitive oiy =
ECLHANG WMOUNT
Tastdz1 £1.00
ety i s
OCKKHEY s0.01
Ry
Test uplead 425
Reesy
Cuarberty uplond 2435
Resdy "

16



Creating Recurring ACH Batch

Setting up a recurring ACH batch begins on the Initiate ACH screen.

E:I BLUE RIDGE
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STEP #1

e SelectDone.

e Edit the Frequency at the Initiate ACH stage (screen).
e Choose the Start date, Frequency and if applicable the End date.
e Confirmation containing Start date, Recurring frequency will display.

000002
$0.01 $0.00
v dulaite.

{ffset account

Aeset amounts o 5000 afer processing

Gancel

Salect account  »

©

Batch initiated

000o0g2

SlD, 01 lSlO,I]I]

Starts Apr 24, repeats weekly on
Thursdays

May 1
1

STEP #2

e Batch details screen will provide an option to delete the recurring batch if needed.
e Choose the “X” in the right corner of screen to return to the main ACH screen.
The recurring ACH now setup will show the date of the next transfer.

Batch dedails

Repeats weekly on Thursdays

Reciplents
apr 24
My 1
ARE Do
541191111
F BRO

PEYMENT
TEST

M

B attach to 3 corwersation

Dalabe racuming baich

A tive Himory | -a;
AT} AITLRRHT AT
Test uplosd 11

Eenaly FF =
Teatd1 ELLDD

Awmaly
(e | Wiy £0.01

araty ~ ap




Initiate Bulk ACH Batches
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STEP #1

e Select checkbox titled Bulk actions in the upper right corner above the batch listing.
e Choose the ACH batches you want to initiate in bulk by using the checkboxes.

ACH

Active History

BATCH RECURRANG

Test upload
Ready AHE Deme

TestdZ]
Ready ARE Deme

000002

v Wekly
Ready A7 L

e SelectInitiate #_batches.

51.00

50.01

STEP #2
e Choose Initiate at the top of the pop-up to display the Initiate batches screen.
e Choose the Effective dates (can be different) and the Accounts to be debited.

0 seleched: Cance

BATCH RECLIRRING AROUNT

Tead uplond 94 9%
Heady | F

TesidZ1 51.00
Ready I e

000002 . Wsly 50,01
Huachy

2 sedeched. | B Initiale

BATCH ALCUIRAING

Test upload
Ready E=8 Do

Test421
Ready F=H [t

DO00002

e Waakly
Ready B8 :

i

AMDUNT

54.25
.00

0.0

4

Test upload 5425

Initiate batches

(=] Tael 1 Fiesset e 30

Testd2l 51.00

] Fesed bo 30

18



STEP # 3

5
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e Confirm by entering online banking password.

e A confirmation will display. Slide bars can be used for reviewing.

e C(Click Done.

BLUE RIDGE
Ej BANK

Confirm your credentials to continue

() TestdZl
=

9

Batches Initlated

5525

:_, Teet uphoad
Ape 79, CROIT

5425

§1.00
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Quick Edit ACH

5
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STEP #1

e Locate ACH batch from Active column on main ACH screen to change.
e Batch details information will display. Select [# recipients].

RATCH HECLIRHING

TeatDehil

inftiated  1H0s e

aoonoa? W ky

Q00N

e Select the Edit/Pencil.

e C(Click Save.

e Complete edits as needed.

Batch details

x
0000002  Foady
D Credit elits
50.01 $0.00
I Fecipients iU I
BRB Defre
samm
0
PEYMENT
Ha
[E] Attsch 1o convers,
Mk 08 perding

User will only be able to edit fields according to entitlement permission.

STEP #2

RECIPIENT HOLL  PREMOTE

Credil

Jeow

ARILINT

oo

RECIPIENT

HOLD  PREMCTE

Credil

Jow

AMDIINT

20



Wires

Sole Control Wires

5
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STEP # 1

Banking Dashboard
e Select Wires from the drop-down menu.
This will display the Wires Home Screen.

e Selectthe Payments drop-down arrow from the menu on the left side of the Online Business

[, BLUERIDGE
=] BANK

Hi there!

H Blue Ridge Bank

08 Dashboard

B Messages

Accounts Accounts
2 Transfers CBCkng 0001
&, Remote deposits
I Payments 2y @
~

[ cashManagement Transfer Pay a bill

@l Auobocks

e Select Create Wire from the Wire home screen.
This will display the Wire template to be completed.

A

Pay a person

@)

Message

B

STEP #2

02 Dashboard
Messages
Accounts
Transfers

Remote deposits

I O = N

Payments -
Bill pay
Positive pay
ACH
Cash Management
Autobooks

@ Support

B Ckmg 000N

"‘i} Create wire

April 2025

SUN MION T

23

LS ]

L 3
& SAT
23 26

21
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STEP # 3

Enter a Wire Name for record keeping purposes.
Click on the Select account arrow to click on the account to be debited for the wire.

Wife name

From

To

Amount

Maotes Plaass

Save as lemplate (7

{ From seoount

STEP #4

Click on Add recipient. Add the exact match of the name of the Business or Individual you are
wiring the funds to.
Use the Find Institution search functionality if unsure of the ABA/Routing number.

{

Reciplent account

Busingss or Indridual's Name Here

17 West Main 51

Luray

Recipient

Vi

Receiving financial institution

TG ABA TRimitT
051402372

BLUE RIDGE BK NA

MARTINSVILLE

@ v

O3 Firsd instittion

Financial institution lookup

[ 051402372

You can search by institution’s name or routing number.

Searching by routing number will verify if it’s still an active
routing number and that it accepts wires as some routing
numbers are only used for ACH transactions.

22
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STEP #5

e Provide notes, in the Notes section being as detailed as possible with the purpose of the wire.
This will help to prevent delays.

e Example: Avoid notes that are vague such as “sale of house” and provide “Sale of 114 Blue Street
property/house”.

e (Click Save. This will take you back to the Create wire template.

e Review the information for accuracy and completeness.

e Checkthe box next to Save as a template to save it as a reusable template.

e Select Create wire.

¢ ‘

Wing name

From

To

|
Amount 8

Maotes Please use as much delail/, description as possible

|m Save as template (T

STEP #6

e Aconfirmation of the Wire template being created will be received.

e Review and note that the notification is confirming that the wire has been created but it must still
be initiated.

e C(Click Done.

This will return you to the Wires home screen to begin wire initiation process.

Wire created
$0.00 :
@ Your wire has been created but
o must still be initiated in the wire
S e B details to send it.
-
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STEP #7

e Select Templates from the Wires home screen to initiate the wire.

e Selectthe wire Template to be used to send the wire.

e Click on Edit arrow if the template or amount needs to change.

e Select Review and initiate button to initiate the wire.

If the wire process is under dual control the originator still MUST click on the Review and initiate button in order to ready
the wire for the 2" approver.

Wire Tesl  fmey

$1.00

Hestony Templates

CiCirg DO Emctzan! et 2

Wi Tesn
2Bl

Rsceturg nshsicn

FLLE FIDGE BE KA,
B8 AT

MAFTIREVLLE, v

STEP #8

e ClickInitiate. If wire is under “sole control” Initiate will send the wire through to our Wire
Processing team. If wire is under “dual control” it will approve the wire’s first step and ready it for
the 2"® approver.

e Enter your online banking password to confirm.

:

Test

$1.00

o) Template

CBClng 0001

Blue Ridge Bank Test BLUE RIDGE
E] BANK
0421250003

na mach detall! Caonfirm your credentials to continue

c“"c.l

Repetitive indicates the wire is saved as a template to be used again at
any time and provides the template number.
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STEP #9

e When wire is under “Sole Control” the confirmation displayed will have a “confirmation #”
indicating the wire has been fully initiated.

e When wire is under “Dual Control” the confirmation displayed will have a “confirmation # of All
Zeros” indicating the wire is ready for the 2" approver to begin their process.

e Click Done. If email confirmations are turned on an email confirmation will be received as well.

If the wire is under “Dual Control” then the 2" approver will follow the “Dual Control Wires” steps to fully initiate the wire.

BLUE RIDGE
@ E] BAMK

‘Wire initiated Hi there,
Youl initiated a wire named Test to BLUE RIDGE
rem BE MA,
51.00 Amount 100
Acoount.
Reciplent Biue Ridge Bank Test
[TiCkng a1 Frequency: ohe-time

o Mrige Sank Tow.
I G Pl Date O wing, peeases ol
[LRee Rt Cit]
(ES8) 3316531

iramediaisy

STEP #10

e Once the wire has been initiated fully by sole control it will display on the main Wires screen as
Processed.

e Reach outto treasurysupport@mybrb.bank if at any time during the process an Error message is
received.

CECkng (001

WRE DETALS AT
T

el .80
b 100
Apmiceal E RDGE
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Dual Control Wires

The dual control approver will review the Active tab from the Wires dashboard and choose the appropriate Wire marked Approval
and complete the following steps.

STEP #1

e Selectthe wire marked Approval from the Wires dashboard. This will display the Wire details
screen.

e Click on Review and Initiate if No Edits are needed skip to Step #3. This will conduct the final
approval and send the wire through to BRB Wire Processing.

B kng (i

WRE D TALS fEMT

Test
Appisesl

e When edits are needed use the Edit arrow to display the editing screen Or if needed Click on the
Trash Can to delete the wire fully.

e Complete the edits and Click on Initiate. Any edits made on the Edit screen will place the wire back
into an Unapproved status and the dual control steps started over.

e Contact treasurysupport@mybrb.bank for a personalized tutorial if needed.

4 Iniftiste wire
Tes
CBCing 0007
B RipE Danm Tast
Bfirane | rriml
descriphion &5 posibie
e D

26


mailto:treasurysupport@mybrb.bank

BLUE RIDGE
E:I BANK

STEP # 3

e Enteryour online banking password.

e C(Click Confirm password.

e A confirmation will be displayed. If email confirmations are turned on a confirmation will be received
via email as well.

©

Wire initiated
[, BLUERIDGE =
= BANK $1.00
Confirm your credentials 1o continue
COkng 00N 1
s Wk B sk "t
EOMODO0D

STEP # 4

e Once the wire has been initiated fully by sole control it will display on the Wires dashboard as
Processed.

e Reach outto treasurysupport@mybrb.bank if at any time during the process an Error message is
received.

CBEkng DO

WSE IETALS HONT
T:

[ Fd .00
Pl .00
Mgmicenl E RDSE F
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Approving Wires

STEP # 1
e Selectthe wire marked Approval from the Wires dashboard. This will display the Wire details screen

e Click on Review and Initiate if No Edits are needed and skip Step #2. This will conduct the final
approval and send the wire through to BRB Wire Processing.

CBC kg 00

WRE D TALS fEMT

Test

§1.00
Aggaigasl

STEP # 2
e When edits are needed use the Edit arrow to display the editing screen.

e Complete the edits and Click on Initiate. Any edits made on the Edit screen will place the wire back
into an Unapproved status and the dual control steps started over.

e Contact treasurysupport@mybrb.bank for a personalized tutorial if needed.

4 Iniftiste wire

oSl

$1.00

CBCing 0007
B RipE Danm Tast

Flmane L miech ool
descriplion &8 podsibie

— -

28


mailto:treasurysupport@mybrb.bank

BLUE RIDGE
E:I BANK

STEP # 3

e Enteryour online banking password.

e C(Click Confirm password.

e A confirmation will be displayed. If email confirmations are turned on a confirmation will be received
via email as well.

©

Wire initiated
[, BLUERIDGE =
= BANK $1.00
Confirm your credentials 1o continue
COkng 00N 1
s Wk B sk "t
EOMODO0D

STEP # 4

e Once the wire has been initiated fully by sole control it will display on the Wires dashboard as
Processed.

e Reach outto treasurysupport@mybrb.bank if at any time during the process an Error message is
received.

CBEkng DO

WSE IETALS HONT
T:

[ Fd .00
Pl .00
Mgmicenl E RDSE F
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Positive Pay

Creating Template for Positive Pay Uploads

STEP #1

e Select from the Online Business Banking Dashboard the Payments drop-down arrow within the
menu on the left side.

e Select Positive pay from the drop-down menu.

This will display the Positive pay home screen.

E BLUE RIDGE [08 Dashboard
j BANK

I Payments

[ cashManagement

e B A

Transfer Pay a bill Pay a penson

@)

Message

B9 Messages
.
s HI th'EI'E'! [@ Accounts
[ okt H Blue Ridge Bank 5
2 Transfers
B9 Messages
&, Remote deposits
A Accounts
@ Accounts [§] Payments ~
CBCkng 0001
2 Transfers Cxng Bill pay
&, Remote deposits

ACH

B

Wires

Cash Management

Autobooks

@ Support

STEP #2

e Choose Manage Templates on the Settings tile.
Note: there is a pre-saved template that you can match your upload to. Txt format is not available at this time.

Positive pay

Cheerck enbifes

Addchecks

= Wolk ook excrplices

(5] wok ACH exvepiitns
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STEP #3

e Select Review once columns are entered. The Create delimited template pops with column order.
e Ensure the Column Number information matches file order.

e Review the template and click Save.

e Aconfirmation will display that the template has been saved and ready to use. Click Done.

Note: if required information is missing (ex. Date format) the review button will be greyed out.

< | Create delimited template | < | Review dellmiterltemplatel
Template name csv Template
i & Cov Template
1378
Amount format  Decimal included
Amaunt format (7 Decimal included » Fiedd delmites Comma iy
Mone
Field delimiter (0 Comma () »
1 1. lIssue date
2 I"'ap't\:- !
Tenct quealifier () None 3. Hemamouni
4, Mem Mumber
5

Wold indicator
Column order

e, Leawe any columng you're not using blank

LABEL COLUMM NUMBER CONFIGURATIDN(E)

o Edit
e Number
Require 4

e Amount

w @

Account aumber Col #
Accouniiype cola Ll i Template saved
Thea template "‘csv Template “ is ready to use
s ]_ mmddyyyy
e Upload checks m
STEP #4

The following steps and screenshots are for uploads. For Manual uploads skip to page 35.
e Select +Add Checks from the widget tile on the right.

Positive pay

Choisick enlnieess #  Addchecks

T2 Wolioeck exceptionn

T WakAGH meeptins
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STEP #5

e Choose the template, associated account, and then drag the file for uploading or browse to upload.
e Click Submit . Confirmation will be displayed.

e Allow time for the file to load.

o Below Check entries the file will be listed under the file name and in a Pending Status.

e Select Review & approve to bring up the Review checks screen.

Reach out to treasurysupport@mybrb.bank for assistance with template formatting.

< Add checks

Positive pay

B2 add yourchecks manually

o Select template 5% ate Check entries
[% _Banno PP csv Upload .csv CECkng 0001 Review & aoorove »
a Choose associated account (@ CBChng CII'J.C_"_ | Panding
E‘ ArpManualEntry_TestBanBus_250423.tct Cockng 0001 8 hrs ago
o Upload file @ Default template formatiing guide Succeasiul
5 B ArpManualEntry_TestBanBus_250418, et Cackng 0001 5days ago
Unapproved
M Banna PP csv Upload .csv |
& ArpManualEntry_TestBanBus_250418.0ct CHCkng (1001 5days ago
Sucoessiul

Submit
an, prea A Time Tor processing

Success! Upload in progress.

STEP #6

e Review the information for All the items on the Review checks screen.
e [fany edits are needed Click on the Cancel button, make the edits and then upload the file again.
e Select Approve if everything is correct.

Note: This approves the Upload, a second approval is still needed to approve the items into the Banks Positive Pay system.

Review checks
File upload summary
2 niame Banno PP civ Upload csv
3
ucunt $6.00
DATE  PAVEE/AMOUNT CHECK #
;: Sgﬂlﬂ 000002275
s.l.o.n LOD000AZETE
) s:.t.in 00000002277
coocet ()

If any modifications are needed, cancel this upload and resubmit with corrected issued item(s). Once Approved you can no longer edit the file.
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STEP #7

e Confirmation will display. Select Done to proceed to the additional step for final approval.
e The status of the upload now Pending.
e Select Review & approve to complete the final step.

Positive pay

Check entries + AN chesks
[y ArphiasuaiEstry FestBandus ZFEMTRLL. Feves L oo 3
Fanding = Workcheck pweepticns.
3 checks approved D ok A ecepions
Banno PP csv Upload —
Uploaded & (e —
'csv SPPID‘\I'EG
ARCoUM CBCkng 0001

Upload date Apr 23, 2025
STEP #8

e Review the items a second time.
e Select Approve for the final time, which sends them into the Banks Positive Pay system.

Flls uplasd SUmmary
AphiorualEntry_Tess2anBus 28041800
7
. -1
OUE PR AMANT it s
i CLOOCOCI2HS 3 checks appmvad
- " [mm = L
, Banno PP csy Upload
¥ Uploaded &
-CSV approved

Arcount CBCkng 0001
Upload date Apr 23, 2025

Daone
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Potential Errors

e Ifyoutryto upload afile that’s been previously uploaded with NO Changes an Error will display.
e However, if items are added to the file and uploaded again, the system may recognize the items
already uploaded on the original file and remove them.

e Confirm the items showing are the items that were added to initial upload and Approve.

e chisiies

File wpload smimary

Banra PP v Uploe ooy
T 1

ELig

UploadFile errar DATE  PATEEOMMOLNT CHECK @
i s COCECOT e
duplicate items found L

cCancel

When duplicated items/checks are uploaded inadvertently a message will be returned stating:
{#} checks in this file may be duplicates of previously approved checks. Please review before approving.

Review checks

Theee checks in 1his fik may be dupbeates of previously approved checks. Plesse review before approving.

File upload summary

Banno PP cov Upload csv

-1

T 3450

DATE  PANEEFAMCLMT CHECK @
B Bo0b0GC2 2N
!Iul.su Q0000oo23ES

54,00
(L HH T HH R

51.00
ODO0DOCZ2T

52.00
& QooooooFITT

i m
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Manual Uploads

STEP # 1

e Select+Add Checks on the Positive pay main screen.
e Select Add your checks manually at the top of the Add Checks screen.

«
Positive pay -
A ey
Chack enlries i Abdchects ° Sehect townglnts St template
= wok ceeck enceplioes o Cheose associated account Salset
0 wWaksoh ocepins °
Ugload file

Belings

STEP #2

e Select the account the checks were issued from the listing of accounts available OR type the
account number in the Search Accounts field.
e Enter Check #, Amount, Payee (as written on check), Type (use drop-down), and Check Date.

Positive Pay ¢ P
[ e W Faa
Chac amound 5 1.00
Fayoo B Rk Brank Tesst
*BClmg Q0O 3
Chesci st Al 18 25
Gawa and anter anather m
Type Drebit
Credit
[rehit
Void
Select Type - Void if a check has been issued
and needs to be voided after a previous upload.

35



BLUE RIDGE
E:I BANK

STEP #3

e Select Save and enter another if more checks are to be added. Once complete Select Review.

e Review All the information on the Review checks screen.

e When Edits are needed select the arrow next to the Green Check Number to edit.

e Click on Enter another to add additional items from this screen.

o Select Approve if all the information is correct and the file is ready to move forward with the
approval process. This will display an Approval screen.

¢ Enber clescks 1
i LU 1
CECkng 0007
Chaock amount % .00 Accoum ?
Upload sumimsany
Paess B Rtichge Bank Tesst
3l 1%
S2.00
Type
DATE PAYEE/AMOUNT CHECK #
ek dun A F, 2025 & s‘-ﬁ o Bpnk Test 290 >
Sawa and antar anathor m §1.00
i & Racige Bank Tesl 2 :
Confirmation of check # each time you Select Enter another PR
“Save and enter another.”
Check #2240 saved.
STEP #4

On the Approval screen 2 options are provided:

e Click Go back to the Review checks screen for further edits/adds or if the approve button was
selected in error.

e Clickon Approve.

e ClickDone.

Positive Pay

Approve 2 Checks

9

2 Checks approved.

Go hack Mol mone m
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Note there are multiple opportunities throughout the stages to upload additional items.
¢ Final Confirmation will display. Select Done if there are no additional items to upload.
e Upon selecting Done the status of the upload has changed to Successful.

2 checks approved

Positive pay

ArpManualEntry_TestBanBus_250418.1xt | Uploaded Check entries
i
e 1 . Cchg n?m spproved [ ArpManualEntry_TestBanBus_250418.txt CECkng 0001 5 mins ago
Upload date  Apr18,2025 e
Done Uplzad another
STEP #6
e Visitthe Cash Management tab on the Dashboard for Positive Pay reporting options.
Need further assistance or for a personalized tutorial, contact treasurysupport@mybrb.bank.
Paxitive Poy Bepanting From G407 2025 ea 04 1R/2025
ol 1 | -
:_t_"_""':'“-“ Exception Iterms
Mool = Cheik Smber = Falered = Pasted @ Payes - Posted & Stalis o eping 2
Sapmhar Date Date vyt A st Bleason
BTG 2240 A8/ Bl Pradige Bank 100 .00 [T
lrrr:-uh. ey i) Il-l"‘hil?‘.:ﬂ ::Falr-f-w 1.0 $0.00 Tt et
[l L2 o000 A L
LHLTF IR TE N ] Pagmiali
Rt Sparch Mew Search
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Working Positive Pay Check Exceptions

STEP # 1

e Select Positive Pay on the Payments drop-down arrow.

e Review for any check or ACH exceptions (#displayed in red).
e Click onthe appropriate the Work check exceptions link.
Next Steps are related to Check exceptions.

E -

Positive pay

I wen

i e R e T
Paiaig woih b il [

o L R R
R

Good Practice to review for any exceptions on a daily basis.

STEP #2

e Select Account to view a different account when having more than one Positive Pay acct.
e Note the Exception Reason is provided below the check #.

e Select the check # to view the check details screen.

e Verify the check information and the front and back of the item itself.

Check details
< Waork check exceptions Blue Ridge Bank Test

Account: CBCkng 0001 »

seiect any check exceotions you would like o pay Chack Images
PAY PAYEE/AMOUNT CHECK S/REASDN | T
S2Me— T Accaunt name CECkNg 0001 (x9907)
[]  BiueRidge Bank Test
sheck number 00o0nonEzEd1
Retuming 0 Faying 1.00
Invzlid
Return all m
Imvalid Amount
Protected Mo
14 Biateh 4699
0010004730
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STEP # 3

e Indicate using the box next to an item to either Pay or Return the item by:
=  Checking the box pays the item.
= Not checking (leaving blank) the box returns the item.
e Paying & Returning status above Submit shows the number being paid and/or returned.
e Click on Submit once all exceptions have been reviewed and decisioned.
e Confirmation will be received that all check exceptions have been decisioned and submitted.
If there are multiple items you can choose to pay all, return all, or a mix of both.

8
{ Wark check exceptions < Wark chack axceptians
Account; CBCkng 0001 (x9997) Account: CBCkng D007 {x9997)
Select any check eeplions yau would e to pay __‘ Seleot any check exceptions you would like To pay.
PA¥  PAYEEFAMOUNT 2 PAYEESAMOLUNT
Pay all

52.00 52.00
Bl Rioge Barik Tact D Blise Rirlge Barnk Test

aQ —— Rt g

Returning 0 — | REuming 1 Fayng 0

Check exceptions submitted. Check exceptions submitted.

STEP #4

Once all exception items have been decisioned there should no longer be any red numbers displayed.

Positive pay

Check entries 4 Addchecks
hrpManualEntry_TestBanBus_250418. txt ©Fclong nong Riview & approve
Fanding = Work check exceptions
) ArpManualEntry_TestBanBus_ 250418 txt CECHg 0001 2 days ago
Buoalil @) wioik ACH exceptions
Sallings

I'JHI‘FIE;.—'ETEI'I'LTJETF!."

Wiesw ACH filler rules
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Working Positive Pay ACH Exceptions

STEP # 1

e Select Positive Pay on the Payments drop-down arrow.

e Review for any check or ACH exceptions (#displayed in red).
e Click onthe appropriate the Work ACH exceptions link.

The following steps are related to ACH exceptions.

Positive pay

Check entries +

Add checks
] ArpManualEntry_TestBanBus_250418.tat 8 kg 000 Review & approve
Pending =) Workcheck exceptions
e ArpManualEntry_TestBanBus_25041 8.0 CECkng 0001 4 days ago
Successhul &) work ACH exceptions 1)

Good Practice to review for any exceptions on a daily basis.

STEP #2

e Select Account to view a different account when having more than one Positive Pay acct.
e ACH exceptions will automatically default to an Undecided status as seen in the snapshot below.
e Note the Exception Reason is provided below the PPD.
e Select the arrow next to PPD to view the ACH details screen.
e Review the ACH exception details. When ready return to the prior screen for decisioning.
e Indicate using the circle icons next to an ACH to either Pay or Return it by:
= Clicking on the circle next to the item under Pay all pays the item.
= Clicking on the circle next to the item under Return all returns the item.
e Paying & Returning status above Submit shows the number being paid and/or returned.
e Click on Submit once all exceptions have been reviewed and decisioned.

< Waork ACH Excaptions ACH exception details
Account: CBCkng 0001 »
ERE Damo
Y ACH 2xsEptions you wauld like to pay. Exceptions nat decisioned will have the default decision appked after cutoff
PAY  RETURN PAYEE/AMOUNT/DESCRPTION SEC/REASDN
Payal Retun a Account name CECkng 0007
Type Debit
$0.01 [t
BAB Demo- PAYMENT BRE Demo it s s
SEC code FFD
Undecided Retuming D Paying |
m Description PAYMENT BRE Demo
Protected Mo
Exception reason(s)  Debits not allowed
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STEP # 3

e Use the Submit a correction option when an item being reviewed needs added or adjusted to your
ACH Filter. The Submit a correction screen will display.
e Click on Start a new conversation option to submit the request.

ACH exception details
BRE Demo - .
< Submit a correction
$0.01
Submit your correction request by adding it to a conversation.

Account name CBCkng 0001

Type Debit E_[] Add to existing conversation

5EC code FFD

Deseription PAYMENT BRE Demo () |startanew conversation

Protected Mo

Exception reason(s) Debits not allowed QO Call us at 886.331.6521
@ pont Clicking on Start a new conversation will display

your main Messages dashboard.

(7)  submit a correction

STEP #4

e Clickon New conversation at the top of the Inbox.
e Enterthe request and Click on Send. Our team will assist with any updates needed.

e LSRR L ]

R ST—— B Wk Bl

If a correction is needed with the ACH or i
have a time sensitive request contact us G e T i
at treasurysupport@mybrb.bank. e

B e

-

o T,
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STEP #5

Once all exception items have been decisioned the Work ACH exceptions area will not have any red numbers displayed.
o ACH Filter rules are available from the Settings tile.
o  (lick on View ACH filter rules to access.

Positive pay

Check entries +  Addchecks
ArpManualEntry_TestBanBus_25041B.bct CECkag 0001 Review & approve »
Pending = Work check exceptions
[y ArpManualEntry_TestBanBus 25041 8.0k CECkng 0001 4 days ago
Suooessiul 5) work ACH exceptions
Settings

Manage templates

Wiew ACH filter rules

STEP #2

e Select the filter arrow on the right side of the ACH filter rules to see filter details.

< ACH filter rules < Filter rule details

Test Account 2 CBCkng 0001

. Mo filters .
() Debits not allowed (2 Credits not allowed S (%) Debits not allowed (%) Credits not allowed
CBCkng 0001 Titer > Filter rules {1)
() Debits not allowed (<) Credits not allowed

o .
() Credits not allowed for:
con pany name

Company IC

SEC

Amount from $0.00
Amount to $0.00
ABA number 000000000
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Bill Pay

e (Click onthe Payments drop-down arrow.
e Select Bill Pay to Enroll or to Access.

(8 Dpashboard

EJ gLUEPIDGE E3 Messages
Hi 'Iherel [@ Accounts
o8 o . [ Biue Ridge Bank -
e Transfers
E  Messages
. ', Remote deposits
[0 Accounts counts
& Transiers ClCkng 0001 [s] Payments ~
&, Remate deposits Bill pay
IE] Pryments IE ‘ﬂ\ Positive pay
[ coshsanagement . Payabll  Payapersen oxrurmanae ACH
Wires

STEP #2

e First Time enrollment will display the Enroll in payments screen.
e Clickon Enroll and follow the in app instructions.

e Confirmation will be displayed upon successful enrollment.

e Click Continue to be taken to the Bill Pay home page.

S B

Enredl I paymants
Congratulations!

- | —
Canoe L=
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STEP # 3

e Use the Quick links available on the home page to Pay a bill, Pay an individual, and +New payee.
e View upcoming and past payments within the calendar.
e Clickonthe Manage payments options for more robust functionality available.

April 3325 I ¥

o {20 0] e wmin L0 ;) Li; ) B

STEP #2

e Use the Options drop-down arrow to create Payments, Payees, and add additional accounts.
e Access FAQ’s that provide a helpful breakdown of services and options when creating payments.

I NN Payments ™ Paypas ™ Yol Cpendar  Opbores ) & F

. Heminders "_:) Sshorbouts n Payments E Fonrol
i Yo D lekz sivriea MW Livede peymosd i o
Scheduled o process in the next 30 days il Processed within the lesi 30 days b
0 Mo IeEnsacions e scheduled i MO 11EN53 CHNG WD Proc D ES
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User Management

Create New User

Administrators can access administrative option by clicking on the arrow next to “My Profile” in the upper right corner of their

My profile

Online Business Banking Dashboard .

e Click on My profile in the upper right corner of the dashboard and Select Business Management.

e Select User Management from the menu on the left side and then Click on +Create User in the
upper right-hand corner of the pop-up.

Useet T80 e e

Persanal seliings

(= )

Business management

Actaunt setlings - b

£

iy

Sign out T BB e e )

My profile w

STEP #2

e Enter their Name, Email Address, and Choose their User Role from the drop-down menu .
e When prompted enter your Online Business Banking password.
The Enable Accounts screen will be displayed next.

< User Roles - Definitions

Marsha User role is for users whose jobs involve performing day-to-
day banking activities that don’t require management
rights. Users can move money based on their entitlements

; and permissions, but they don’t have access to use or view
r \ the User Management screen.

Mellow

” |:| Viewer role gives the user access to view information, they
ser . .
have the same access as an Admin, but they cannot edit

~ New users will be created using your organization's default set of permissions entitlements or set permiSSionS.
D oy ol L5 pertibuicas ot s Alnve by SR G s prorle

Admin role gives the user access to view or modify

entitlements, set permissions for all users, and create,

— delete, etc. They can also edit company profile details.

2] . Admins cannot change their own roles; however, they can
et edit fellow admin’s roles.
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STEP # 3

access to the appropriate accounts.

account(s).
e Select Done.

the account(s) that were chosen.
o Select Enable accounts to proceed.

e The new user will show as Pending. Select Enable accounts green arrow to proceed to granting

e Move the slider to the right of the account(s) or Select Enable all to enable the authorized

e Ifyou chose Enable all, it will return with All accounts indicated on the screen below, or a listing of

< Enable accounts

we  Marsha Mellow

Pending

el

CBCkng 0001

Test Account 2

v Marsha Mellow

{5 Pending

Enable accounts

STEP #4

e Confirmation will display and another sent via email that the user was created successfully.

e Select Send email invite to send a secure invite to the new user to create their unique username
and password. See example below. The link will expire after the new user selects it.

Note: Future access changes should be done at www.mybrb.bank.

Account access

Enable all

S

Success!

You successfully created an aceount.
VI Marsha Mellow

Send Marsha Mellow an email invitation to
accept their account and create credentials,

Edit permissions

Done

. You have recently been added as a user for our online system. Please click the link below to complete setup.

If you have questions, please contact Treasury Support at 888.331.6521. Click here to establish your credentials.

NOTICE: This electronic mail message and any files transmitted with it are intended
exclusively for the individual or entity to which it is addressed. The message,

together with any attachment, may contain confidential and/or privileged information.
Any unauthorized review, use, printing, saving, copying, disclosure or distribution

is strictly prohibited. If you have received this message in error, please

immediately advise the sender by reply email and delete all copies.
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Set Up User Entitlements/Permissions

STEP #5

o Select the user from the User management screen.
e Choose the Additional Services that apply to your user by using the sliders.
For a more in-depth tutorial contact Support at treasurysupport@mybrb.bank .

- | P
Acti
Active ] ey G
Towt Rrvamas 7
Marsha Mellaw Pereding
ictsan trien Femaren
f—
PR Autobaaks - invaicing & anline payment
..... aptions.
e s Cash Mgmt.- reporting & alerts toal.
.....

STEP #2

e Clickon Set permissions to access entitlements. A listing of Permissions will be displayed.

e Walk thru the listing of Permissions:
= Setting up access for Bill Pay, Card mgmt., Documents, and Stop Payments.
=  Setting both access and limits for ACH, Transfer, Wires and Positive Pay using Show options.
= Setting up Admins and Viewers also select User management.

< Marsha Mellow

Parmissions Permissions

Bill Pay
Enable
@ Card management
CBCIng 06001
. Enable a
Tt Acosunt 2
E  Documents
Enable
**Note: Entitlements/Permissions cannot be set higher than your
ACH or Wire Company. If a temporary or permanent adjustment is ® PoshivePay
needed contact your Treasury Mgmt. Team at et
treasurysupport@mybrb.bank . i
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Deleting a User

STEP # 1

o Select the Userto be deleted from the User management screen.

o Select the three-dot icon next to User’s name in the upper left tile.

e Select Delete user from the list of actions that are available to pick from.

Available actions also include Hold account access, Send password reset link, and edit their name, email and role.

-
= () Hold account access

we Sand password reset link

4

fi] Delete user

Active
Additional services ®
Marsha Mellow Active
CBCkng D001
x9997
Test Account 2
KXX9998

Accept Online Payments
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Setting Alerts
Positive Pay, ACH and Wires

STEP #1

e Select Cash Management from the main Dashboard.
e Review the information on the Options page.
Note: If Text Alerts are wanted in addition to email alerts the mobile phone number must be provided.

BLUE RIDGE
G B

Hi there!

 Blue Ridge Bank (for test accounts) acco >

[ Dashboard

Messages o Email Address

(=)

Company Email Address:  treasurysupport@mybrb.bank
(B Accounts
Change Company Email Adress:

Transfers

Company Email Address:
&, Remote deposits Company Text Address:
[E] Paymenms - Mobile Phone Number:
Cash Management Wireless Erovder Address Carrier Search
B Autobooks o
" Current Email Address:
Transactions
@ support
Change Email Address:
Reenter New Email Ade
Alert Address:
Mobile Phone Number:
Wireless Provider Address: Carvier Search

TStandard wireless carme

STEP #2

e Choose Options>Alerts>Events.
e Selectthe Alerts you want to receive from the Events listing.
e Click Submit.

.
==
Edit Event Alerts
Alert Type: When the following ooours; Alert Type: When the following ooours:
B Ema Ircorming Wiees 8 email Wire Appros
B s Recery wming ACH Credits mal Wire Transler Update
Email Recedvng Incoming ACH Debits ma
Ernal il
Erria Erm
B e ] m
Em
Erna
Ema; 8 fma
Ermna Maturing {0's e
Er B . ail
Erma al
Ema all
B s il eempany Email Address Change
Emai ACH Batchis Uninitiated Ernail Company Mabile Address Change
1 Ema Whre T
Eftia Recurring Wires Expiring B Emal Pos Pay Review Time ending
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