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Positive Pay User Guide-Checks 

 
 
 

Best Practices / User Responsibilities 
 
 

 Exception Items must be decisioned by 2:00pm.  If Exception Items are not decisioned by 
2:00pm, Items will either be paid or rejected based upon the Critical Amount detailed in your 
agreement.  

 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. 

 Upload your outstanding item file in a timely manner (ideally directly after a check run). 
 Input any manual checks into the system that same day. 
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Critical Timeframes 
 
 
9:00am EST-If Exception Items are present, the “Check Exception Item Report” is emailed. 
 
9:00am EST-System is available for Exception Item processing and file uploads. 
 
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 dispositioned according to the default criteria detailed within your Positive Pay 
agreement. 
 
5:00pm EST-File upload cutoff.  System will be available for uploads at 9:00am the next business day.  
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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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File Upload and Manual Check Entry 
 

File Uploads. 
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Manual Check Entry. 
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Exception Item Decisioning 
 

Option 1-Summary view. 
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5a

Either decision items one at a time,  

OR… 

5b

Scroll to the bottom of the page and decision all items at once. 
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Option 2-Expand All view. 

 

 
 

1 
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View all items in all accounts on one page and decision 
them one at a time. 


