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ACH POSITIVE PAY – REPORTS 

This guide provides instructions for generating reports on exception items and ACH filters.  

 
 

 
 

 
 
 

 
 

 

 
STEP 1:  SELECTING A REPORT  
 

There are two ways to pull ACH Positive 
Pay reports. 
 
1. The top-level and left menus within 

the ACH Positive Pay area.   
 
▪ Click ACH Positive Pay and select 

Reports. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. The Report Center under the ACH 
Positive Pay module.   
 

▪ Select Report Center from the top 
right banner bar,  

▪ Select ACH Exception Items icon 
under the Reports menu.   



ACH POSITIVE PAY 
QUICK REFERENCE GUIDE 

ECPPP666  ©2025 Zions Bancorporation, N.A. 
Zions Bancorporation, N.A. Member FDIC 

 2  Rev 08/2025  

 
 

 
 
 
 
 
 
 

 
 
 
 

 
 
 
 

 
 
 
 
 
 
 
 
 

 
STEP 2: SELECT A REPORT:  
 

The ACH Exception Items report 
provides ACH exceptions that have 
been paid or returned by date and the 
user(s) who decisioned the items.    
   
 
 
STEP 3: CUSTOMIZE REPORT USING FILTERS 
 

Filters can be selected by Account, 
Decision (Paid or Returned), and the 
Posting Date which defaults to Last 
Month.  Additional filters are available 
such as the ACH Company ID and 
Amount, which can be entered in the 
Quick Search field.   
Using the drop-down selections at the 
top, select from the following fields to 
generate the Exception Items report. 
▪ Account: Select an account from 

the list. 
▪ Decision: Select Pay or Return, or 

leave blank to choose all.   
▪ Decision Date: Search for a specific 

date or date range based on when 
an item posted to the account.  

 
Additional fields within the Quick 
Search: 
▪ Amount: Search for a specific 

amount or an amount range. If the 
field is left blank, the system will 
search for any amount.  

▪ Company ID or Company Name: 
Enter the Company ID associated 
with the transaction.   

▪ The funnel icon  also provides 
search on Amount or Decision 
Date.  

Click on the arrow icon to Run 
Report.   

Note: Report screens will not run 
until the desired filters are applied. 
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Click in the column header to sort 
columns of data alphabetically or 
chronologically based on the data type.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
STEP 4: MARK AS FAVORITE REPORT 

(OPTIONAL) 
 
Whether accessing reports from the 
ACH Positive Pay Reports menu or 
under the Report Center, it’s easy to 
mark frequently used reports as a 
Favorite.   
▪ Select the ellipsis to the right of the 

arrow.  A pop-up will appear with 
more options. 

▪ Click the star to “Mark as favorite”. 
The ACH Exceptions Report will be 
added under My Favorites at the 
top of the Report Center menu.   

▪ To remove a report from My 
Favorites, select the star once 
again.   
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Example Report (XLS) 

STEP 5: DOWNLOAD A REPORT 
  

Select the download icon at the top 
right of the menu bar, then select the 
report format from the drop-down 
window: 
▪ PDF 
▪ XLS (Excel) 
▪ CSV 
 
 
 
 
 
 
 
Open the downloaded file from the 
pop-up window and save to your 
computer. 

 
 
 
 

 
 
 

 

 
 

 


