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Selecting Accounts 
 
Before you can proceed with any other functions, you must first select the account you want 
to work with.  From the main page, which always defaults to the “Accounts” tab, you will see 
a list of all the accounts you have access to.  If there is only one you do not need to do 
anything as it will already be selected.  If there are several accounts, you will need to click 
the radio icon next to the account that you wish to select. 
 

 
 
Note:  You can see the same account listed more than once if there are different services 
based on certain serial number ranges.  Eg: serial numbers 1-10000 are Positive Pay only and 
Serial numbers 10001-999999999 are Positive Pay with Payee Match. 
 
After the account has been selected you can proceed to your next step (exception 
processing, reports or voiding and uploading). 
 

Exception Processing 
 
To check for any exceptions users, need to log in to the service after 10:00am ET but before the 
3:00pm ET cutoff.  To view your exceptions, click the “Account Items” tab at the top of the main ECS 
CTA page. 
 

 
 
From this screen you must now enter information to search for your exceptions.  For today’s 
exceptions that need to be reviewed, select ‘Suspects Need to be reviewed’ from the Report Option 
drop down menu.   

Leave the date blank and click the ‘Show Search Results’ icon  
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You will then be shown a list of all the exceptions that are awaiting a pay or return decision. 
 

 
 
You can click on the Cheque number to view the image of the cheque. 
 

 
 
Once you have decided whether you want to pay or return the cheque you can click the  

Pay  or Return  icons.  If you need to return to the previous page you can click the back  
icon 
 
You can decision your exceptions between 10:00am - 3:00pm ET.  Your final decision must be made 
by 3:00pm ET deadline.  As long as the deadline has not passed you can use the ‘Current Day 
Suspects’ report to review any decisions that were already made for the current day.  For items that 
you have already made a decision, you will have the option to pick a different decision.  This ability is 
only available until the 3:00pm ET deadline after which the items will be displayed as “read only”. 
 
The ‘Previous Days Suspects’ Report is used to view your exception history.   It is important to enter 
search criteria such as a date or serial number range.  Otherwise you will get your complete 
exceptions history since the account was added to the service.  
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Reports 
 
The other report options are used to find cheque data and images.  In all cases you will have the 
ability to generate the report as either HTML or PDF.  If you generate a PDF report you will need to 

click the back icon  at the bottom of the report to return to the report page.  
 
For all the following report options you can further refine the report results by using ranges of 
cheque numbers or amounts or by using the payee name. 
 
Paid Items:  This report option is used to view cheques that have been paid within the date range 
selected.  If generated in HTML the cheque numbers can be clicked to view the cheque image. 
 
Outstanding Items:  This report will give you a list of all your cheques that were outstanding based on 
the date range you select. 
 
PNI Items:  A report that will show you only items that were “Paid/Not Issued” exceptions within the 
date range you select. 
 
Returned Items:  This report will show you all the cheques that were returned within the date range 
you select.  Items that were exceptions that you returned and items that were returned by 
Scotiabank are included in this report.  
 
Consolidated Items:  This option will show you your paid and outstanding items in a single report. 
 
All these reports will also display a summary showing the number of items and total dollar value at 
the bottom of the report. 
 
You can also download the data as a text document in csv (comma separated value) format by 
clicking the ‘Download Items File’ icon. 

 
 

Voiding & Uploading Individual Issued Cheques 
 
If an item is not included in your issued cheque file, it can be manually added to the database of 
issued cheques. 
 
From the accounts tab you can first select which account you are working with then click the upload 
item icon . 
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From this screen you will be able to enter the details of the cheque that you wish to upload.  Once all 

of the information is entered click the ‘Upload Individual Item’ icon.  
 

 
 
If you need to void an item that has already been issued you must go into the same screen as shown 
above and type the details for an existing cheque however the payee must be entered as “VOID 
CHECK”.   

Once all the information is entered, click the ‘Upload Individual Item’ icon  to void it. 
 

Viewing the Issued File History 
 
From the same screen where individual item uploads are found there is another icon entitled “Show 
Issued File History.” 
 

 
 
 
By clicking this icon, it will take you to a new screen where you can enter a date range and then click 

the “Show Search Results” icon  
 
It will then show you information related to the issued cheque files that have been received within 
that timeframe. 
 

 
 
This information like with other reports can also be generated in PDF format. 
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FAQs 
 
Q. Why am I unable to click on any of the tabs along the top of the page? 
 
A. Once you go into one of the menu options you won’t be able to choose another until you use the 
back icon to return to the main page of any given tab. 
 
Q. How do I reset my password if I forget it? 
 
A. The administrators of your company can reset passwords alternatively you can contact the 
helpdesk at 1-800 265-5613 to get an analyst to reset you.  Please note that this may or may not be 
the same as your super users in ScotiaConnect. 
 
Q. I logged out by closing my browser and now it is giving me an “Access Denied” error when I try 
and sign back in, why? 

A.  If you do not log out using the  tab your session will be locked for up to 15 minutes.  
You can either wait or contact your administrators to unlock your session. 
 
Q.  I opened a report in PDF format, how do I exit the report without using the ‘Back’ icon on my 
browser? 

A.   At the very bottom of the report there will be a back icon  that you can click to return to the 
page you were previously on. 

For Further Assistance  
 
Need Help? 
 
In the footer of any page in ScotiaConnect, you will find a ‘Help Center’ link.   
 

 
 
Clicking that link will take you to a resource page with documents, videos, webinars and guided 
tutorials.  There is also a knowledge base of Frequently Asked Questions. 
 
Global Business Payments Technical Helpdesk - Monday through Friday, 8:00 a.m. to 8:00 p.m. ET.  

• 1-800-265-5613 - Toll-free number within North America 

• 1-416-288-4600 - Local Toronto area customers 

• 1-800-463-7777 - pour le service en français 

• Email: hd.ccebs@scotiabank.com. Your email will be answered within 24-48 business hours. 

• To book product training, please send an email to gbp.training@scotiabank.com 

® Registered trademarks of the Bank of Nova Scotia 
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