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Enrollment 

1.1 Pledge WV Overview 
The West Virginia State Treasurer’s Office is responsible for ensuring public 
funds deposited in financial institutions are properly collateralized and 
protected. The West Virginia Security for Public Deposits Act authorizes 
public deposits made by the state or any political subdivision of the state be 
held at an approved designated state depository and collateralized per West 
Virginia Code §12-1B-5 and §12-1B-7. The Act allows financial institutions two 
methods of collateralizing public funds: the Dedicated Single Bank Method 
and the Multibank Pooled Method. All public funds will be collateralized, and 
collateral will be held in benefit to the West Virginia State Treasurer. There 
are no exemptions or exceptions to this Act. West Virginia State Code 
supersedes all local laws & ordinances. 

House Bill 4801 was passed by the West Virginia Legislature and signed by 
the Governor on February 23, 2024. The bill removed the original 
implementation date of March 2024 and allows the State Treasurer to 
announce the commencement of the West Virginia Security for Public 
Deposits Program by publishing a notice in the State Register at least 30 days 
prior to commencement of the program. An announcement will also be 
made on the State Treasurer’s Office website. 
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1.2  FI Enrollment 

FIs electing to participate in Pledge WV Collateral System must complete and 
submit an FI Enrollment Form.  Enrolling FI must meet the eligibility 
requirements specified in the West Virginia Code. 

1. Each FI will be responsible to enroll in Pledge WV Collateral System by 
visiting the website and selecting “Financial Institution Enroll” located 
under the user login. 

 

2. Complete the Financial Institution Enrollment Form. 

 

*** Be sure to check the box authorizing WVSTO to use the contact information 
provided to complete the user set up*** 
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3. Once successfully completed, the FI will receive an email confirmation 
they have been enrolled.   

 

4. WVSTO will send the Financial Institution a user application to the email 
address provided on the FI Enrollment form. 
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5. FI will complete and return the application to Pledgewv@wvsto.gov.  
WVSTO will create an Admin FI user account in Pledge WV Online 
Collateral System.  Once setup is complete, a system generated email will 
be sent to the FI with log in credentials and a link to log into the system.  
This link will expire in one hour. 

 

6. Upon logging in with the temporary password, all users will be prompted 
to select a permanent password.  All passwords must be at least 15 
characters containing at least one lowercase letter, one uppercase letter, one 
digit, and one special character (@#$%^&+=!*:;’). 
 

 
7. Once the password has been saved successfully, click Login using your 

User ID and permanent password.   

mailto:Pledgewv@wvsto.gov
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1.3  FI Creates Additional Users 

FIs will be responsible for setting up all additional users in the PLEDGE WV 
Collateral System needed for their organization.  FIs will decide what role 
each user will be assigned. The WVSTO only wants one or two users to have 
the admin role for each FI. 
 
1. As an Admin FI user, select “Users” on the main navigation menu to create 

additional users for your organization. 
 

 
 
2. Click on “Create New User” in blue located on the left side of screen. 

 
 

3. Scroll down the page and complete the fields to assign the user(s) the 
required role. 
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  Options include Admin, Standard, and View Only.  Click “Save”. 

Admin – Access to view all details, upload files, edit / accept / reject 
pending records, and create / maintain users. 

Standard – Access to view all details, upload files, and edit / accept / 
reject pending records. 

View Only – Access to view all details. 

4. All FI users can locate the Pledge WV User Manual on the “Home” tab of 
the main navigation menu. 
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1.4  FI Maintains User Contact and Role 
FIs will be responsible for maintaining all user contact information and roles 
as needed for their organization.  Only Admin roles may update users. 

1. To update a user’s contact information, click on “Users” tab on the main 
navigation menu. 

 
 

2. Select the user that needs to be updated.   

 
 

3. Scroll down the page to the user’s information.  Make all necessary 
changes and click “Save”.   
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4. If user needs to be deactivated, uncheck the “Is Active?” box and click 
“Save”. 
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1.5  Username / Password Retrieval 
 

Any user who has forgotten their username or password may retrieve or 
change it at any time. 
 
1. From the Pledge WV home page, click on the “Forgot 

username/password?” to the right of the screen. 

 

2. You will be prompted to enter your username if it is known and you 
wish to change your password or enter your email address if you do 
not know the username. 

 



 
 

12 | P a g e  
 

3. After entering the username or email address, click on “Email 
Password Retrieval”. 

 

4. If entered correctly, a pop up will appear.  “You will receive an email 
shortly to reset your password!” 

 

5. Go to your inbox also check your junk or trash folder and click on the 
link sent by the Pledge WV Online Collateral System.  For security, the 
link will expire in one hour.   
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6. You will be prompted to select a new password and re-enter the same 
password. All passwords must be at least 15 characters containing at least 
one lowercase letter, one uppercase letter, one digit, and one special 
character (@#$%^&+=!*:;’). 

 

7. Once completed, click “Save Password”. 

 

8. You will receive a pop up that your password has been saved 
successfully!  You may click on the “Login” link. 

 

 

 



 
 

14 | P a g e  
 

Bank Accounts & Uploads 

2.1  Adding / Editing / Closing Political Subdivision 
Bank Account 
 

FIs will maintain all Political Subdivision bank accounts.  New accounts can be 
created in the system.  Once the account is set up, the FI can edit the account 
details and close the account if needed.  Please note, all State Treasury and 
Outside Bank accounts must be added and maintained by the State 
Treasurer’s Office. 

 
1. Click on “Bank Accounts” on the main navigation menu. 

 

 
 

2. Click on “Add Bank Account”. 
 

 
 
 

3. The FI will complete the pop-up bank account detail box by assigning the 
account to a public depositor and all pertinent information.  Be sure to 
include the beginning balance, interest, and balance date.  The system is 
designed to calculate collateral comparison using these fields.  If the 
account is a Time Deposit, there must be a time deposit issue and 
maturity date. 
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4. Click the “Save” to finish adding a bank account. 

 
 
5. To edit a bank account, click on “Bank Accounts” from the main navigation 

menu. 
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6. Choose the account that needs to be edited from the list and click the 
“Edit” button on the left side of the public depositor’s name. 

 
 

7. Edit the account details in the pop-up box and click “Save”. 

 
8. If a bank account has been closed by a public depositor, click on “Bank 

Accounts” from the main navigation menu. 
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9. Put the date the account was closed in the “Closed Date” field and click 
“Save”.  Upon saving the “closed” account status, the system will 
automatically issue a zero balance to the account. 
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2.2  Public Depositor Request Form 
FIs will need to submit a Public Depositor Request Form to STO if the public 
depositor is not listed in the drop-down menu when adding a political 
subdivision bank account. 
 
1. Click on “Forms” from the main navigation menu. 
 

 
 

2. Locate and click on the Public Depositor Request Form. 
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3. The Public Depositor Request Form will open in a fillable PDF format.   
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4. STO requires all fields to be completed and signed by an authorized 
collateral contact for the FI.  If you are unsure who the authorized contacts 
are, please reach out to the Collateral Group at 304-340-5020 or via email at 
CollateralGroup@wvsto.gov. 
 

 
 
5. Return completed forms to STO via email at PledgeWV@wvsto.gov. 
 
6. Once the form has been processed, STO will communicate via email to 
inform the FI they may add the bank account and select the new public 
depositor. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

mailto:PledgeWV@wvsto.gov
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2.3  Monthly File Template 
FIs can view the monthly file template prior to upload.  This will ensure the 
columns and data are in the correct order to allow the file to be properly 
uploaded with no pending records. 
 
1. Click on “Upload File” from the main navigation menu. 
 

 
 
 
2. The template is labeled “Financial Institution – Monthly File Template” in 

blue.  
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3. Click on the link to open the file template.  It will be downloaded into 
Excel.  Click “Open File”. 
 

 
 
4. Below is the column headers needed to upload the monthly file and 

report bank account balances.  If the file uploaded does not match the 
headers, the file will have pending records. 

 

 
 

5. If the pending records cannot be edited and accepted, please contact 
WVSTO via email at PledgeWV@wvsto.gov.  You may also reach the 
Collateral Hotline at 304-340-5020. 
 
 
 
 
 
 
 
 
 
 
 

mailto:PledgeWV@wvsto.gov
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2.4  Uploading Monthly File 
FIs will be responsible for uploading the monthly files for all public 
depositors bank account balances held with their organization. 

 
1. Click on the “Upload File” tab on the main navigation menu. 

 

 
 
2. Select the month and year associated with the file.  Note the file month 

will be the ending balance of the month.  For 06/30 ending balances, 
choose June as the file month and 06/30/2025 will Autofill in the As of 
Date field. 
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3. Click “Choose File” and find the file you wish to upload from your 
computer and click Open. These files must be in .xlsx format to be uploaded 
correctly.  

 

 

4. The file name will now appear in the system. 
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5. If the FI wishes to upload a replacement file, checkmark the box 
“Replacement File”.  Click “Upload”. 
 

 
 
6. Once the file is successfully uploaded, the FI will receive an email. 

 
7. You will be redirected to the previously uploaded files page if 
successful.  All files uploaded will be labeled with an “O” for Original Upload 
or an “R” for Replacement Upload. 
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2.5  Pending Records 
FIs can review, edit, and accept pending records that have not been 
uploaded correctly. 

 
1. If a file is not successfully uploaded, the FI will receive an email with the 

number of records that did not upload correctly and be redirected to the 
Pending Records page. 
 

 
 

2. Each record will need to be edited, corrected, and updated. Click on “Edit” 
to the left of record. 
 

 
 

3. Edit the record and click “Update”.  If a PD Tax ID is incorrect, the record 
will be orange.  If an account number is incorrect, the record will be 
yellow.  If both are incorrect, the record will be pink. 
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4. Once the record has been correctly edited, the record will disappear from 
the pending records tab. 
 

 
 
5. If a file has a duplicate account listed, the file will be rejected, and the FI 

will receive an email with the duplicated account number listed. 
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2.6  File History 

 FIs can see the history of all file uploads, and they can be opened at any time. 
  

1. Place the cursor over “Upload File”.  “File History” will appear.  Click on 
“File History”.  
 

 
2. A complete list of previously uploaded files will appear.  File names 

highlighted green were received on time.  If the file name is highlighted 
pink, it was received after the deadline. 
 

 
 
3. The FI can see the date and time of upload, who within their organization 

did the upload, which month the upload was for, and if it was an original 
or replacement file. 
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4. The Fi can click on file name to open.  It will open in Excel. 
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Bank Account Balances 

3.1  Current Bank Account Balances 

 FIs can view the most recently reported bank account balances at any time. 

1. From the home screen, click on “Bank Accounts” on the main navigation 
menu. 

 

 

2. All bank accounts reported with your financial institution will be listed.  
The system will land by default on the “Bank Account Details” tab. 

 
3. Click on the “Bank Account Balances” tab. 
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4. The most recently reported bank account balance will appear under 
“Balance”.  You may use the filters at the top of each column to narrow 
your search if needed.  There is an “Export to Excel” built into the system 
to meet any additional needs of the FI. 

 

5. The FI will be able to determine the as of date of bank account balances 
by referencing the far-right column labeled “File Month / Year”.   
6/2025 is as of 06/30/2025 

 

 

 

 

 

 

 

 

 



 
 

32 | P a g e  
 

3.2  Previously Reported Bank Account Balances 

 FIs can view the last 12 previously reported bank account balances at any 
time. 

1. From the home screen, click on “Bank Accounts” on the main navigation 
menu. 

 

2. All financial institution bank accounts holding public funds will be listed.  
The system will land by default on the “Bank Account Details” tab. 

 
3. Click on the “Bank Account Balances” tab. 
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4. Click on the drop-down menu (arrow) to the left of the Public Depositor 
Name column.  The last twelve reported bank account balances will 
appear in order with the most recent on top. 
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Collateral 

4.1  Collateral Pledge / Release Form and Wire 
Transaction Request Form 
FIs will be able to download a WVSTO Collateral Pledge / Release form and a 
Wire Transaction form any time one is needed.  The WVSTO will upload any 
revised forms to the system so the FI will always have the most recent 
version. 

1. Click on the “Forms” tab in the main navigation menu. 

 

2. The WVSTO Collateral Pledge / Release form and instructions are on the 
system.  Please note the form is used for both request types. 
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3. The form will be in a fillable PDF format. 
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4. The WVSTO Wire Transaction Request for and instructions are on the 
system. 

 
5. The form will be in fillable PDF format. 
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6. Send all completed forms to WVSTO for processing via email.  
Questions, please call the Collateral Group Hotline.  

 

304-340-5020 

CollateralGroup@wvsto.gov 

OR 

PledgeWV@wvsto.gov 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

mailto:CollateralGroup@wvsto.gov
mailto:PledgeWV@wvsto.gov
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4.2  Collateral / Market Value 
FIs will be able to view all active collateral held with WVSTO’s qualified escrow 
agent, also known as safekeeping agent, as well as market values. 

1. Click on the “Collateral” tab from the navigation menu. 

 

2. The system will default to the “Collateral Details” tab.  All active collateral 
will be listed referencing the CUSIP ID on the far left.   

 

3. Collateral will be color coded referencing the amount of time before it will 
mature.   
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4. All collateral details can be easily exported to Excel by an FI when needed.  
The system will carry over color coding into the spreadsheet. 
 

 

 

5. “Market Values” tab will allow an FI to view the most recent market value 
of collateral with a market value date.  This will be updated monthly by 
WVSTO. 
 

 

 

 

 

 

 



 
 

40 | P a g e  
 

6. An FI can see the last twelve Market Value details by clicking on the drop-
down arrow to the left of a listed CUSIP ID. 
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7. Market Values can be easily exported to Excel.  If all previous market 
values are needed, click on the “Include Details in Export”. 
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4.3  Collateral Comparison 
FIs will be able to compare all public funds they are holding for public 
depositors to all collateral held with WVSTO’s qualified escrow agent also 
known as safekeeping agent.  Pledge WV system will do the calculations 
using the method selected by the FI and the total market values of all active 
collateral. 
 
1. Click on “Collateral Comparison” tab. 

 

2. FIs can monitor bank account balances versus market value of collateral 
with ease.  If the collateral comparison is highlighted green, they are 
properly collateralized.  If the collateral comparison is highlighted pink, a 
pledge is needed.  If balances have changed and additional collateral is 
not believed to be necessary, the FI can upload a new balance file. 
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3. To see the past twelve collateral comparisons, click on the drop-down 
arrow to the left. 

 

4. The data can be exported to Excel with or without details.   
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Data Retrieval 

5.1  Exporting Data 
FIs can use the “Export to Excel” and filters to create reports they may need. 

1. Collateral Comparison without details – Shows all calculations for current 
balances versus current collateral market value. 

 

2. Collateral Comparison with details – Shows all calculations for the last ten 
reported balances versus previous collateral market values. 

 

3. Market Values with details – Shows the last twelve market values for each 
active pledged collateral. 
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4. Market Values without details – Shows only the current market value for all 
collateral. 

 

5. Bank Account Balances with details – Shows the last twelve reported bank 
account balances for all accounts with the financial institution. 

 

6. Bank Account Balances without details – Shows a complete list of the most 
recently reported balance for all accounts with the financial institution. 
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5.2  System Filters 
FIs can sort data easily with the built-in filters if the “Export to Excel” feature 
does not meet their needs. 

1. Financial Institutions may utilize the built-in filters on most tabs. 

 

 

2. Once on the correct tab, decide which column you wish to filter. 
 

3. Place your cursor in the field to the left of the filter icon.  Note – the 
outline of the box will turn black in color. 

 

 
4. Type the information in the field you wish for the system to search and 

filter for you.   
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5. Click on the filter icon.  A drop-down menu will appear for you to select 
from. 

 

6. In this example, “Contains” was chosen.  It has now filtered all accounts 
with 1234 in the ABA number. 
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5.3  Reports 
FIs will be able to utilize two system generated reports with ease.  They can 
select between a “Pledged Collateral Report” and “Collateral Sufficiency 
Report” with a month end date. 

1. Click on “Reports” from the main navigation menu. 

 
2. Use the drop-down menu to select the report you wish to generate. 
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3. Use the drop-down menu to select the month and year needed.  Keep in 
mind that the month will be the end of the month chosen.  For instance, if 
June is selected, it will be as of 06/30. 

 

4. Once all selections are made, click on “View Report”.  Your report will be 
generated. 
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Financial Institution Profile  

6.1  Demographics 
FIs will be able to view the demographics for their organization under Profile 
and can notify the STO of any incorrect information by email or phone. 

CollateralGroup@wvsto.gov 

PledgeWV@wvsto.gov 

304-340-5020 

 

mailto:CollateralGroup@wvsto.gov
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6.2  Financial Institution FedFis Rating 
FIs will be able to view their own FedFis rating reported at the end of the last 
quarter.  STO will upload the most current ratings file, and the system will 
automatically update on the profile tab of each FI.  The FI pledge method will 
be listed at top.  If an FI FedFis rating is reported to be over 2.75 and they 
have opted to be in the Pooled Method, they will be contacted by STO. 

1. Click on the “Profile” tab from the navigation menu. 

 
 

2. 

  




