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Purpose: This guide provides a quick reference on how to use Positive Pay
START HERE

1 Log in to Digital banking

Select “Positive Pay” listed under the “Accounts” menu
e Select “Exceptions” to review and resolve the daily Positive Pay exception items
e Select “Import Checks” to import your file of checks issued, stopped or voided.
e Select “Add Checks” to add individual checks issues, stopped or voided.
¢ Select “View Checks” to search checks that have cleared or reconciled, or
to modify checks that were added but have not been reconciled by the Positive Pay system.
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2 Review daily “Exceptions”

a. Select the desired account from the “Account” drop down menu or select “All” to
review exceptions for all accounts.

b. The exception items will display.

c. To view the item, click the check number hyperlink and the check image
will be displayed.

d. From the “Action” drop down field, select “Approve” or “Return”.

= If “Return” is selected, choose “Refer to Maker” from the “Return Reason” drop-down menu.
e. Click “Save”.
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3 Import Checks

a. Select the desired template in the “Choose Template” drop down menur.
b. Click “Choose File” to select the file that is to be imported
* Locate and select the file you want to import.

c. Select “Import”

Import Checks

Choose Template
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File

e

Maximum file size: 500 KB

Valid file extensions: .csv, .txt
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4 Add Checks

Select “Add Checks”

. Select the desired account in the “Account” drop down menu

c. Enter the check information

* Issued Date

= Check Number

= Amount

= Payee

»= Reference number (if desired)

= Type(ssue - Stop - Void)
. Click “Submit”
Add Checks

5 View Checks

a.

Select “View Checks”

» Enter the desired search criteria. Checks may be searched by account, payee, status, check number
range, issue date, or amount.

. Click “Search”

c. To view a check image (available only for unreconciled items):

* Locate the desired check
»  Click the check number hyperlink

. Change Check (can only change if the check has not been reconciled)

= Select the “Change” (pencil icon)
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= Update the applicable fields, such as the account number, issue date, check number, payee, or issue

type.
= Click “Save”

View Checks
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6 Delete Checks (avaitabie only if the check has not been reconciled)

a. Select “Delete” (trash can) icon.

b. The pop-up window “Delete Check” will display to confirm the check number you
would like to delete.

c. Select “Delete” to confirm.

Aercnt Payee






