
 

Adding Companies to the Approved and Block List 

 

Adding companies to your Approved list 

After landing on the Dashboard in ACH Positive Pay, Click “ACH Positive Pay” or “ACH Positive Pay CR” on 

the left in the title bar to land on the applicable ACH Positive Pay menu 

 

Or 

Select “Change Module” in the top right on the Dashboard, the select “ACH Positive Pay” or “ACH Positive 

Pay CR” to land on the applicable ACH Positive Pay menu 

 

 

 

 

 

 

 

After landing on the ACH Positive Pay or ACH Positive Pay CR page, go to “Manage > Approved List” 



 

Here you can Add, Edit or Delete Approved companies. 

To add a company, select “Create” on the top left. 

 

Here you will need to enter the company ID and name of the approved company. You also have the choice 

to add a max amount per transaction, the frequency of transactions, and an end date. 

 

*Please note the start date will populate as the date you are adding the company. 

 

After adding the company details, you must select the applicable account that these transactions will 

process though.  



 

▪ and < move individual accounts between Available and Selected Accounts.  

▪ >> and << move all accounts between Available and Selected Accounts. 

 

Once you have added the company details, and selected the applicable account, press the “Save” button. 

 

Or 

Click the arrow next to the date of the transaction you wish to add to your Approved list and select “Add to 

Approved List”. 

 

After selecting “Add to Approved List” you will be presented with this screen. 

All information but the end date and frequency will populate on this screen. 



 

*Please note that the “Max Amount” will populate with the amount of the transaction. 

Add an end date if applicable and hit save. 

 

Adding companies to your Block List 

After landing on the Dashboard in ACH Positive Pay, Click “ACH Positive Pay” or “ACH Positive Pay CR” on 

the left in the title bar to land on the applicable ACH Positive Pay menu 

 

Or 

 

Select “Change Module” in the top right on the Dashboard, the select “ACH Positive Pay” or “ACH Positive 

Pay CR” to land on the applicable ACH Positive Pay menu 



 

After landing on the ACH Positive Pay or ACH Positive Pay CR page, go to “Manage > Block List” 

 

Here you can Add, Edit or Delete Blocked companies. 

 

To add a company, select “Create” on the top left. 

 

Here you will need to enter the company ID and name of the approved company. 

You also have the choice to add an end date. 



 

*Please note that the start date will populate as the date you are adding the company. 

 

After adding the company details, you must select the applicable account that these transactions will 

process though.  

 

 

> and < move individual accounts between Available and Selected Accounts. >> and << move all accounts 

between Available and Selected Accounts. 

 

Once you have added the company details, and selected the applicable account, select the “Save” button. 

 

Or 

Click the arrow next to the date of the transaction you wish to add to your block list and select “Add to Block 

List”. 



 

After selecting “Add to Block List” you will be presented with this screen. 

All information but the end date will populate on this screen. 

 

Add an end date if applicable and hit save. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Viewing Approved/Blocked Companies 

You will be able to view Companies on your Block/Approved list in Reports> Block List or Reports > 

Approved List 

 

 

 

 

 

 

If you wish to add, edit, or delete a company go to Manage > Approved List or Manage > Block List  

 

 

 

 

 

 

 

**Please note that you will need to add companies to both the ACH Positive Pay and ACH Positive Pay 

CR blocked list to stop ACH debits and credits from the same company, and add companies to both 

of the approved lists to accept ACH debits and credits from the same company.  

 


