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BUSINESS ONLINE BANKING
QUICK REFERENCE GUIDE

HOW TO

Check Positive Pay

Review check exceptions and upload issue files in Business Online Banking.

0 Log in to Business Online Banking.

e Click Positive Pay in the main menu.
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e To review items or upload checks, click the dollar amount next to Exceptions.

Check Positive Pay

End of Day Cut-Off Time: Thursday 12:00 PM EDT
Exceptions $0.00

Set to Pay $0.00 (0] Set to Return $0.00

o To upload a file, open the Perform menu, then click Issue File Load.
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Select the template and account to use. Drag your file into the box or click Browse to
select it, then upload.

Issue File Load
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NEED A HAND? (386) 755-0600

Our Business Support team is happy to walk you through it. ext. 4151
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