CHECK POSITIVE PAY EXCEPTION

HANDLING GUIDE

1. Log in to Digital Banking.

2. Select Positive Pay from the Quick Links widget.
*You may need to enable pop-ups in your browser in order to launch the Positive Pay window.

3. Select Exception Processing.

ABC Company ISSUED NOT ON FILE

ABC Company ISSUED NOT ON FILE #50000
ABC Company ISSUED NOT ON FILE #50050
ABC Company ISSUED NOT ON FILE #50065

ABC Company ISSUED NOT ON FILE #50070

4. Select each check in the Decisions Needed list and choose the Pay or Return button. If you select
“Return”, also select a Return Reason Code. Click Save. (See last page for list of exception types.)

5. Decisions can be changed until the cutoff time. To display already completed decisions expand the
Decisioned list.



6. To correct the check number for a check exception, choose the Correct button and then search for the
appropriate check number (the check must be issued in Positive Pay to correct it). In the Reason area choose
“wrong check number”.

Questions? Please contact Bank First’s Treasury Management Support Team:

(920) 652-3515 | treasurymanagement@bankfirst.com
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A check transaction may be flagged as an exception for any number of reasons. The reason that a
transaction is an exception is called an “Exception Type.” The Exception Types are:

Exception Types

Explanation

1.

Issued Not On File

The check has not been issued. Checks are issued either by
being included in an issued check file or manually input as an
issued item.

Amount Mismatch

The paid check amount did not match the issued check
amount in your issue file.

Check Number Is Blank

The check number field was blank in the paid check data that
was imported from the core processing system. This is
usually due to a misread when the item was captured.

Check Number Is Zero

The check number field was zero in the paid check data that
was imported from the core processing system. This is
usually due to a misread when the item was captured.

Voided Item

The check has been voided in your issue file or manually in
the system.

Duplicate Paid Item

The check number is paid twice in the same processing
update. The first record that is processed will reconcile
the issued item, and the second record (for this check
number) that is processed will result in a “Duplicate Paid
Item” exception. Perform a check search to research the
duplicate.

Previously Paid Item Posted

The check has already been paid in a previous update.

Dup Paid Item/Amount Mismatch

The check number has already been paid, however the
amount of this item is different from the amount of the item
that previously paid. Perform a check search to find the
duplicate item.

Stale Dated Item

The item is a stale dated check. A check is considered stale
dated if the item was issued prior to the stale dated cutoff
date. The stale dated cutoff date is defaulted to 180 days but
can be changed per customer.

10.

Suspect Stop Payment

The check was issued as a stop payment within your file.
There is not a “true” stop payment place at Bank First.

11.

Payee Name Mismatch

The payee name read by the system does not match the
payee name within your issued file.

12.

Payee Match Additional Name

The system found additional text near the issued payee
name that was not included within your issued file.




