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DBS 
DIGITAL BANKING SERVICES EXCEPTION ITEM PROCESSING HOW-TO GUIDE 

“Exceptions” are any unverified transaction.  It does not necessarily mean it’s fraudulent. They could be checks 

that were not added as issued checks, amount mismatches, duplicates, or stale dated checks. An ACH 

exception can be an ACH for which no filter rule has been created.  For this reason, it’s important to 

thoroughly review every exception and make a decision to Pay or Return it. 

1.  Log in to Positive Pay and click on “Quick Exception Processing” under the blue 

  Exception Processing header. 

2.  Check items are listed with the account from which they are paid, paid date,    

  check number, amount, and exception type.   

A. Click on the “View Image” button to verify payee, amount, signature, etc. 

B. Check the box to pay or return the check.   

C. If you choose to return the check you will need to select a return reason.  

 Note:  Exceptions will be given a decision of “Return” if no decision has been made by 10:00AM CST. 

D.  Click “Update.” 
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4.  Add ACH Rule 

A. ACH transactions are identified by a Company ID. Positive Pay will auto-fill that 

information so that going forward, it always allows transactions from that company. 

However, you can choose a few options, such as a description or a maximum 

allowable amount. 

B. Click “Add Rule.” That’s it! This ACH will no longer create an exception to review. 

3.  ACH items are listed with the account from which they are paid, paid date,   

  amount, and exception type, which usually includes remitter information.   

A. Review the exception type to make your Pay or Return decision.   

B. If the ACH is valid, you can create a filter rule to allow it going forward by clicking on 

“Add ACH Rule” in the Check # column (see below for more info). 

C. If you choose to return the item you will need to select a return reason. 

D. Click “Update.” 
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