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Useful information

Definitions:
Accept: once the transaction is accepted, the transaction will be processed.

o If accepted before 2:00 pm, the transaction will be included in the data file transaction of that day.
o |[f accepted after 2:00 pm, the transaction will be included in the next business day file.

Reject: once a transaction is rejected, the transaction will not be processed and will be included in the reject
report at the end of that day.

Exceptions handling

This document will cover Exception processing use cases for both Wholesale and Retail Lockboxes. This
document does not replace the User Guide, which contains general information regarding Exceptions.

The Exception types included in this document are as follows:

¥ Unbalanced Transaction (Cheque Amount does not Balance to Invoice Amount)
®  Check Digit failure/Invalid Account/Invalid Invoice

¥ Cheque Only with No Invoice

¥ Unacceptable Payee

¥ Remittance Shows Credit Balance

|

Postdated Cheques Outside of Range

" paidin Full

Unbalanced Transaction

The following unbalanced transaction types will be marked for Exception decisioning during Lockbox
processing:

- Single Cheque and Multi Invoice transactions, unbalanced amount.
- Multi Cheque and Multi Invoice transactions, unbalanced amount.

Web Users will not be able to “Accept” unbalanced transactions unless the invoice information is modified.
Once the unbalanced condition is corrected, and all items within the transaction are reviewed, the User will be
able to “Accept” the transaction.

For this Exception type, the Balance field will be highlighted in yellow, and will display the out of balance
amount. This amount will be the difference between the Credit (total cheque/s amount) and Debit (total
amount from invoices/remittance stubs).

The user must review the “Item List” section in order to identify the type and number or items included within
the transaction.
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Sample of both cases mentioned above :
Transaction Review

The “Item List” in this sample includes the following items:

Item Name Description

Cheque Single Cheque. Total Credit = 1,978,59
Invoice Invoice Listing. Total Debit = 1,878.59
Invoice Additional Document.

re

Item List Pray item Mext [tem

METRO COMPANY , Inc.
$1,878.59 VOID SAMPLES - DO NOT SHIP
137 ERB STREET

CALGARY, ABT2ZM 1C2

Exception Detai
Business Date Lockbox Mumber Ref Mo Trans No  Exception Code
7/11/2019 410041 1 UNBALANCED TRANSACTION,/CHEQUE
Transaction Print

AMOUNT DOES NOT BALANCE TO INVOICE AMOUNT

osE1107 20109
DD MM Y Y Y Y

473

PAYOR NAME
METRO COMPANY INC

Credit Total: By ToTE ABC TEST I $ 1978, 59
$1.072.50 One Thousand Nine Hundred Seventg -gight Dollars and /oooomns @ —v.-..@
Debit Total: METROBANK eitmen
$1.878.50 OAK VIEWS SQUARE
B 300 - 10 AVE.. TEL: (6491 342-4223
Balance: TORONTO, ON L4C 4E1
i MEMO Gearghan Bay Tslands National Park, Ontarl =
mL? 3 CSL503wg 350 LG
TRANSIT NUMBER CHEQUE ACCOUNT CHEQUE SERIAL CHEQUE AMOUNT
54503835 476 473 1978.59

CHEQUE DATE
prr11/2019

Item Processing:

The User must navigate to the invoice item that contain the debit amount, using the “Next Item” button.
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Item List Previtem | Nest ltem Rotate | Zoomn | Zoom Out | Fitto Width
Select Amount
Cheque  §1,97859 COMPANY Sum = 1878.59
LBX: Default Lbx
nvoice Date Invoice Num Amount
. 06/04/2019 4534578 520.98
Credit Total: 02/08/2019 6901247 479.01
P 05/09/2019 3437485 878.6
Debit Totak
$1,878.50
Balance:
$100.00
INV COR INVOICE NO (C) INV GROSS DISCOUNT NET
INDICAT AMT AMOUNT AMOUNT
=X 4534578 520.98 0.00 520.98
- 6901247 479.01 0.00 479.01
- 3437485 8§78.60 0.00 78.60
Add Record /

In this sample, in order to “Accept” the transaction, the User must edit the invoice information by performing
one of the following actions:

e Adjust the invoice amount in the “Net Amount” field for one or more invoice records.
e Add invoice record/s, using the “Add Record” button, and enter the missing invoice information.
e Replace an amount by zero in the “Net Amount” field for one or more invoice.

Once the “out of balance” condition has been corrected, the User must review other items within the
transaction prior to accepting the Exception item.

3 Notes:

= e If the Lockbox subscribe to “Check Digit” validation on the account information, the User must
ensure a valid account is entered.

¢ The user will not be able to delete the invoice record presented for each coupon/Stub.

o The user will be able to key a “0” dollar invoice amount in order to cancel a remittance stub, and
adjust the invoice amount for other remittance stubs to balance the transaction.

Once the “out of balance” condition has been corrected, the User can proceed to “Accept” the Exception,
since all items within the transaction has already been reviewed.

Note: if the new account information entered did not pass “Check Digit” validation, the following message will
appear on the screen when attempting to “Accept” the Exception item.

Exception Detai

Business Date Lockbox Mumber RefMNo Trans No Exception Code

T/15/2019 110033 |1 UNBALANCED TRANSACTION/CHEQUE AMOUNT DOES NOT BALANCE TO INVOICE AMOUNT A/

The User must review and enter a valid account information to “Accept” the Exception item.
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Cheque Digit failure/Invalid Amount/iInvalid Invoice

There are format and cheque digit validations on the data entered, consistent with the instructions received at
the time of Lockbox Profile enrollment. Account information that failed format or check digit validation will be
left blank by Operator during Lockbox processing, and marked for Exception decisioning.

Web Users will not be able to “Accept” transactions sent to the exception queue until a valid invoice
information is keyed in.

Transaction Review

The “Item List” in this sample includes the following items

Item Name Description
Cheque Single Cheque. Total Credit = 3,081.68
Invoice Invoice Listing. Total Debit = 3,081.68

Exception Detai
=8
=

Business Date Lockbox Number Ref No Trans No Exception Code

15/2019 110037 1 CHECK DIGIT FAILURE/INVALID ACCOUNT/INVALID INVOICE

ransaction Print

Mext ltem / B/W Rear

Item List Rotate | ZoomIn | Zoom Out | FittoWidth

METRO COMPANY , Inc. ' 06686266344
Invoice  §3,081.68 VOID SAMPLES - DO NOT SHIP
137 ERB STREET DATE 9 ':ns 9 I?! \‘2 9 ;‘I g
Credit Total: CALGARY, AB T2M 1C2 . -
306168 mone ABC TEST | $ 3081.68
_ - ORDERCF 6 h
Debit Total: Three Thousand, Eighty-one Dollars and 91/“““‘-“-"5 a o
o816 METROBANK . . e
Balance: OAK VIEWS SQUARE
o 300 - 10 AVE.. TEL: (649} 342-4223
30.0 TORONTO, ON L4C4E1
MEMO Gearglan Bay Tslands Narienal Park, Ontarfo "
"OBEBE BB ILL® K525 ¢2wED M0 F0BL"

TRANSIT NUMBER CHEQUE ACCOUNT

3084

CHEQUE DATE
p7/03/2019

CHEQUE SERIAL
06686266344

CHEQUE AMOUNT

3081.68

Item Processing:

The User must navigate to the invoice item that contain the debit amount, using the “Next Item” button.
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Item List Prav e Rotatz | ZoomIn | ZoomOut | Fitto Width
Select Amount
Cheque | 53,081.68 COMPANY Sum = 3081.68
LBX: Default Lbx
Account No. Amount
Credit Total:
. 001234567890 00000123 740.33
$3.081.68 002345678912 00000234 908.83
Debit Total: 003456789123 00000345 663.48
004567891234 00000456 149,96
$3081.88 005678912345 00000567 619.08
Balance:
0.00
INV COR INDICAT ISN NUMEER ACCOUNT NO (C) NET AMOUNT
- 0012345675900000012 T40.33
- 0023456789120000023 908.53
- 66348
- 0045678912340000045 149.96
- 0056789123450000056 619.08
Add Record

In this sample, the third account number from the listing failed check digit validation. In order to “Accept” the
transaction, the User must key in a valid account number.

(¢

Note: If the new account information entered did not pass check digit validation, or, if the User did
not enter an account number, the following message will appear on the screen when attempting to
“Accept” the Exception item.

Exception Detail

Business Date Lockbox Mumber Ref No Trans No Exception Code

=,

110037 1 CHECK DIGIT FAILURE/INVALID ACCOUNT/INVALID INVOICE

The User must review and enter a valid account information to “Accept” the Exception item.

Cheque Only with No Invoice

Transactions that do not have a reference/invoice number will be marked for Exception decisioning during
Lockbox Processing. Depending on the missing field requirement, the Web User may or may not be able to
“Accept” transactions without completing the missing reference/invoice number.

Sample A: Cheque and Cheque Skirt
Transaction Review

The “Item List” in this sample includes the following items :
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Item Name Description
Cheque Single Cheque. Total Credit = 250.00
Invoice Invoice Listing. Total Debit = 250.00

Exception Detail
Business Date Lockbox Mumber Ref No Trans No Exception Code /
7/15/2019 110040 1 CHEQUE ONLY/WITH NO INVOICE
/ Transaction Print
Item List Prav ftem Mext ltem BAWResr | Rotate | Zoomim | Zoom Out Fit to Width
METRO COMPANY , Inc. ' 88
Invoice | §250.00 VOID SAMPLES - DO NOT SHIP bAE2806 20189
137 ERB STREET Ez8U00b 20773
Credit Total: CALGARY, AB T2M 1C2 :
525000 mone ABC TEST I'$ 250.00
_ - ORDEROF 0 ’
Debit Total: Two H"nd[ed Elﬂ.}[ I!Q"a[s anﬂ /(WDQM'B @ fia
ST . METROBANK . e
Balance: OAK VIEWS SQUARE
o 300 - 10 AVE.. TEL: (649] 342-4223
50.00 TORONTO, ON L4C 4E1
AR
MEND Gearglan Bay Telands National Park, Ontarlo
"gar K552 ewBOAT SLEBSSAZLTN
TRANSIT NUMBER CHEQUE ACCOUNT CHEQUE SERIAL CHEQUE AMOUNT
52522601 5128551217 85 250.00
CHEQUE DATE
06/28/2019

Iltem Processing:

The User must navigate to the invoice item that contain the debit amount, using the “Next Item” button.

Item List Drav fam Rotatz | ZoomIm | Zoom Out | FittoWidth
Select Amount
Cheque | §250.00 COMPANY Sum = 250,00
LBX: Default Lbx
Credit Total: Account No. Amount
$250.00 $ 250.00
Debit Total
$250.00
Balance:
50.00
/ -
INV COR INDICAT ISN NUMBER ACCOUNT NO (C) NET AMOUNT
- 250.00
Add Record
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In this sample, the cheque skirt nor the cheque image contain an account number. The account number field
for this lockbox is “Required” and must pass check digit validation; therefore, the User must enter the invoice
missing account information.

Note: The User can enter one or more invoice records as required.

Since the account number is required and includes check digit validation, the User will be presented with the
following message when attempting to “Accept” the Exception item without entering the missing account
information.

Invalid account number
Exception Detai
Business Date Lockbox Number Ref No Trans No Exception Code /
7/15/2018 : 110040 1 CHEQUE ONLY/WITH NO INVOICE 4

The User must enter a valid account information in order to “Accept” the Exception item.

Sample B: Cheque Only
Transaction Review

The “Item List” in this sample includes the following items

Item Name Description

Invoice Cheque Image added as the Invoice.
Total Debit = 412.00

Cheque Cheque Only. Total Credit =412.00

In this sample, since the transaction is cheque only, the invoice item will be presented first under “Item List”.
The User will be able to enter the missing account information in the fields presented with the image.
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Exception Detail
Business Date Lockbox Number Ref No Trans Mo Exception Code
7/15/2018 110041 1 CHEQUE ONLY/WITH NO INVOICE M/
/ Transaction Print
Item List Srevtem | Nextltem 'WResr | Rotate | Zoomin | ZoomOut | Fitto Width
METRO COMPANY , Inc. 3246717316
Cheque  §412.00 VOID SAMPLES - DO NOT SHIP ’ )
137 ERB STREET DATE g Z 9 I-§ Yz 9 ;l g
Credit Total: CALGARY, ABT2M 1C2
se1200 myone ABC TEST I $ 412,00
Debit Total: Four Hundred Twelve Dollars an Y oo bouaRs A Ta
LT METROBANK : e
Balance: 0AK VIEWS SQUARE
- 300 - 10 AVE.. TEL: (649) 342-4223
$0.00 TORONTO, ON L4C 4E1
MEMO Geargfan Bay Tslands Natiomal Fark, Ontarfo e
"3 ALE?PEPIAET KNS5 déwB0O RN TILEZLS0 LGS
INV COR INVOICE NO (C) INV GROSS DISCOUNT NET
INDICAT AMT AMOUNT  AMOUNT
- 412.00 0.00 412.00
Add Record

(¢

image.

Note: The User will be able to “Accept” the Exception item without reviewing the cheque item
under “Item List”; this is due to fact that the same cheque image was presented as the invoice

Unacceptable payee

Iltems will be marked for Exception decisioning when the Payee information on the cheque does not match any

acceptable payees on file for the lockbox.
Authorized Web Users will have the option to “Reject” or “Accept” transactions after review the information.

Business Date

Item List

Select Amount

ccn

Cheque £50.00

Invoice §250.0(
Credit Total:

Debit Total:

Balance:

Exception Detail

Lockbox Mumber Ref No Trans No

110045 1

g

Transaction Print

Mt ltzm

Exception Code

L

UNACCEPTABLE PAYEE

METRO COMPANY , Inc. 587710541
VOID SAMPLES - DO NOT SHIP S
137 ERB STREET pae 27062019
CALGARY, AB T2M 1C2
mrone _ACME INC | $ 200.00
Two Hundred Doliars and ~Lowoouses fy e
METROBANK e
o OAK VIEWS SQUARE
: 300 - 10 AVE.. TEL: (649} 342-4223
TORONTO, ON  L4C 4E1
p— MEMO Gearghan Bay Telands MNational Fark, Ontarts "
PEA7?AO0GL A" 2G2S EmEO R L7 7 hw G
TRANSIT NUMBER CHEQUE ACCOUNT CHEQUE SERIAL CHEQUE AMOUNT
477134 587710541 200.00

PAYOR NAME
METRO COMPANY INC,

CHEQUE DATE
ps/2772019
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Item Processing:

The User must navigate to the cheque items, using the “Next Item” button, to review all cheques within the

transaction.

Item List Prey ltem MNext ltem /W Rea Rotate Zoom In Zoom Out Fitto Width
Chegue | 520000 METRO COMPANY |, Inc. 874
VOID SAMPLES - DO NOT SHIP ’ )
patE0 307 2019
Invoice £250.00 137 ERB STREET o MY ¥ ¥ Y
CALGARY, ABT2M 1C2
Credit Total: By oTE ABC TEST | $ 50.00
HEEIY Fi ( d /oooow\ns B Lo
Debit Total: METROBANK S
T OAK VIEWS SQUARE
- 300 - 10 AVE.. TEL: {649] 342-4223
Balance: TORONTO, ON L4C 4E1
50.00 e
me MEMG Gearghan Bay Iefands National Piark, Ontarfo
gL CP0LEEwL LA LLT?IF0OBm 3w d0t
TRANSIT NUMBER CHEQUE ACCOUNT CHEQUE SERIAL CHEQUE AMOUNT
70166412 4473308232 874 50.00
PAYOR NAME CHEQUE DATE
METRO COMPAMNY, INC. 07/03/2019

In this sample, the Payee for Cheque 1 is unacceptable. The User will decide whether to “Accept” or “Reject”

the Exception item.

Remittance Shows Credit Balance

Iltems will be marked for Exception processing when the transaction contains a remittance with a credit
amount. The credit remittance balances the transaction, however, the application will not prompt the negative
amount leaving remittance/invoice payment amount blank and out of balanced.

Exception Detai
Business Date Lockbox Number Ref No Trans No Exception Code
7 110047 1 REMITTANCE SHOWS CREDIT BALANCE
/ Transaction Print
Item List Prev e Meatt ltem BAWResr | Rotate | ZoomIn | Zoom Out | Fitto Width
———— |
METRO COMPANY , Inc. ' 74
Invoice | §1,711.15 VOID SAMPLES - DO NOT SHIP ’ )
137 ERB STREET paE 2 7 0 6 2 9 ;‘ \3
Credit Total: CALGARY, ABT2M 1C2
— pome _ABC INC | $ 763.71
Debit Total: Se ” i | Sixty-tt D " i /OD s Ig AT
SIE METROBANK e
Balance: OAK VIEWS SQUARE
o 200 - 10 AVE.. TEL: {6491 342-4223
(3947.44) TORONTO, ON LAC 4E1
.4
MEMC Geargian Bay Islands National Park, Ontarie
P X552 egwmB0ORN bbkEwlLZLGN
TRANSIT NUMBER CHEQUE ACCOUNT CHEQUE SERIAL CHEQUE AMOUNT
52522601 11211245 74 763.71
CHEQUE DATE
06/27/2019
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Item Processing:

The User must navigate to the invoice item that contain the debit amount, using the “Next Item” button.

Transaction Print
Item List Previtem | Mextltem Rotate | ZoomIn | Zoom Cut | Fitto Width
Select Amount
Cheque  S$763.71 COMPANY Sum = 763.71
LBX: Default Lbx
Credit Total: Account No. Amount
00001234567890001234 $258.80
e 00002345678910002345 $-974.44
Dehit Total: 00003456789120003456 $789.13
—— 00004567891230004567 $663.22
.7 =3
Balance:
(3947.44)
/ -
INV COR INDICAT ISN NUMBER ACCOUNT NO (C) MET AMOUNT
- 00001234567850001234 258.80
- 00002345678910002345 0.00
- 00003456769120003456 789.13
= 00004567891230004567 663.22
Add Record

In this sample, the User must adjust the invoice information in order to balance the transaction.

Note: if the Lockbox requirement is to only accept payment amounts with positive values, the User will not
be able to enter a negative payment amount.

Postdated Cheques Outside of Range

Items will be marked for Exception processing when the issue date of the postdate cheque is outside the
retention period indicated in the processing instructions, and Customer has indicated that item should be sent
to Exceptions queue for review/decisioning.

Exception Detail
Business Date Lockbox Number Ref No Trans No Exception Code
19 110049 1 POST DATED CHEQUES OUTSIDE OF RANGE

Transaction Print

Item List Bravitem | Mestltem /
il |

METRO COMPANY , Inc. ' 67
Invoice  $8.97 VOID SAMPLES - DO NOT SHIP

137 ERB STREET pae 0 50 1 2 P 3 @
CALGARY, AB T2M 1C2 _

Credit Total: BromE ABC INC | $ 895.97

Eight Hundred Ninty-five Dollars and 9 ooscurms py 2o
Debit Total: METROBANK . ] e
QAK VIEWS SQUARE

300 - 10 AVE.. TEL: (6491 342-4223

Balance: TORONTO, ON L4C 4E1

$0.00 "
0 MEMO Geargian Bay Idands Narional Fark, Ontarfe

Rotstz | ZoomIn | Zoom Cut | Fitto Width

£30597

"E7e 5252 2mB0OAN 5775~ 2B58L07"
TRANSIT NUMBER CHEQUE ACCOUNT CHEQUE SERIAL CHEQUE AMOUNT

52522601 57752858107 67 §95.97

CHEQUE DATE
01/05/2021
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Note: The User must review all other items included in the transaction, by using the “Next Item” button, prior

to accepting the Exception item.

Paid in full

Processing instructions indicate that cheques with "Paid in Full" notations should be directed to the

Exceptions queue for Customer review/decisioning.

Paid in Full indicates the Payor considers this cheque to cover any remaining money owed on their
account/invoice. Typically, the notation is added on the Memo line; also may be written as “Final Payment”,

“Final Cheque” or “Final Remittance”.

In this sample, the User must review the cheque to determine whether the item is to be accepted or rejected.

Note: The User must review all other items included in the transaction, by using the “Next Item”

-,
\I,f’ button, prior to accepting the Exception item.
Exception Detail
Business Date Lockbox Number Ref No Trans No Exception Code /
7/15/2018 110050 1 PAID IN FULL
Transaction Print
Item List Prev Item Mext [tem B/W Rear Rotate Zoom In Zoom Cut Fit to Width
METRO COMPANY , Inc. ) 31117515
Invoice | $250.00 VOID SAMPLES - DO NOT SHIP
owE 0 407 2019
|nvoice 137 ERB STREET D D M OB Y Y YV
CALGARY, ABT2M 1C2 .
Credit Total: PR TOTHE ABC INC E $ 250-00
ORDEROF
R . . 0/ . e
B JTwo Hundred Fifty Dollars and e vy
Debit Total: METROBANK , Tpsomten
25000 OAK VIEWS SQUARE
Bal 300 - 10 AVE.. TEL: (649) 342-4223
alance:
TORONTO, ON L4C 4E1 PAID IN EULL
30.00 MEMG e
Gearghan Bay Sslands National Park, Ontarto
™3LLL?5L05 K525 dwBO L 5L 2L
TRANSIT NUMBER CHEQUE ACCOUNT CHEQUE SERIAL CHEQUE AMOUNT
5252260 5424 31117515 250.000
PAYOR NAME CHEQUE DATE
METRO COMPANY INC, 070472019
.
Other Instructions

There could be instances where the User is unable to “Accept” the transaction after editing the
invoice/account information. For these instances, the “Balance” field will be highlighted in yellow, even
though the transaction is balance as the field amount displays “0”. Please refer to the sample provided below.
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Business Date

7/22/2019
Item List
Select Amount
Cheque §572.06
Credit Total:
Debit Total:
Balance:

Exception Detail
Lockbox Mumber Ref No Trans No Exception Code /
110006 2 CHEQUE ONLY/WITH NO INVOICE A
Transaction Print
Prew trem A/v Rotste | Zoomln | Toom Out | Fitto Width
COMPANY Sum = 572.06
LBX: Default Lbx
Date Invoice Num  Amount
= 16/12/1997 383 21.97
FEhe 08/03/2017 611 550,09
$572.06
-
0.00% A/
-
Inv Cor Indicat Muméro ISN MNuméro compte Montant net
- 45745585566 2197
- 85969332544 550,09
Add Record

In these scenarios, the User must select the “Previous Item” button. With this action, the yellow highlight on
the “Balance” field will be removed, and the User will now be able to “Accept” the transaction.
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