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To avoid exceptions, please ensure your issuance information is submitted on time.

Strengthen your internal controls with fraud detection reporting by comparing items presented for payment against the 
check details provided in your file. Any checks that do not match are presented to you for review and payment disposition 
(pay/no-pay decisions).

 Note: Options shown on the following screenshots may vary based on your business’s solutions.

Start by logging into KeyNavigator prior to handing checks to Payees.

Click Payables then Account Reconcilement from the tool bar at the top of the KeyNavigator page.

 �Note: Check Issue Maintenance screen will appear blank outside of 
listed hours. Check Issue Maintenance Availability is the only time you 
can access this service.



Select Check Issue Maintenance.

Select the Account from which the check(s) 
will be drawn and select Add – Check Issue 
Record to add check(s).
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Add check(s) in two options

Option one
1. �Enter the Check Number, the Dollar Amount and Payee Data 1 (to whom the check will be made payable) for each check. 

Payee Data 2 is only required in the case that a check has two lines of Payee Data. The Other Data section is strictly for 
your notes.

 �Note: Double-check that the Payee name matches what is written on the check, as even a single incorrect character 
may trigger the check to come up for a decision.

Click Add More to add up to 50 checks in a session. 

Be aware the system may time out before up to 50 checks are entered and will delete anything that has not yet been 
confirmed.



https://www.key.com/businesses-institutions/solutions/payments/index.html
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Option two
Click Choose File to upload a .csv file with the header columns of Check Number, Dollar Amount, Payee Data 1, Payee 
Data 2, and Other Data.  

Click Upload Guide for additional details about uploading records rather than typing them in the form.

Click Next to go to the review screen.

Review the details for all checks that have been entered. Once confirmed accurate, Click Accept.

https://www.key.com/businesses-institutions/solutions/payments/index.html
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The Status screen will appear and indicate whether each check has successfully been submitted (the check is logged in 
KeyNavigator) or rejected with a reason.

 �Note: Rejections are uncommon and are usually due to the check’s being Previously Issued.

 �Note: Include all your outstanding checks in your first file so they won’t come up for decisioning.
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