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Positive Pay User Guide-ACH 

 
 
 

Best Practices / User Responsibilities 
 
 

 Exception Items must be decisioned by 2:00pm.  If Exception Items are not decisioned by 
2:00pm, items will be returned.  

 Management of the decisioning process will be required every business day  
(Mon-Fri excluding Federal Holidays).  

 When you have Exception Items, a summary email will be sent in the morning.  Please notify us 
of any updates to contact information. 

 Every morning, log into online banking and access the Positive Pay portal to review and decision 
exception items. 

 Make sure at least two or more users have access to Positive Pay to cover the exception item 
decisioning process for time off and unexpected absences. 

 Update all ACH Policies on a daily basis (ideally as items are decisioned). 
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Critical Timeframes 
 
 
7:00am EST-If Exception Items are present, the “ACH Exception Item Report” is emailed. 
 
9:00am EST-System is available for Exception Item processing. 
 
11:00am EST-If Exception Items have not been decisioned, a reminder email is sent. 
 
1:00pm EST-If Exception Items have not been decisioned, a final notice email is sent. 
 
2:00pm EST-Exception Item decisioning cut-off.  Items must either be accepted or rejected.  Any 
outstanding items will be rejected. 
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Daily Emails 
 

 

 

The first attachment will contain an overview of the day’s activity. 

 

The critical data is found in the “# Not Reviewed” column, which will detail whether an account has 
Exception Items that need attention. 

 

 

 

The second attachment will give greater detail regarding each Exception Item. 
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System Login 
 

Log into online banking as your normally would, then follow the screens below. 
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Exception Item Decisioning 
 

Option 1-Summary view. 
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Option 2-Expand All view. 
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Option 3-Accounts link. 

 

 

 

1 

2 
3 

4 



 

Positive Pay User Guide-ACH-2022.04.07                                                    Page 8 of 8 
 

 

 

6a 

5 

6b 

For Pay decisions, first select “ADD POLICY” 
then select “DISPOSITION”. 

For Return decisions, simply select “DISPOSITION”. 

Also for Pay decisions, the last step in the process is to edit 
the newly created policy.   

First, select “ACH PP PARAMETERS”. 

Next, search for the new policy and select it. 
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Finally, update the “Min” 
and “Max” Amounts, and   
be sure to hit “Save”. 
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