Check Search

Use the Check Search page to search for —

specific fransactions. Business Banking

Transfers & Payments

[l Business Banking \ ADVANCED PAYMENTS

ACCOUNt SErvices
=g Positive Pay B Business Payments

1. Select ‘Business Banking’ menu then B ETTrey
‘Positive Pay’.

S8 Recipients da Tax Payments
Create and manage recipients of Pay federal or state taxes.
commercial payments

8] Business Remote Deposit

Scan and deposit checks from your office

Questions? Please contact Client Support at 1-844-682-2265 or ClientSupport@MVBBanking.com.
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Check Search

a. Click the ‘Launch Advanced
Options’

NOTE: Checks can be searched by
specifying various criteria listed on the
screen according to need.

Select the ‘Transaction Processing’ menu
then ‘Check Search’.

Select the desired Account Nickname
from the drop-down menu. This specifies
which Account or Accounts should be
included in the search.
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Questions? Please contact Client Support at 1-844-682-2265 or ClientSupport@MVBBanking.com.
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Check Search

Check Status

4. The following fields are optional and may
be ufilized to narrow down the
corresponding search.

a. Select Check Status to specify the
status of the check or checks
being searched. All statuses will
be selected by default.

b. Indicate a check numberrange if
desired.

c. Select anitemin the ‘Date’ drop-
down menu to specify a category.
This corresponds to the type of
date you would like to run the
Check Search report for.

d. Specify the Date Range of the
check if this information is
available to further narrow the
search.

5. Click the carrot next to ‘Show additional
options’ to uncover additional search
opftions. .

nnnnn

6. Select a decision from the list based on
whether the check was paid or returned.

Questions? Please contact Client Support at 1-844-682-2265 or ClientSupport@MVBBanking.com.
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Check Search

Decision

7. Select areason from the list based on the
reason that was selected.

Reason
I

Duplicate

8. Indicate whether reversals should be —
included in the search by clicking the
check box.

9. Click ‘Search’ once all desired criteria
have been specified.

10. The resulting checks will appear on the
screen.

51500

11. Drag a column header to reorder.

Questions? Please contact Client Support at 1-844-682-2265 or ClientSupport@MVBBanking.com.
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Check Search

All Calumns

Paid Date  Account D nt Status
12. Select the search filter (or spyglass icon) to filter 04152021 checi Number

and search all results or select a specific column ow2e2021 fon
to search within.

Paid Date

Current Statu

ACCount
Mickname

Check Number

13. Select the columns icon to select or remove

columns from the report.
Fald Dare

Amount

ssued Date

Questions? Please contact Client Support at 1-844-682-2265 or ClientSupport@MVBBanking.com.
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Check Search

Export all to Excel
Export page to PDF

14. Select the export icon to export the search results
to a Microsoft Excel or PDF file. Export all to PDF

View check images

Edit record

15. Select the Kabob icon on an individual search

result to perform various actions. View record

a. View check images
b. Edit record

c. View record

Questions? Please contact Client Support at 1-844-682-2265 or ClientSupport@MVBBanking.com.
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