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 Positive Pay - Quick Start Guide 

This Quick Start Guide will guide you through the getting started process when using the Positive Pay system. 
Included in this guide are the “how to” processes to complete the following:

• Logging in for the first time (establishing Single Sign On through Pro Online Suite)
• Setup Users
• Reset Users
• Submit Issued Check File
• Review Checks
• Manage exception items
• View Transaction Reports

Logging in for the first time

Where to go: From the Home Page >Select the 3 Bars on the left navigation page>Click on Other Services, then Positive Pay.

User will be prompted to sign in using Positive Pay credentials > Single Sign on will be established after the initial login.
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Note: For additional information pertaining to a specific screen, click Help Desk in the upper right hand corner 
to view more details

Quick Start Guide – Setup Users

Step 1 - Where to go: General Items User Setup (Client):

Step 2: Within the User Setup (Client) screen, click Add New

Step 3: Within the User Setup (Client) area:

• Contact Information Tab-Enter the user’s information
• Security Settings Tab-Enter a unique user name and password and assign accounts
• Menu Settings Tab-Select functions users will have access to
• System Messages Tab-Check the various email types that the user should receive
• Click “Submit”
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Quick Start Guide – Reset Users

Step 1 - Where to go: General Items Reset User (Client):

Step 2: Within the Reset User (Client screen, choose user from the drop down menu

Step 3: Within the Reset User (Client) area:

•	 Enter a temporary password and uncheck User Locked if applicable
•	 Click “Submit”
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Quick Start Guide – Submit Issued Check File

Step 1 - Where to go: Transaction Processing Submit Issued Check File:

Step 2: Within the Submit Issued Check File screen, browse for the file to upload, choose the account, and click 
Process File

Quick Start Guide – Review Checks

Step 1 - Where to go: Transaction Processing Review Checks:

Step 2: Within the Review Checks screen, choose the account from the drop down menu
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Quick Start Guide – Manage Exception Items

Step 1 - Where to go: Exception Processing Quick Exception Processing:

Quick Start Guide – View Transaction Reports

Step 1 - Where to go: Transaction Reports 




