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How to Decision Check Exceptions 
 

1. Navigate to Positive Pay. 
a. Click Payments, and then select Positive Pay. 

 
2. Select Work Check Exceptions. 

a. Click Work Check Exceptions. 

 
3. Select an account to view checks available to work. 
4. Each check exception is displayed with the following information: 

a. Check amount, check number, and reason for exception. 
b. To view additional details for a specific check, select the arrow located to the right 

of the check number. 
c. The check details screen allows you to review:  
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i. Front and back images of check. 

 
5. After reviewing the check, select the Pay box to approve the item.  
6. Select Submit to complete the approval for each check. 
7. Important: If the Pay box is not selected, the check will automatically be marked for return 

when submitted. 


