Positive Pay: Add New Issued Check

Use the Submit Issued Check File page to upload V4 S0 S
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1. Select the ‘Check & Deposits’ menu and then
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Manage checks using Positive Pay

2. Select the ‘Transaction Processing’ menu then Exception Processing
‘Add New Issued Check’.
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3. Select the corresponding Account ID from the

Add New Issued Check

dro p—d own menu. Account Nickname: Checknumper: [ |
Amount. EIECC T — Iosued Date:
a. Enter the check number. bsueapayes: | “OT \

Notes:

b. Enter the dollar amount.

512 characters left

c. Enter the Issued Date of the check e
d. Enter the Issued Payee.
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Positive Pay: Add New Issued Check

4. Check the box next to Auto Increment Check

o
Number option to increment the check number by

L. Account Nickname: Check Number:
one after each check submission. ot e ot
. Issued Payee: [Sample Payes |
5. Click Add Check. Hoes:
512 characters left .
NOTE: Submission of issued check files is a real time °""”e”"‘c““"“m“'
process. The checks are considered current
outstanding issued items as of this point.
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