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1. Introduction

KeyBank (Key) provides a full suite of reconcilement solutions, including Full, Partial
and Deposit Reconcilement. Partial Account Reconcilement Plan (ARP) provides a
listing of numerically sorted paid checks. Full ARP provides a complete itemized list of
all paid and outstanding checks and exception items. This service requires that you
submit a check issue file to Key. The Deposit Reconcilement offering provides a list of
deposits by store/location number.

Key's ARP service helps to expedite the internal reconcilement process by providing

a report of paid checks, including: serial number, dollar amount, and date, along with
any stop payments. Our Full service also provides cancelled checks, paid exceptions,
e-check/ACH items, and outstanding checks (unpaid).

Key also provides payee verification (payee positive pay) as an added layer of
protection. This service compares the payee information on items presented for
payment to the issue data that you provide to us. ltems that do not match the issue

file are presented for your review.
1.1 ARP guidelines

e Your service start date coincides with your first full statement cycle. The
implementation date is the date testing is completed and the file moves into
production.

e You should submit your file of issued checks as soon as possible after checks are
issued. For Positive Pay processing, the deadline is 11:00 p.m. ET on the day prior
to the physical distribution of checks (this includes manually issued checks).

e You can manually enter issue or cancel information through the Payables section
of KeyNavigator, by utilizing the Check Issue Maintenance function within

Account Reconcilement.

KeyNavigator' | KeyBank O"H' z Message Center @ Support ﬁ Administration C’ Logout

Dashboard Reporting & Research Payables Receivables File Services Card Services Specialized Services

Account Reconcilement ARP Resources
KeyNavigator has vanious account reconcilement (ARF) reports available to help

(AF : A 3
clients reconcile their account

P) Reports >

b « Check Reconcilation

+ Deposit Reconcilation

Check |ssue Histony > » Daily Reports & Audit Listing
» Corporate Banking Statement
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e Checks that are manually added after the period-end reconciliation has been
completed will be added to the next month’s reconciliation. You should complete
these manually added items by the last day of your statement cycle.

e You are responsible for validation of any Paid No Issue (PNI) items on your
reconcilement as a result of an incomplete or missing issue file.

e You will need to use the file date on all Canceled/Voided items, as using the issue
date will change the Previous Outstanding Balance.

e If using KeyNavigator, you will automatically be granted access to the Daily Audit
Listing Report. This report shows all issues and cancels on the previous day’s file
and will be available for you to review after 8:00 a.m. ET.

e In the event that an incorrect file was sent to Key, you will need to have the file
backed out. Please send an email to ARP Transmissions@KeyBank.com, and
make sure to include your name and phone number in the email. In the subject line
put “Need File Assistance.” An associate will then assistyou. You can also call
Commercial Banking Services at 800-821-2829.
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2. Account Reconcilement Reports

This section will outline how to access your ARP reporting.

1. Select Account Reconcilement from the Payables section of KeyNavigator.

KeyNavigator‘ | KeyBanko'u = Message Center @ Support ¢ Administration (™ Logout

Dashboard Reporting & Research Payables Receivables File Services Card Services E alized Services

Account Reconcilement Loan Management >
Payables

ACH > Transaction Services »
Efficient and secure tools to streamline initiating domestic
or intemational payments, maximize working capital, and ACH Direct > Wire Transfer Request >
manage payments to reduce fraud,

Foreign Drafts > Wires >

Fraud Services >

2. Then select Account Reconcilement (ARP) Reports from the main page.

KeyNa\rigator' | lﬁeyBankO'n' a Message Center @ Support Q Administration C3 Logout
Dashboard Reporting & Research Payables Receivables File Senices Specialized Senvices
Account Reconcilement ARP Resources
o P Lgapes KeyMNavigator has vanous account reconcilement (ARF) reports available to help
Accounk Recondllsnant (ARF) Repots 21 clients reconcile their account
Check Issue Maintenance » = Check Reconcilation
+ Deposit Reconcilation
Check lssue History > » Daily Reports & Audit Listing

« Corporate Banking Statement

3. Utilize the dropdown menu to select the appropriate account, and then click Next.

KeyNavigator” | KeyBank = = Message Center | () Support | LF Administration | (% Logout

Dashboard Reporting & Research Payabies Receivables Flle Services Card Senices. Specialized Senvices

ARP Account Filter
W Go paperiess! You may no longer nded your paper ARP repert i you 38 recening It anling. Save moray and time
™ Stop paper now! of Lear more
oW

Account: [ong Seected |

Helpful Resources My Key Contacts + r Deposit Checks on the Go!

. ContactUs John Smith Payments Advi.. Jane Doe D i " i <ks and 10w dopy A with
& Online Help 21B-XXNA-XXNK 216-XXA-XXXX W Canmn

@ Treasury Resources jane.dos@eompany.com
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4. Utilize the dropdown menu to select the type of report you wish to view.
Keyﬂavigator' | maﬂk% B Message Center @ support | % Administration (% Logout

Dashboard Reporting & Research Payables Recetvaties File Services Card Services Specialized Sefvices

ARP Report Filter

Account: 12M56T - General Ace
Report Type:

Helpful Resources My Key Contacts + ™ Deposit Checks on the Go!

fore »

e Check Reconciliation — Period Ending — The Check Reconciliation report will
provide a listing of paid checks, and if you are on Full ARP, you will also receive
a listing of outstanding checks and exception items. These reports are available
online for 13 months.

e Deposit Reconciliation — Period Ending — This report provides a list of deposits
by store/location number. These reports are available online for 13 months.

e Daily Reports/Audit Listing — The Daily Audit Report contains details from the
issue file and confirms that your file was received. Additionally, you can confirm
receipt of your ARP file by checking the audit listing. These reports are
available online for 62 days.

e Corporate Banking Statement —The end-of-period banking statement. These
reports are available online for 13 months.

5. Select Next.
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6. From this screen, you can view a PDF version of the selected report by clicking on
the report that you wish to view; change the account number by clicking on
Change Account; or change the type of report by clicking on Change Report
Type. Select Main Page to return to the Account Reconcilement page.

KeyNavigator® I KeyBankO‘H 2% Message Center @} support | %} Administration | (® Logout

Dashboard Reporting & Research Payables Receivables File Services Card Services Specialized Services

ARP Report Selection

Account: 1234567 - General Accourf (change account)

Report Type: Daily Reports / Audit Listing (change repor fype
I N I N
8
Jan 02, 20XX Jan 01, 206X Dec 31, 20XX Dec 30, 20XX Diec 28 20XX
B B o B B
Jeg 28 20XX ¢ 25, 20XX Dec 24 20XX Dec 23 20%XX Dec 22 20XX
3 I
Dec 19, 20XX Dec 18, 20XX ec 17, 20XX

A POF viewer is required 1o view images

Get Adobe Reader
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3. Check Issue Maintenance

Check maintenance services enable you to manually add or cancel issue records or
inquire into the status of a check. Adds and Cancels process just like an Issue File
Transmission and update the ARP and Positive Pay systems as they are submitted.
You can create up to 20 entries at a time. Adds should be submitted before checks
are distributed. The Check Issue Inquiry function is available on business days, 8:30
a.m. - 11:00 p.m. local time.

3.1 Inquiry on Status of a Check

1. Select Check Issue Maintenance from the Account Reconcilement page.

KeyNavigator' | KeyBankO'w a Message Center . @ Support ﬁ Administration (= Logout

Reporting & Research Payables File Senices Card Services Specialized Serices

Account Reconcilement ARP Resources

KeyNavigator has vanious account reconcilement (ARF) reports available to help

ARF) Reparts > clients reconcile their account

b « Check Reconcilation

+ Deposit Reconcilation

Check Issue History > « Daily Reports & Audit Listing
: « Corporate Banking Statement

2. Use the dropdown menu to select the appropriate account.

3. Choose Inquire — Check Issue Record from the available selections.
KeyNavigator” | KeyBankQ-rr % MessageCenter (@) Support | &} Administration | (W Logout

Dashboard Reporing & Research Payables Receivables File Semvices Card Services Specialired Services

Check Issue Maintenance

ACCOUnt: [ pong Seiected w

Service OPUON:  ®) |ngure - Cneck Issue Record
Agad - Chack Issue Record
Cancel - Chack lssus Record
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4. Select Next.

KeyNavigator™ | KeyBank &% % Message center | @ support | L Aaministration | (% Logout

Dashboard Reporting & Research Payables Receivables File Services Card Services Specialized Services

Check Issue Inquiry

Account: 1234567 - General Account (change account)

From To (optional)
Check Number': | 11223344 11223344
{Please limit range to 20,000 items)

Advanced Search Criteria (applyfremove)

5. Enter a beginning check number in the From field.

6. Enter an ending check number in the To field. (Optional)

7. To further limit results, under Advanced Search Criteria, click Apply to show
additional fields. (Optional)

a) Enter a minimum and maximum check amount.

b) Utilize the dropdown menus to enter an issue date range.
c) Utilize the dropdown menus to enter a paid/post-date range.
d) Utilize the dropdown menu to select a status.

KeyNavigator'| KeyBankO"H 2% Message Center . @© support | ¥ Administrati . (® Logout

Dashboard Reporting & Research Payables Recevables File Services Card Services Specialized Services

Check Issue Inquiry

Account: 1234567 - General Account (change account)
From To (optional)
Check Number': | 11223344 11223344
{Please limit range to 20,000 items)

Advanced Search Criteria (applyiremove)
=

Check Amount: o 5200
Issue Date: v v v |09 v v M)
Paid/Post Date: = = v |9 v v |0
Status: | a check Statuses v

cancel view
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8. Select View.

ARP User Guide

9. Alisting of up to 250 checks, including the associated statuses, will be compiled.
The items are displayed based upon the services for which you are set up, such as
payee name verification.

10. If more than 250 results were returned, select Modify Your Search Criteria to
return to the Check Issue Inquiry screen to further limit the results.

KeyNavigator™ | KeyBank &= % Message Center | @ Support | &F Administation | (# Logout

Reporting & Research Payables Recervables Card Services Specialized Services

Check Issue Listing

our search rety to modify vous
gearch srsnm 7
Account: 1234567 - General Account
Check Dollar Original Issue Paid/Post Status Sequence Payee Data Other Data
Number Amount Date Date Number
100045 75,000.00 Jan 04, 20X | Canceled 12345438 This Field Can go out to seventy five characters in length Annual Bonus
General Motors plance C of America
100087 1142.00 ) Jan 04, 2000 Issued Weekly Payroll
100024 1,245.00 Jan 04, 200 Paid Mo lssue Utility Bl
100057 168,34 Jan 04, 2000¢ Foreed Paid eCheck Elect Lt
100034 388.00 Jan 04, 20X Paid No Issue eCheck Water Utd
100398 5.500.00 Jan 02, 2000¢ Matched Buiding Rent
100029 Jon Issued and Stopped Telecommunication
Services
100033 2B5.00 Jan D3, 20X Jan 0 Issued and Canceled Parking Expense
100022 1,245.00 Jan 04, 20X | Stopped Maintenance Fees
100364 3,540.00 Canceled and Stopped Facility Rent
100052 15.000.00 Jan 02, 200X Issued, Stopped, and 12345678 Expense Allowance
Canceled
100022 405.00 Jan 04, 20xX Forced Paid 12345729 Office Supches

perform another inguiry

10.From the Check Issue Listing screen, you can return to the Account Reconcilement
page by selecting Main Page or search for another check(s) by selecting Perform
Another Inquiry.

©2017 KeyCorp. KeyBank is Member FDIC. 170814-273755 10
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3.2 Adding a ChecklIssue Record

1. Select Check Issue Maintenance from the Account Reconcilement page.

= | ﬁ Admini ion [® Logout

KeyNavigator' | KeyBankO"R el Message Center | @ Supp

File Services Card Services Specialized Services

Reporting & Research Payables Receivables

ARP Resources
KeyNavigator has vanious account reconcilement (ARF) reports available to help
> clients reconcile their account

Account Reconcilement

b « Check Reconcilation

+ Deposit Reconcilation

» Daily Reports & Audit Listing
« Corporate Banking Statement

2. Use the dropdown menu to select the appropriate account from which the new
check has been issued.
3. Choose Add — Check Issue Record from the available selections. Select Next.

a Message Center @ Support 'u‘ Administration E* Logout

KeyNavigator™ | KeyBank &=

File Services Card Services Specialized Services

Reporting & Research Payables Receivables

Check Issue Maintenance

Account: Catnr
-0 Llepe calectas

z
Service Option: Inquire - Check Issue Record
® Add . Check |ssue Record
Cancel . Check Issus Record
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4. Input the check number(s), dollar amount(s), and any other pertinent data into the
appropriate fields.

KeyNavigator™ I KeyBank C= % Message Center (é'_';) support | % Administration

(% Logout

Dashboard Reporting & Research Payabiles Receivables File Services Card Services Specialized Services

Add Check Issue Entry

Account: 1234557 - General Account (change scoount)
Service Oplion: Add - Check |ssue Record

Issue Date: Jan 02, 2000(

Check Number’ Dollar Amount’ Other Data
0.00

0.00
0.00
0.00
0.00
0.00
0.00

=N @ o ] w M

w

0.00

Totak (o g

Check issue 008 IS JVIRIDS LIFING 2 230M 00 TNe 3] Mus] be SuDMined oy 11000 ET (hank Dusiniss dys oy

5. Select Add More to input more than 10 adds. (Optional)

6. To delete these Adds, select Cancel. To continue to process, select Next.
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7. Review the information provided on the Add Check Issue Approval screen. To
delete the items, select Cancel. To make changes to all or any of the adds, select
Edit to return to the Add Check Issue Entry screen and change information. To
process the adds, select Accept.

KeyBank o= B Message Center -:{j:} support | &} Administration | (# Logout

KeyNavigator™
Dashboard Reporting & Research Payables Receivables File Services Card Services Specialized Services

Add Check Issue Approval

Account: 1234537 - Genersl Acoount
Service Opfion; Add - Check Issus Record
Issue Date: Jan 02, 20X

Check Number Dollar Amount Other Data

75,000.00 Annual Bonus

405.00 Weskly Payrol
1,345.00 Uniley Ba
5,500.00 Buiding Rent

1,000.000.00 New ARP System

500.00 Ticket to Vagas

100.00 Bank Buy Cut

100.00 Generic:

100.00 Generic

100.00 Generic

100.00 Generic:

100.00 Generc:

100.00 Generic

100.00 Generic

100.00 Generic

100.00 Generic

100.00 Ganeric

100.00 Generic

100.00 Generic

100.00 Generic

Total Items Total Dollars

9. The Add Check Issue Confirmation screen will appear. Any checks that were

unable to be added will be highlighted in red and additional information will be
provided in the status column. To return to the Account Reconcilement screen,
select Main Page. To add more checks, select Perform Another Add.”

KeyNavigator™ | KeyBank O = Message Conter | @ Support | ¥ Administration | (b Logout

Dashboard Reporting & Research Payables Receivables File Services Card Services. Specialized Services

Add Check Issue Confirmation

Account: 1234567 - Genbral Azcount
Service Option:  Add - Check lssue Record
Issue Date: Jan 02, 2060

Check Number Dollar Amount Status.

u
4 - Previously issued

ue amount disagrees

Total Successiul Total Dollars.

Total Rejected Total Dollars.

10.If an error is detected after selecting Accept, contact the ARP team at

ARP Transmissions@KeyBank.com or Commercial Banking Services at
800-821-2829.
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3.3 Cancellingacheckissuerecord

1. Select Check Issue Maintenance from the Account Reconcilement page.

KeyNavigator' | KﬁyB&l‘lko—R = Message Center | @ Supp | ﬁ Admini ion ™ Logout

Reporting & Research Payables Receivables File Senices Card Services Specialized Serices

Account Reconcilement ARP Resources
KeyNavigator has vanious account reconcilement (ARF) reports available to help

> clients reconcile their account
b « Check Reconcilation
+ Deposit Reconcilation
> » Daily Reports & Audit Listing

« Corporate Banking Statement

2. Use the dropdown menu to select the appropriate account from which the new
check has been issued.

3. Choose Cancel — Check Issue Record from the available selections. Select Next.
KeyNavigatol" | maﬂkh H Message Center @ Support ‘ 'n' Administration B Logout
Dashboard Reporting & Research Payables Receivables File Services Card Services Specialzed Services

Check Issue Maintenance

ACCOUNt | pione Selecied
et

Service Option: Inquire - Check Issus Resord
Add - Check |ssue Record
= Cancel - Check Issus Record

©2017 KeyCorp. KeyBank is Member FDIC. 170814-273755 14
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3. Input the check number(s), dollar amount(s), and any other pertinent data into the
appropriate fields. Select Add More to input more than 10 cancels. (Optional)

Kev"avigator' KgyBanko-R % Message Center @ Support ﬁ Administration (% Logout
Cras hboard Reporting & Research Payables Receivables File Services Card Services Specialized Services
Cancel Check Issue Entry
Account: 1234537 - General Account (change sccount)
Service Option: Cancel - Check |ssue Record
Canoel Date: Jan 02, 20xX
Check Number Dollar Amount Reason

1 0.00

2 2.00

3 2.00

0.00

5 .00

i 0.00

7. .00

E .03

0.00

10 0.00

Totsl | g 00

CPRec EEue Canosis e SvaRals Slaring & 5303 FCE Bme and mus be submitied by 1100pm ET (bank tusiness Oays oty
cance &dd more m

4. To delete these cancels, select Cancel. To continue to process, select Next.

5. Review the information provided on the Cancel Check Issue Approval screen. To
delete the items, select Cancel. To make changes to all or any of the cancels,
select Edit to return to the Cancel Check Issue Entry screen. To process the
cancels, select Accept.

KeyNavigator™ \ KeyBank o= 2% Message Center @ support | 4} Administration | (® Logout
Dashboard Reporting & Research Payables Receivables File Services Card Services Specialized Services

Cancel Check Issue Approval

Account: 1234567 - General Account
Service Option: Cancel - Check Issue Record

Cancel Date: Jan 02, 20XX

Check Number Dollar Amount Reason
100046 75.000.00
100097 405.00
100024 1,345.00
100352 5.500.00
Total tems Total Dollars
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8. The Cancel Check Issue Confirmation screen will appear. Any checks that were
unable to be cancelled will be highlighted in red and additional information will be

provided in the status column. To return to the Account Management screen,
select Main Page. To cancel more checks, select Perform Another Cancel.

KeyNavigator™ | KWB&I"IKO‘E 2% Message Center _ © support | £F Administration | [ Logout

Dashboard Reporting & Research Payables Receivables File Services Card Services Specialized Services

Cancel Check Issue Confirmation

Account: 1234567 - General Account
Service Option: Cancel - Check Issue Record
Cancel Date: Jan 02, 20XX

Check Number Dollar Amount Reason Status
100046 75.000.00 Successful
100097 405.00 Rejected - Cancel amount disagrees with issue
100034 1,34500 Rejected - item previously paid
100352 5,500.00 Rejected - ltem previously stopped
100382 7.500.00 Rejected - Item previously canceled

Total Successful Total Dollars
Total Rejected Total Dollars

perform another cancel
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4. Check Issue History

The Check Issue History provides a listing of adds and cancels entered via
KeyNavigator, along with their status, the time/date of entry and the user that created
the entry.

NOTE: Checks that were added or cancelled via other means, such as faxing a
request to the ARP department, will not appear on the Check Issue History.

4.1 To access the check history listing

1. Select Check Issue History from the Account Reconcilement page.

KeyNavigaior' | KeyBankO'n' a Message Center @’ Supy ¢ Admini i = Logout
Reporting & Research Payables File Services Card Services Specialized Services
A t Recc ilement ARP Resources
Aéceunt Reconiiement (ARP) Repods N KeyNavigator has various account (ARP) reports available to help

clients reconcile their account:

Check lssue Maintenance > » Check Reconcilation

» Deposit Reconcilation

« Daily Reports & Audit Listing
» Corporate Banking Statement

Check |ssue History >

2. Use the dropdown menu to select the appropriate account from which the new
check has been issued. Click Next.

KeyNavigator™

KeyBankO-n % Message Center support | &} Administration | (# Logout

Dashboard Reporting & Research Payables Receivables File Services Card Services Specialized Services

Check Issue History Account Filter

Account: | pone Selected '
1234567 - General Account
cancel 2345678 - Payroll Account m
3456789 - Tax Account
4567890 - Pension Account
5678901 - Tax Account
6789012 - Tax Account

©2017 KeyCorp. KeyBank is Member FDIC. 170814-273755 17
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KeyNavigator‘ I KeyBankO-x 2% Message Center @ Support a Administration (= Logout

Dashboard Reporling & Research Payables Receivables File Services Card Services Specialized Services

Check Issue History Filter

Account: 1234567 - General Account (change account)

From To {optional)
Check Number: | 11223344 11223344
Dollar Amount: 5200
IssueiCancel Date: | j.n v |[ 1 |/ 200 v |9 Jan vl 2 vl 200x v O
Advanced Research Criteria (apply fremove |

3. Enter a beginning check number in the From field.

4. Enter an ending check number in the To field. (Optional)

5. Enter a minimum and maximum dollar amount.
6. Utilize the dropdown menus to enter an issue/cancel date range.

7. To further limit results, choose to Apply advanced search criteria to show
additional fields. (Optional)

a. Input payee data included on the entry.
b. Input other data included on the entry.

8. Select Cancel to return to the Check Issue History Account Filter screen. Select
Download to obtain the listing in an Excel format. Select View to display the

results.

©2017 KeyCorp. KeyBank is Member FDIC. 170814-273755 18



KeyBank o= ARP User Guide

10. If View is selected, the Check Issue History Listing will be displayed. You can
sort results by column heading by clicking on the up and down arrows. You can
also limit results further by clicking on the Filter button to return to the Check Issue
History Filter screen and apply additional parameters. Selecting Unfilter will return
you to the original results. Results can also be downloaded and saved by selecting
Download. To return to the Account Reconcilement page, select Main Page.

KeyNavigator™ | KeyBank O % message Center | @ support | ¥ Administration | (% Logout
Dashboard Reporting & Research Payables Receivables File Services Card Services Specialized Services
Check Issue History

Account Number: 12345678 - General Account (ghange account)

filter unfiltar download

Service Check Dollar IssueiCancel Time Payee Other Data User Name Reason Status
Option Number Amount Date Entered Data
Add 100046 $75,000.00 Jan 02, 20XX 1:223 PMEST Annual Ned Successiul
Bonus Spigiman
Add 100047 $T87,000.00 Jan 02, 20XX 1223PM EST Ned Rejected - Issue amount disagrees with paid amount
Spielman
Add 100054 $65,000.00 Jan 03, 20XX 1223 PMEST Ned Rejected - Previousty issued
Splelman
Add 100067 §75,555.00 Jan 02, 20XX 1:23 PMEST Rejected - lssue Amount disagrees with stop
Add 100075 $85,070.00 Jan 02, 20XX 1:23 PM EST Rejected - Issue amount disagrees wiih cancel
Cancel 100087 $405.00 Jan 02, 20XX 1:23PMEST Successiul
Cancel 100100 $1,505.00 Jan 02, 20XX 123 PMEST Rejected - Cancel amount disagrees wtih issue
amount
Cancel 100145 $23,785.00 Jan 02, 20%X 1:23 PMEST Rejected - ltem previously paid
Cancel 100160 $450,000.00 Jan 02, 20XX 1223 PMEST Duplicate Rejected - ltem previously stopped
Cancel 100300 $405,000.00 Jan 02, 20XX 1223 PMEST Lost Rejected - tem previously canceled

5. Glossary of terms

ARP — Account Reconcilement Plan — the name of the reconciliation service Key offers.
Cancel — A request that is made by you to remove a check issue from the outstanding
balance (full reconcilement only). It should only be used for a check that is in your
possession.

Duplicated Paid — A check is currently being presented that was paid previously.

Issue — Data you provide related to checks issued from your Key account.

Key — KeyBank.

PNI — Paid No Issue. An item that has paid but no issue information was provided in the
data file.

Sequence # — An eight-digit number listed on your Reconcilement Report for every paid
check, which is Key's internal ID number assigned to each check.

Void — See the definition of cancel.
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