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INTRODUCTION 
This booklet introduces users to the screens used in the daily maintenance 
of ATM and Debit cards.  The manual provides answers to several frequently 
asked questions about the daily maintenance of ATM and Debit cards, such 
as how to create a card, how to reorder a card, and how to change the status 
on a card.  It also provides examples of ATM and Debit card reports that are 
archived daily in CU*SPY.    

This manual is for users who have access to MNATMD #1 ATM/Debit Card 
Maintenance, which allows daily maintenance on ATM and Debit cards.  
Users who only need to view the ATM and Debit cards screens can access 
view-only versions of some of the screens shown in this manual through 
MNATMD #2 ATM/Debit Card Activity/Inquiry. 
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FREQUENTLY ASKED QUESTIONS 
Before moving to the answers to these questions (beginning on page 7), be 
sure to review the introduction to the entry screens (beginning on the next 
page).   Answers to the questions follow this overview. 

• Question 1:  My member is the primary account holder and wants to 
get a brand new ATM/Debit Card.  How do I order him or her a card? 
See Page 7. 

• Question #2:  My member’s card is worn and I need to reorder him 
or her a replacement card.  How do I do this?  See Page 12. 

• Question #3:  My member’s spouse or child needs an ATM/Debit 
card.  How do I create a card that does not have the primary account 
holder’s name on the card?  See Page 15. 

• Question #4:  I need to issue the member a specific card number.  
How do I do this?  See Page 16. 

• Question #5:  A cardholder has lost his or her card.  How do I 
change the status of the card to mark it as a “hot” card?  See Page 
17. 

• Question #6:  I need to close a card that is no longer needed.  How 
do I do this?  See Page 20. 

• Question #7:  How do I see all of the cards issued to a member’s 
account?  See Page 22. 

• Question #8:  How do I view the activity or on a specific card?  See 
Page 23. 
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INTRODUCTION TO THE ENTRY 

SCREENS 

A NEW MENU FOR YOUR ATM/DEBIT CARD PROCESSING 
A new menu has been created to be your ATM/Debit Card Processing 
headquarters.  Most of this manual will deal with option #1-ATM/Debit Card 
Maintenance, which allows you to view existing cards, perform maintenance, 
and order new cards.  Access to this option should be given only to people in 
charge of processing ATM and Debit cards.  Option #2-ATM/Debit Inquiry 
allows view-only access to some of the screens available though the first 
option and should be given to employees who will not order or perform 
maintenance on ATM or Debit cards. 

MNATMD Menu Screen 
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 MAIN ATM/DEBIT SCREENS 
You will work from two main ATM and Debit Card screens to perform all 
your maintenance, including ordering and reordering new cards or marking 
a card as a “hot” card. 

The Entry Screen - MNATMD #1 ATM/Debit Account/Card Maintenance 

 

This is the entry screen for performing maintenance on a card, viewing card 
configuration, or ordering a new card.   

You have three options from this screen: 

• Enter a valid account base to view all cards associated with that 
account.   

• Enter the full ATM or Debit card number (to view only that card) 

• Enter the last four digits of the ATM or Debit or card number (to view 
all cards with containing those last four digits).   

NOTE:  You will see a similar entry screen when entering via MNATMD 
#ATM/Debit Card Activity Inquiry.  Entering through this option will not 
allow maintenance or card ordering/re-ordering, but will simply allow a user 
to view some of the screens shown in this booklet. 

Enter the entire card 
number or just the last four 

digits of the number here. 
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Maintenance Screen 

 
You move to the screen above when you enter an account base number, the 
last four digits of a credit card number, or the full card number in the entry 
screen.   From this screen, you can select a card and use the options to 
perform maintenance.  This screen is also the starting point for creating a 
new ATM or Debit card.  All cards, regardless of status, will appear on this 
screen. 

From this screen, select a 
card and use the Options to 

perform maintenance on 
the card 

Use F6-Add Card to begin 
creating a new card.   
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ANSWERS TO FREQUENTLY ASKED 

QUESTIONS 
Question 1:  My member is the primary account holder and 
wants to get a brand new ATM/Debit Card.  How do I order 
him or her a card? 
These directions cover how to order a new card for the primary account 
holder.  Questions #2 and #3 cover reordering a card and ordering a card 
with a different name (for example a spouse or child also needs a card). 

• Refer to the Instant Card Issue section on page 26 if you are offering 
CUB*ASE integrated Instant Card Issue at your credit union. 

1. Use MNATMD #1 ATM/Debit Card Maintenance (see page 5).  Enter 
the member’s account number, the last four digits of the card 
number, or the full card number in the entry screen.  Press Enter. 

2. The Maintenance screen (shown below) will appear.  Use F6-Add Card 
to move to the BIN selection screen.   

Maintenance Screen  

 

Use F6-Add Card to 
order a new card for the 

member. 
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BIN Selection Screen 

 

3. This screen lists the BINs available. (For more information about BIN 
configuration see page 32).  Select the appropriate ATM or Debit Card 
BIN from the list.  This will take you to the Card/PIN Order screen. 

Card/PIN Order Screen 

 

For complete details on the fields on this screen, please refer to 

CU*BASE GOLD Online Help (click the  link) 
while working in this screen. 
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Ordering the Card 

 

4. Confirm that the Line 1 name is correct.   (In this case it should be 
the member’s name since we are creating a card for the member).  A 
different name can be entered if you are creating a card for a family 
member.  See Question #3 - “My member’s spouse or child needs an 
ATM/Debit card. “ for a screen example  

• If you are entering a company name you will need to change 
the name to follow this method shown below.  Fill the first name field 
completely, then the middle initial field and finally the last name field.   

 
If the company name only fills the first name field, CU*BASE will 
produce an emboss record order, but it will not be processed 
correctly by the vendor.  In these instances, only check the “Send 
maintenance” checkbox.  Then order the card directly from your 
vendor.  

• Line 2 is reserved for use with platforms that will accept a two 
line card embossing.  Not all vendors support this through online 
processing.  Contact your vendor to see if Line 2 embossing is 
supported. 

 
5. Confirm that the correct Social Security Number and phone number 

are entered in the fields.  CU*BASE pulls the primary account 
holder’s social security number and home phone number.  You can 
change this information, for example to allow a member to activate a 
card via a cell phone. 

6. Now we need to add the accounts that will fund this card’s 
transactions.  Click F13-Accounts to add funding accounts for the 
card.  The account base you entered previously will appear in the 
Relationship account field.  Confirm you have the correct account 
base and member name. 

Refer to your vendor to 
determine if changes can 
be made to these fields.  
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Attached Accounts Screen 

   

NOTE:  The first account listed on this screen is the Relationship 
account.  This account is used for Tiered Services and Marketing 
Club features.   

7. Enter a Funding account in the next field.  This is the primary 
account that the ATM or Debit card will use when performing 
Signature based and Non-Pinned POS transactions.  The funding 
account entered in this field must also be listing in the appropriate 
section below. 

NOTE:  It is recommended that he Funding account on a Debit Card 
be a checking account to avoid transaction denials.  Check with your 
vendor to determine whether a savings account can be used. 

8. Enter any additional accounts (different suffixes for the relationship 
account (see above) or accounts from different memberships entirely) 
that the cards are allowed to access when performing transactions in 
the area below.  There are areas for savings, checking and line of 
credit accounts.   

• The number of accounts allowed is dependant on your vendor 
configuration. 

9. Press Enter to view the names of the account holders. 

10. When you are finished entering the accounts, use F3-Backup to 
return to the card order screen. 

11. Use Add/Update to order the card. 

Note On Checkboxes Required When Ordering a Card 

In order to send a complete card order be sure to that the “Send 
Maintenance,” “Order Card” and “Order PIN” checkboxes are checked when 
placing your new card order.  If these are left checked on the day the card 

Enter the account that is the 
primary funding account here.  

This account must be listed in the 
area below as well. 

In this area list all of the 
accounts that will provide 

funds for the card.    
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order is generated, the end-of-day maintenance report (LADMXX1A) will 
display this as a "New Card Order," notifying the card processor that a Card 
Record, Plastic, and PIN should be generated.   

If you wish to only send maintenance for new card order, as you have 
performed an instant issue card or are performing an overnight request with 
your card processor, you would want to make sure the Send Maintenance is 
checked and Order Card and Order PIN checkboxes are unchecked this will 
result in only maintenance file being sent when creating the card, the end-
of-day maintenance report (LADMXX1A) will display this as a "New Card". 

If you wish to only produce a plastic and send maintenance for new card 
order, as you are using member select PINs, make sure that the Send 
Maintenance and Order Card boxes are checked when creating the card, and 
the Order PIN flag is unchecked, this will appear as "New Card Plastic" in the 
maintenance report; the card processor would receive a request to generate a 
Card Record and Plastic only. 

If you wish to create a replacement card order utilizing the Reissue Card/PIN 
selection and you only wish to order a replacement card make sure that 
ORDER CARD checkbox is checked and the Order PIN checkbox is 
unchecked, this will appear as "Reissue Card Plastic" in the maintenance 
report; the card processor would receive a request to generate a Card Record 
and Plastic only.  

Alternatively, if wish to create a PIN order utilizing the Reissue Card/PIN 
selection make sure the the Send Maintenance and Order Card checkboxes 
are unchecked and the Order PIN checkbox is checked, this will appear as 
"Reissue Card PIN" in the maintenance report; the card processor would 
receive a request to generate a PIN mailer only.   
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Question #2:  My member’s card is worn and I need to reorder 
him or her a replacement card.  How do I do this? 

These directions cover the process to reorder (reissue) ATM or Debit cards.  
The reordered card will have the same settings and funding accounts as the 
original card.  These steps are also used when members have forgotten their 
PIN and need to have it resent to them.   

• NOTE:  Check with your vendor to determine if replacement card 
orders can be processed through CU*BASE. 

• Refer to the Instant Card Issue section on page 26 if you are offering 
CUB*ASE integrated Instant Card Issue at your credit union. 

1. Use MNATMD #1 ATM/Debit Card Maintenance (see page 5).  Enter 
the member’s account number, the last four digits of the card 
number, or the full card number in the entry screen.  Press Enter. 

Reordering a Card (Step 1) 

  

1. Select the card in question from the list and use the Reorder 
Card/PIN option.  

2. Confirm that the member’s name, account base, social security 
number and phone number are correct and make any needed 
changes.  For example, you might change the phone number if the 
member wanted to activate the card via a cell phone. 

Select the card and then the 
Reorder Card/PIN option.   
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Reordering a Card (Step 2) 

 

3. Leave the appropriate checkbox(es) checked—either the “Order card” 
or the “Order PIN” checkbox.   

• If you check the Order Card option, a card will be reordered 
and sent to the member.   

• If you check Order PIN option, the PIN number will be resent 
to the member.  You can check either one of the options or 
both of the options.   

• IMPORTANT!!  Checking these items is required in order for a card 
to be reordered or a PIN to be resent.   
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Reordering a Card (Step 3) 

 

4. Use F5-Add/Update to complete the reordering of the card or PIN. 
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Question #3:  My member’s spouse or child needs an 
ATM/Debit card.  How do I create a card that does not have 
the primary account holder’s name on the card? 

Ordering an ATM or Debit card for a person with a different name than the 
primary account holder’s name is very similar to ordering a card for the 
primary member on the account.  This process might be followed, for 
example, when you create a card for a spouse or child of a member.   

Follow the directions in Question #1- How do I create a card for a member? 
(see page 7).  While on the screen shown below, simply enter the new 
embossing information, including the new name, social security number or 
phone number, as appropriate. 

Changing the Embossing Information on a Card 

 

On this screen, enter the name 
of the new cardholder. 

To protect the privacy of 
the member you may 

wish to enter a new 
social security number 

here.  You can also 
enter in a new phone 
number here as well. 
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Question #4:  I need to issue the member a specific card 
number.  How do I do this?  

Sometimes you may want to control the card number a specific card 
receives.  For example, you may have issued a card through the vendor’s site 
and need to create the card in CU*BASE.  Or perhaps you are sharing a BIN 
with other credit unions and are using a set list of numbers to create your 
cards.  

You can only select a specific card number when you create a new card.  
Follow the directions in Question #1 (see page 7) except for the following 
steps: 

Card/PIN Order Screen 

 

1. When you come to the Card PIN Order Screen (shown above), use the 
F21-Unlock Card#.  The card sequence # field will become an input-
capable field that will allow you to enter the specific card number. 

2. Enter the number you wish to use in the field.  In the example above 
the number “9999” was entered. 

Use F21-Unlock Card# to 
open the card number field 

where you can enter your own 
card number for the ATM or 
Debit card you are ordering. 
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Question #5:  A cardholder has lost his or her card.  How do I 
change the status of the card to mark it as a “hot” card? 

Follow these directions to change the status of a card to mark it as a “hot” 
card. 

1. Use MNATMD #1 ATM/Debit Card Maintenance (see page 5).  Enter 
the member’s account number, the last four digits of the card 
number, or the full card number in the entry screen.  Press Enter. 

Maintenance Screen  

 

2. Select the card in question from the list and choose the Change 
Status option.   

Select the card and then 
the Change Status option.   
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Card Status Screen 

 

3. On the Change Card Status screen, enter an H in the Card Status 
field or use the lookup next to card status to select the “Hot 
(Lost/Stolen)” code from the list.   

Card Status Code Selection Screen 

 

• NOTE:  You cannot close a card using this method.  See the 
following Question 6 on page 20 for directions on how to close a 
card.) 

 
4. You can choose to enter an optional Additional Status code or use the 

lookup for a list of Additional Status code options.  Use this field to 
explain the reason that the card is a “hot” card.  This affects the 
treatment of the card if it is used in the future or if the member finds 
it. 

 

Use the Card Status and 
optional Additional Card 
Status fields to indicate 

the new status of the 
card.   
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Additional Status Code Selection screen 

 

• For an explanation of the different Additional Codes, refer to the 
CU*BASE online help.  Access the online help by clicking on 

 on the lower right hand corner of this screen. 

Change Card Status Screen 

 

5. Use F5-Update to completete the process.  The Maintenance Screen 
will then show the updated status. 
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Question #6:  I need to close a card that is no longer needed.  
How do I do this?   

This section explains how to close an ATM or Debit card.  For example, a 
member might be deceased. 

2. Use MNATMD #1 ATM/Debit Card Maintenance (see page 5).  Enter 
the member’s account number, the last four digits of the card 
number, or the full card number in the entry screen.  Press Enter. 

Maintenance Screen  

 

1. Select the card in question from the list and choose the Close option. 

Select the card and then 
the Close option.   
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2. This will move you to the Change Card Status screen where you can 
review the information on the card you are closing. 

Change Card Status Screen 

 

3. Use F5-Close Card to completely close the card. 

• WARNING:  This action will completely close the card, and 
you will not be able to reactivate it. 
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Question #7:  How do I see all of the cards issued to a 
member’s account?  

You may wish to view all of the cards issued to a particular member account. 

1. Use MNATMD #1 ATM/Debit Card Maintenance or #2 ATM Debit 
Card/Activity Inquiry (see page 5).  Enter the member’s account 
number.  Press Enter to view all of the cards associated with that 
account number, regardless of status. 

Maintenance Screen  
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Question #8:  How do I view the activity on a specific card?   

The Network Activity screen lists all of the activity on the ATM or Debit card 
for the last 90 days. 

1. Use MNATMD #1 ATM/Debit Card Maintenance (see page 5).  Enter 
the member’s account number, the last four digits of the card 
number, or the full card number in the entry screen.  Press Enter. 

Maintenance Screen  

 

1. Select the card in question from the list and choose the Activity 
option.   

2. Selecting this option takes you to a screen listing a record for each 
transaction item that CU*BASE received for the card.  Certain 
transactions will not be recorded, such as transactions that were 
denied at the switch itself (fraudulent transactions or transactions 
where the PIN did not match, for example).  

Select the card and then the 
Activity option.   
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Card Activity (Screen #1) 

   

 

For complete details on the columns on this screen, please refer 

to CU*BASE GOLD Online Help (click the  
link) while working in this screen. 



Daily Maintenance of ATM and Debit Cards 25 
 

3. Select a record on the list to view a detail of that transaction.  On this 
screen you can view detailed information on the selection.   

Card Activity (Detail) 

 

For complete details on the fields on this screen, please refer to 

CU*BASE GOLD Online Help (click the  link) 
while working in this screen. 
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INSTANT CARD ISSUE 
CU*Answers has partnered with Data card Group to offer an integrated 
Instant Card Issue feature when requesting either a new card or a 
replacement card through MNATMD #1-ATM/Debit Card Maintenance.  Flat 
un-embossed plastics are printed at your credit union that can be used 
immediately by your member with their own selected PIN number.  This 
feature requires a specialized printer with software provided by Datacard 
Group. Following are the steps to produce an Instant Issue Card. 

• Contact Gividends for more information on the activation of this 
feature. 

PRODUCING AN INSTANT ISSUE CARD 
1. If issuing a new card, use F13-Accounts to select the funding 

accounts for the card, as with any card order. 

2. Use F14-ICI to use the Instant Issue integration with CU*BASE EFT 
standard platform.   

 

The Daily Limits section will not show on a replacement card order. 
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3. The Employee Security Screen will appear next.  Enter your 
Employee ID and password and press Enter.   

o The employee ID entered here (as well as the workstations 
approved for ICI requests) must be configured in the 
CardWizard software. This is the security feature to manage 
who and where ICI card requests are approved.   

    

4. Make your selections on the Instant Card Issue screen (see following). 

 

• The Instant Card Issue screen may require entry for the card 
stock/image value.  Use the “Card Image” field lookup to select the 
card stock.  If blank, CU*BASE will use the default card image (card 
stock) configured in the CardWizard server. (Optional field) 

• Use the “Enter PIN and Re-enter PIN fields to enter a member 
selected PIN using the PIN pad connected to the workstation. 
(Required field) 

• Use Repin only if the PIN offset is not on the track data of the card for 
a member selected PIN.   

• The “Print or queue” field allows the flexibility to instantly print the 
card or send it to a print queue.  Blank=Default indicates this field is 
not used.  (Card formats must be formatted on CardWizard for this 
option to work.) (Optional field) 

• Select whether to activate the card immediately or not (Instant 
activation drop-down).  Blank=Default indicates this field is not used. 
(Card formats must be formatted on CardWizard for this option to 
work.) (Optional field) 
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5. Press Enter.   

6. The Instant Card Issue screen sends a record with the member 
selected PIN to CardWizard, who will upload this data to card vendor. 
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ON DEMAND EXCEPTIONS REPORT 
MNATMD #7-Exceptions Report produces an on demand version of the three 
exception reports.  This includes the LPANEX1, LPANEX2, and LPANEX3 
Reports.   

• Due to the length of these reports and the time required to generate 
them via this option, it is recommended that you instead access these 
reports via CU*SPY.  These reports are posted daily to CU*SPY so you 
can view previous days reports on CU*SPY.  Examples of these 
CU*SPY reports are shown later in this document. 

The first exception report lists the transactions that CU*BASE denied.  The 
second report lists the un-posted transaction (transactions that CU*BASE 
could not post that require some action on your part), as well as the NSF 
transactions (informational only).  The third report lists accounts that were 
charged foreign transaction fees.   

MNATMD #7-Exceptions Report 

 
12/03/10  10:10:34                                    SUCCESS CREDIT UNION                            LPANEX1          PAGE    1 
     RUN ON  12/03/10                                          DENIALS                                               USER  
                                                    DATE RANGE:  12/03/10 - 12/03/10 
      ACCOUNT                     MESSAGE   TRAN                        TRANS                              MESSAGE    TRANS 
      NUMBER    CARD NUMBER         TYPE    CODE     TERMINAL           AMOUNT  MESSAGE                    CODE       DATE 
      5999 000  499999******1170   1200     011000                       20.00  Insufficient Funds.        0051      12/03 
           LINK: NO Act2 Record    REF#: 03377868      MERCHNT: 100 MAIN STREET THE PARK BANK NECEDAH        WI 
     59999 000  599999******1207   1100     003000                        7.47  No Card Record.            0056      12/03 
           LINK: NO Act2 Record    REF#: 000000561847  MERCHNT: 00000000000000000561847 120310 BFG*BIGFISH866921696 0    , 866-92 
     89999 000  479999******7163   1200     012000                      100.00  Insufficient Funds.        0051      12/03 
           LINK: NO Act2 Record    REF#: 035500004325  MERCHNT: HWYS 16  44 PO BOX 999 KWIK TRIP 825 HOKAH          MN 
                                                           ** END OF REPORT ** 
 

 

 
12/03/10  10:10:34                                    SUCCESS CREDIT UNION                            LPANEX2          PAGE 
     RUN ON  12/03/10                                       POSTING ERRORS                                           USER                                                    
DATE RANGE:  12/03/10 -  12/03/10 
      ACCOUNT                     MESSAGE   TRAN                        TRANS                              MESSAGE    TRANS 
      NUMBER    CARD NUMBER         TYPE    CODE     TERMINAL           AMOUNT  MESSAGE                    CODE       DATE 
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                                                           ** END OF REPORT ** 
 
 
 
12/03/10  10:10:34                                    SUCCESS CREDIT UNION                            LPANEX3          PAGE 
     RUN ON  12/03/10                                          ISA FEES                                              USER                                                    
DATE RANGE:  12/03/10 - 12/03/10 
 STLMNT   ACCOUNT # /                     MESSAGE  TRAN                              TRANS                          MESSAGE    TRAN 
  DATE  STLMNT AMOUNT CARD NUMBER         TYPE     CODE   TERMINAL                   AMOUNT  MESSAGE                CODE       DATE 
                                                           ** END OF REPORT ** 
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ATM CONFIGURATION SCREENS 
The following screens allow your to view all vendor configurations that are 
currently supported on the CU*BASE Standard ATM/Debit card platform.  If 
you are considering changing vendors, this allows you to check out the other 
vendor options. 

You will have view-only access to these configuration screens.  MNATMD #16 
Vendor Config Inquiry displays a list of vendors.  Select a vendor to view the 
options that are supported by that vendor.    

A vendor configuration screen is show below. 

MNATMD #16 Vendor Config Inquiry (Screen #2) 

 

If this Stock Code box is 
checked, this vendor 

supports Stock Codes.  
See Page 35 for more 

details   
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MNATMD #17 BIN Config Inquiry provides you with a list of your BINs.  
Select a BIN to view its configured settings.  These configuration screens 
control what options your credit union has contracted to use.  An example of 
a BIN configuration is show below. 

MNATMD #17 BIN Config Inquiry (Screen 2) 

 

Pressing Enter from this screen will allow you to move through the PIN 
configuration screen and the SIG (signature) configuration screens.  While 
many credit unions use the same vendor for both services, the separation 
allows for two different vendors and also allows for different online and 
offline limits for PIN-based and signature-based transactions. 

For complete details on the fields on this screen, please refer to 

CU*BASE GOLD Online Help (click the  link) 
while working in this screen. 
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BIN Configuration (PIN Configuration--Screen 3) 

 

BIN Configuration (SIG configuration—Screen 4) 

 

For complete details on the fields on these screens, please refer 

to CU*BASE GOLD Online Help (click the  
link) while working in this screen. 
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MNATMD #18 Service Charge Groups Config Inq shows a listing of the 
current service charge groups.  Select a service charge group to view its 
configuration.  An example of a configuration is show below. 

MNATMD #18 Service Charge Groups Config Inq (Screen 2) 
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MNATMD #19 Card Stock Config Inquiry shows you a listing of the card 
stock options associated with each BIN.  An example of a listing of stock 
code options is shown below.  

• Not all vendors support stock codes.  Refer to the Vendor 
Configuration screen (shown on page 31) for the field that determines 
whether this feature is supported.   

Contact a Client Service Department Representative for assistance setting up 
this feature. 

MNATMD #19 Card Stock Config Inquiry (Screen 1) 
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CU*SPY ATM REPORTS 
Following is a listing of the ATM/Debit reports that are archived daily to 
CU*SPY. 

TRANSACTIONS DETAIL REPORT 
Report Name LPANTX1 

CU*Spy Menu Electronic Third Party 

When Report is 
Generated 

EOD 

View/Print Daily 

Description 

This report lists transactions to be compared to your ATM/Debit 
vendor report for daily balancing comparison.  This report is by 
card number order.  This report also included credit card 
transactions. 

Purpose / Tips 

It is produced during end of day processing for transactions posted 
to CU*BASE from transactions sent from your vendor.  Both this 
and the accompanying summary report are used for balancing and 
research purposes.  

Responsible 
Employee 
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ATM/DEBIT TRANSACTIONS SUMMARY REPORT 
Report Name LPANTX2 

CU*Spy Menu Electronic Third Party 

When Report is 
Generated 

EOD 

View/Print Daily 

Description 
This report will list transactions to be compared to your 
ATM/Debit vendor report for daily balancing comparison.  This 
report is by card number order. 

Purpose / Tips 

It is produced during end of day processing for transactions posted 
to CU*BASE from transactions sent from your vendor.  Both this 
and the accompanying detail report are used for balancing and 
research purposes. 

Responsible 
Employee 

 

 

 

 



 

38 Daily Maintenance of ATM and Debit Cards 
 

EXCEPTION REPORT- DENIALS 
Report Name LPANEX1 

CU*Spy Menu Electronic Third Party 

View/Print Daily 

When Report is 
Generated 

EOD 

View/Print Daily 

Description 

This report contains information on why a member’s transaction 
was declined by the CU*BASE system and is the first source your 
personnel should use in researching a declination.   This report 
ATM/Debit Card and credit card denials. 

Purpose / Tips This report is a good resource for determining denials from the 
previous day for members. 

Responsible 
Employee 
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EXCEPTION REPORT - EXCEPTIONS 
Report Name LPANEX2 

CU*Spy Menu Electronic Third Party 

View/Print Daily 

When Report is 
Generated 

EOD 

View/Print Daily 

Description 

This report includes posting exceptions that were posted to the 
suspense G/L account and accounts that were posted NSF. 

Preapproved authorization exceptions can also appear on this 
report when the funds can’t be secured on the member’s account 
due to situations like the card being closed, the status of account 
being closed, frozen, etc.  The member’s account should be 
reviewed and a determination should be made by the credit union 
to manually secure the funds.   

This report includes both ATM/Debit and credit card posting 
errors. 

Purpose / Tips 
This report is a good resource for determining items that need to 
be posted by hand.  You may want to review the accounts that 
were posted negative.   

Responsible 
Employee 
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ISA FEES 
Report Name LPANEX3 

CU*Spy Menu Electronic Third Party 

View/Print Daily 

When Report is 
Generated 

EOD 

View/Print Daily 

Description 

This report contains all ISA fees processed for your members for 
the previous day.  This report is sorted by settlement date detail 
and summary. 

This report includes both ATM/Debit and credit card ISA fees. 

Purpose / Tips Use this to review summary of ISA fee by settlement date.   The 
totals (by settlement date) are included at the bottom of the report. 

Responsible 
Employee 
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ACCOUNT POSTING DETAIL REPORT 
Report Name LPANAC1 

CU*Spy Menu Electronic Third Party 

When Report is 
Generated 

EOD 

View/Print Daily 

Description 

This report will list transactions to be compared to your 
ATM/Debit vendor report for daily balancing comparison.  This is 
presented by member account number.  This would also include 
credit card transactions 

Purpose / Tips 

It is produced during end of day processing for transactions posted 
to CU*BASE from transactions sent from your vendor.  Both this 
and the accompanying summary report are used for balancing and 
research purposes. 

Responsible 
Employee 

 

 

 



 

42 Daily Maintenance of ATM and Debit Cards 
 

ACCOUNT POSTING SUMMARY REPORT 
Report Name LPANAC2 

CU*Spy Menu Electronic Third Party 

When Report is 
Generated 

EOD 

View/Print Daily 

Description 
This report will list transactions to be compared to your 
ATM/Debit vendor report for daily balancing comparison.  This is 
presented by member account number. 

Purpose / Tips 

It is produced during end of day processing for transactions posted 
to CU*BASE from transactions sent from your vendor.  Both this 
and the accompanying summary report are used for balancing and 
research purposes. 

Responsible 
Employee 
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PANCARD CU*BASE  
Report Name PADLIM 

CU*Spy Menu Electronic Third Party 

When Report is 
Generated 

EOD 

View/Print Daily 

Description This report identifies differences between CU*BASE card file and 
member files. 

Purpose / Tips This report is used to work mismatches between the card files and 
the member account and membership files. 

Responsible 
Employee 
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VENDOR RECONCILIATION REPORT - RECON TO ONLINE MATCH 
Report Name PRCNXX1 

CU*Spy Menu Electronic Third Party 

When Report is 
Generated 

EOD 

View/Print Daily 

Description 

This report is designed to show any differences between what the 
vendor indicates they settled your corporate account with them for 
this and what CU*BASE indicates we received on your behalf from 
the vendor.  This is shown recon to online match. 

NOTE:  This report is by vendor; the credit union may have 
multiple reports 

Purpose / Tips Use this report when your settlement is out of balance to 
determine if a transactions needs to be manually posted. 

Responsible 
Employee 
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VENDOR RECONCILIATION REPORT - ONLINE TO RECON MATCH 
Report Name PRCNXX2 

CU*Spy Menu Electronic Third Party 

When Report is 
Generated 

EOD 

View/Print Daily 

Description 

This report is designed to show any differences between what the 
vendor indicates they settled your corporate account with them for 
this and what CU*BASE indicates we received on your behalf from 
the vendor.  This is shown online to recon match. 

NOTE:  This report is by vendor; the credit union may have 
multiple reports 

Purpose / Tips Use this report when your settlement is out of balance to 
determine if a transactions needs to be manually posted. 

Responsible 
Employee 
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Vendor Reconciliation Report -  Duplicate Records 

Report Name PRCNXX3 

CU*Spy Menu Electronic Third Party 

When Report is 
Generated 

EOD 

View/Print Daily 

Description 

This report is generated when two transactions have the same 
Trans Ref number.  In these cases, only one transaction is posted 
to the member’s account since CU*BASE deems the other 
suspicious. 

NOTE:  This report is not generated every day, only when 
duplicates are received. 

Purpose / Tips Review when you are out of balance. 

Responsible 
Employee 
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ATM/DEBIT CARDS ACCOUNT MAINTENANCE REPORT 
Report Name LADMXX1A 

CU*Spy Menu Electronic Third Party 

When Report is 
Generated 

EOD 

View/Print Daily 

Description This report includes any maintenance on ATM/Debit accounts on 
CU*BASE that was sent to your vendor via batch maintenance file. 

Purpose / Tips We recommend this report be worked on a daily basis. Match back 
to your vendor reports.   

Responsible 
Employee 
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ATM/DEBIT CARDS ACCOUNT MAINTENANCE REPORT   
Report Name LADMXX1B 

CU*Spy Menu Electronic Third Party 

View/Print Daily 

When Report is 
Generated 

EOD 

View/Print Daily 

Description This report includes any maintenance on ATM/Debit accounts on 
CU*BASE that was sent to your vendor via batch maintenance file.  

Purpose / Tips We recommend this report be worked on a daily basis. Match back 
to your vendor reports.   

Responsible 
Employee 

 

 

 

 


	Introduction
	Contents
	Frequently asked Questions
	Introduction to the Entry Screens
	A New Menu for Your ATM/Debit Card Processing
	Main ATM/Debit Screens

	Answers to Frequently Asked Questions
	Question 1:  My member is the primary account holder and wants to get a brand new ATM/Debit Card.  How do I order him or her a card?
	Note On Checkboxes Required When Ordering a Card
	Question #2:  My member’s card is worn and I need to reorder him or her a replacement card.  How do I do this?
	Question #3:  My member’s spouse or child needs an ATM/Debit card.  How do I create a card that does not have the primary account holder’s name on the card?
	Question #4:  I need to issue the member a specific card number.  How do I do this?
	Question #5:  A cardholder has lost his or her card.  How do I change the status of the card to mark it as a “hot” card?
	Question #6:  I need to close a card that is no longer needed.  How do I do this?
	Question #7:  How do I see all of the cards issued to a member’s account?
	Question #8:  How do I view the activity on a specific card?

	Instant Card Issue
	Producing an Instant Issue Card

	On Demand Exceptions Report
	ATM Configuration Screens
	CU*SPY ATM Reports
	Transactions Detail Report
	ATM/Debit Transactions Summary Report
	Exception Report- Denials
	Exception Report - Exceptions
	ISA Fees
	Account Posting Detail Report
	Account Posting Summary Report
	PANCARD CU*BASE
	Vendor Reconciliation Report - Recon to Online Match
	Vendor Reconciliation Report - Online to Recon Match
	ATM/Debit Cards Account Maintenance Report
	ATM/Debit Cards Account Maintenance Report


