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Positive Pay

Positive Pay: Introduction

After signing into FT Banking, click on the Services tab and then click Positive 
Pay.

The symbols in the top toolbar represents:

•	  Collapses the menu screen on the left

•	  Store your favorite Actions

•	  Click to bring back to the Welcome screen

•	  Notifications Window

•	  Change password, Log Out

Have a question or need instruction, click on the Red Question Mark . This 
feature is available on every screen.

To exit Positive Pay always use the Log Out button  located in the upper-right 
hand corner of the page.

Introduction
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 Positive Pay: Quick Exception Processing

In the Exception Processing tab, click Quick Exception Processing.

1.	 Account ID - All accounts are listed in the Account ID field. You can view all 
accounts or choose specific accounts to decision.  

2.	 Display Type - This field only appears if a customer has both Traditional and 
ACH Positive Pay.

3.	 To only view Pay/Return decisions that have not been made check the box 
next to Hide exceptions already decisioned. 

4.	 The Bottom Detail shows the Client/Account ID, paid date, check number, 
amount, issued payee, and exception type. 

5.	 In the Check Number column there is a View Image link. Click this to display 
the check image.

6.	 Check Pay or Return and the Reason.

7.	 Click the Update button to process the report.

8.	 Select a decision reason from the drop-down list.

Quick Exception Processing

Quick Exception Processing is an efficient method of managing exception item 
activity. Pay/Return decisions can be made on all items using a single screen.  
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Managing Exceptions

While processing items, the Positive Pay system sends you an email notification 
if there are any exceptions to review. Exceptions represent two types of items: 
items that do not match checks issued by the client to the bank or items 
attempting to clear an account where the Positive Pay service is set to run in 
reverse, requiring client review of all items. Exception items will be available for 
review at 8:00 am EST. 

The Exception Type tells you why the item is listed. This can include:

•	 Duplicate Paid Item: The item was previously paid.

•	 Paid Not Issued: The item was never loaded into the system as an issued 
check.

•	 Stale Dated Item Paid: The item is a stale dated check. A check is 
considered stale dated if it is older than 120 days.  

•	 Voided Item: The item was previously voided.

•	 ACH Transaction: The item is an ACH transaction that was flagged as an 
exception by the ACH Filter rules defined for the account.

Note: For ACH exceptions, the ACH Standard Entry Class Code, 
Originating Company ID and Debit or Credit (DR/CR) are displayed in 
the exception description.

Note: The daily cutoff time for positive pay decisions is 12 PM 
EST. At this time, an automated Pay/Return decision is made on 
all “undecisioned items” and users are automatically put in “READ 
ONLY” mode to prevent any changes.
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 Positive Pay: Managing Exceptions

Click the Exception Processing tab, then Quick Exception Processing.

1.	 �Using the “Account ID” drop-down, filter your payments by account ID, 
display type or status. 

2.	 �Check the box next to “Hide exceptions already decisioned” to display only 
items requiring a pay or return decision.

3.	 �Check a box in a the Pay/Return Decision column to indicate whether the 
item should be paid or returned. If you select Return, you can add a reason 
for later reference. 

4.	 �Click the Update button to submit the decisions.

�Note: Decisions on exceptions must be made by 12:00 PM EST. Any 
items left undecided are handled per your default setting. All users 
at Firstrust are placed into read-only mode after the cut-off time to 
prevent changes to the automated decision.
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Positive Pay: To Upload an Issued Check File

To Upload an Issued Check File

Click the Transaction Processing tab, then Submit Issued Check File.

1.	 �Click the Browse button and locate the file you wish to upload.

2.	 �Using the “Account ID” drop-down, select the account the issue was drawn 
from. The File Processing Type is prefilled with the designated file format.

3.	 ��Click the Process File button. The file processing status will display at the 
bottom of the page.
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The Submit Issued Check File feature allows you to upload issued check files.
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 Positive Pay: Manually Enter a Check

Click the Transaction Processing tab, then Add New Issued Check.

1.	 Using the “Account ID” drop-down select the account the issued check was 
drawn from.

2.	 Enter the check number, amount of the check, date issued and payee 
information into the provided fields.

3.	 Click the Add Check button. A confirmation displays at the top of the page. A 
table of newly issued checks appears at the bottom.

Manually Enter a Check
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Note: Multiple checks may be added in sequential order by clicking 
the Auto-Increment Check Number.

The Add New Issued Check feature is used if a check was manually written or was 
otherwise not included in the uploaded issued check file that was submitted.
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Positive Pay: Void a Check

Click the Transaction Processing tab, then Void a Check

1.	 �Using the “Account ID” drop-down, select the account the issue was drawn 
from. 

2.	 �Enter the check number, amount of the check and date issued into the 
provided fields.

3.	 �Click the Find Matching Check button, and the check information populates 
under Step 3 on the page.

4.	 �Review and click the Void Check button when ready to complete the action.

Void a Check
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The Void Check feature is used to void an issued check.
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 Positive Pay: Outstanding Issued Checks

Outstanding Issued Checks

Generate an outstanding issued checks report using the selection criteria on the 
Outstanding Issued Checks page.

Click the Transaction Reports tab, then Outstanding Issued Checks.

1.	 �By default, all assigned accounts are included in the report, or you can 
choose specific accounts to include. 

2.	 Filter items in the report by entering the Issued Date, Input Date, 
Outstanding As of Date or Issued Payee.

3.	 Click the Produce Report button to review the report. The report displays 
transaction information such as the check number, check amount and issued 
payee, along with the chosen selction criteria.

4.	 Click the Back to Filter button to return to the Outstanding Issued Checks 
page.
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Positive Pay: Issued Check File Processing Log

Issued Check File Processing Log

The Issued Check File Processisng Log shows a list of all issued check files that 
have been electronically submitted through the system.

Click the System Reports tab, then Issued Checks File Processing Log.

1.	 �By default, all assigned accounts are included in the report, or you can 
choose specific accounts to include. 

2.	 Filter items in the report by entering the Upload Date, Item Count, or Dollar 
Amount.

3.	 Click the Produce Report button to review the report. The report is displayed 
on the Results page. 

4.	 You can view additional details regarding the file or errors by clicking the 
Results column.

5.	 Click the Back to Filter button to return to the Selection page.
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 Positive Pay: Account Reconciliation

Account Reconciliation

Click the Transaction Reports tab, then Account Reconciliation Summary.

1.	 �Using the “Account ID” drop-down, select an account. 

2.	 Enter a reconcile through date.

3.	 Click the Select button.

4.	 Click the “Show” link next to a total to view a list of included items.

5.	 Click the Finish Reconciliation button to reconcile the account.

Use Account Reconciliation Summary to determine your available cash position 
as of a particular date. The report displays an activity summary with newly issued 
checks, paid checks, stopped checks, voided checks, ACH debits and credits, 
miscellaneous debits and credits, deposits, service charges, paid interest and 
taxes/withholding. The report also provides a total of outstanding checks and the 
check register balance as of reconciliation date.
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Positive Pay: Adding ACH Authorization Rule (Policies)

Click on Quick Exception Processing. ACH items will show with a hyperlink in the 
Check # field.

1.	 Click on the “Add ACH rule” link.

2.	 The Company ID will automatically prefill.  

3.	 Click on Debits Only, Credits Only or Both DR and CR.

4.	 Enter the Max Amount. 

5.	 Click the Add Rule button.

Adding ACH Authorization Rule (Policies)
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