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Note-In order to Import an Issued Check File, you must first complete File Mapping located in 
the “Advanced Options” of our Positive Pay platform.  Please see the document titled “Positive 
Pay-Issued Check File Mapping”. 

 
1. Select the “Business Banking” menu and then select “Positive Pay”. 

 
 

2.  Select “Submit Issued Check File”. 
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3.  Select your “File Mapping Type” from the drop-down menu.  Select “Choose File” to 
select the file from your computer or network drive that will be used for mapping.  
Select “Process File” to import your file.  

 
 

4.  You will then be displayed a screen showing, “File is Now Processing”.  Select “Close”. 

 
 
 
 
    
 

5.  Select the “Ellipses” at the end of the row for your most recent import and you can 
view the details. 

 


