1. Navigate to Payments.
2. Select Positive Pay.
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3. Ontherightside of the screen, click Add Checks.
Positive pay

Check entries <+ Add checks

=) Work check exceptions

=

4. You can either enter checks manually or upload a file using your saved template.
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a. If you choose to manually enter checks, select Add your checks manually.

< Add checks

[ Add your checks manually

o Select template Select template »
0 Choose associated account © Select »
o Upload file © Default template formatting guide

Max 500 items per file

1

iy
Drag and drop file here, or browse

After submission, lease allow time for

Select the account.

r < Select account ‘

Select the account your checks were issued from

‘ Q, Search accounts ‘

Internet Checking (x0750)
$14.57 available

Enter the check information.

I Enter checks I
<

Internet Checking x0750

a
Check number 0000 o
010

Check amount $ 0.00
a
Payee Payee name -
0/35

Type Debit v
Check date Select >
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7. Once all checks have been entered, click on Review # Checks.

Enter checks

( Internet Checking x0750

a
Check number iy o
4/10

Check amount $ 1.00
a
Payee Test Check s
10/80

Type Debit v
Check date June 26,2026 >

Save and enter another Review 1 check

8. Once all checks have been entered, click Approve.

< Review checks

Internet Checking
0750

Account >

Upload summary

Total items 1

Total amount $1.00

DATE PAYEE/AMOUNT CHECK #

$1.00

1001 >
26 Test Check

Enter another

=

Approve 1 Check

This is final and cannot be edited afterwards
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