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Positive Pay  
User Setup 

Before a user can be setup in Positive Pay, they must first be setup as a sub-user in Online 
Banking. 
 
From the Dashboard, select Manage Users and Create New User 
From this screen you will enter your user’s information and click Create User. 
NOTE: For the SSO ID, you will enter the current case sensitive online banking username for the 
new user. 
 

 
 
After creating the user, you can now select the roles and privileges you wish for this user to have for 
the accounts you select based on the services you are utilizing. 



7/11/2023 11:42:00 AM 
 

 
 
 

Dashboard Overview 

This opening screen will give you an overview of your activity. 
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Changing Modules 

To switch between the Dashboard, ACH Controls and Positive Pay Checks modules, you’ll click the 
dropdown to the right of the screen to make a selection. 
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Manage Users 

This is where you will be able to add users and make edits to existing users roles and permissions. 
 

 
 
 

 
Reports 

Reports are available for one year. The Audit Report user privilege must be turned on. 
From the Client Dashboard, click Reports > Audit Report. 
 

 
 
Audit Report - The Audit Report tracks information regarding the users who have accessed the 
system and performed auditable functions such as change transaction status. 
 

 
 
 
The Audit Report page appears with the current date by default. To filter the date range, click on the 
Date Range drop-down, select the desired date range, and click the Apply button.  
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To narrow the search results, click Filters and a window containing additional search criteria will 
appear. 
 

 
 
To narrow the search to a specific user, select the desired user from the User drop-down. If there are 
less than ten (10) users, then a drop-down will be generated. If there are more than ten (10) users, 
type in the first character or first few characters of the username to generate a list. 
 

 
 
 
To narrow the search by a specific service, select the desired service from the Product drop-down. 
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Once search criteria are selected, click Apply to narrow your search results. 
 

 
 
Product - Service module where action was taken 
 
Date Time - MM/DD/YYYY HH:MM:SS Time Zone 
 
User - Name of Client user 
 
Action - Action being tracked 
 
 
 
 
 
 
 
 
Notification Delivery Report – The Notification Delivery Report provides information related to the 
delivery status of alerts generated by the service modules in use. The status of email alerts will 
always be visible. The status of text alerts will only be visible if the financial institution has elected to 
offer text alerting. 
The Notification Delivery Report Privilege must be enabled. 
 
From the Client Dashboard, click Reports > Notification Delivery Report. 
 

 
 
The Notification Delivery Report page appears with the current date by default. To filter the date 
range, click on the Date Range drop-down, select the desired date range, and click the Apply button. 
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To narrow the search results, click Filters and a window containing additional search criteria will 
appear. 
 

 
 
To narrow the search to a specific recipient, enter a valid email address or 10-digit phone number 
without dashes. 
 

 
 
To narrow the search results to a specific message type, select the desired message type from the 
Message Type drop-down. 
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To narrow the search results by the status of delivery, select the desired notification status from the 
Status drop-down. 
 

 
 
Once search criteria are selected, click Apply to narrow your search results. 
 

 
 
Date Time - Date and Time the notification was sent. 
 
Recipient - The email address or SMS number the notification was sent to. 
 
Status -  Email   BOUNCE Receiving server could not or would not accept message. 
    DROPPED Recipient exists in one or more suppression lists. 
    DEFERRED Recipient’s email server temporarily rejected message. 
    PROCESSED Our email provider received the message and is processing 
    DELIVERED Email was delivered to the recipient’s email provider. 
    OPEN The user opened the email. 
    SPAM REPORT The user reported the message as spam. 
   

SMS   UNDELIVERABLE Message delivery failed. 
 
DESTINATION IS DEACTIVATED The recipient number is either 
suspended, deactivated or has been moved to another wireless cellular 
carrier. 
 

SMS SUBSCRIBER OUT OF COVERAGE Occurs when the wireless cellular 
device the SMS/Text is being delivered to has not connected to the 
Wireless Cellular Carrier’s network for an extended period or does not 
have romancing enabled on the wireless cellular account. 

 
 UNKNOWN COMMAND Result when the system does not know where to 

route an incoming message. 
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 NOT A WIRELESS NUMBER Caused when trying to send to a wireless 
cellular number with no country code, an invalid country code, or an 
invalid wireless cellular number. 

 
 FAILURE Result of the message that failed to be delivered to the wireless 

cellular carrier. 
 

Subject  The subject of the notification. 
 
**There are several other statuses that come up occasionally. We can provide those details upon 
request. 
 
Click the arrow (>) next to the Notification Delivery item to view more useful detail. The type of 
message sent, and the recipient name will be displayed for further information. 
 

 
 
Recipient Name - The first and last name of the recipient. 
 
Message Type - Type of message sent. 
 
Status Detail - Whether the message was Delivered or Undelivered 
 
 
 
Please note that the Notification Delivery Report can be downloaded as a .csv file by clicking on the 
“Download as CSV” button at the bottom of the Notification Delivery Report screen. 
 

Transaction History 

Transactions are stored and visible for 1 year. 
Consolidated Transaction History View user privilege must be enabled. 
 
From the dashboard click Transaction View 
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The Transaction History page appears. Transaction View will display all the current day’s 
transactions. To filter the date range, click on the Date Range drop-down, select the desired date 
range, and click the Apply button. To narrow the search results, click Filters and a window containing 
additional search criteria will appear. 
 

 
Account - For less than 25 accounts, select from the drop-down menu. Otherwise, type in the 
beginning of an account number or account name for a list of matching accounts. 
 
Min Amount - Minimum dollar amount of transaction. 
 
Max Amount - Maximum dollar amount of transaction. 
 
Pending Approval - If you have Decision Dual Approval enabled, transactions may be in a pending 
status awaiting an Approve or Deny decision. Select from the Pending Approval drop-down menu to 
opt to display transactions that are pending approval, or not pending approval. The default setting is 
to Show All Transactions. 
 
Notification Sent - Select from the drop-down menu to filter by whether a notification was sent to the 
client. 
 
Status - Select Pay or Return. 
Once search criteria are selected, click Apply to narrow your search results. The view will depend on 
the modules you are subscribed to, as well as the entitlements and account number access assigned 
to your user. 
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Type - Provides information as to the type of transaction displayed. 
 
Description - The type of account or the check number depending on the transaction type. 
 
Account - Account number associated with that transaction. 
 
Date - Date of the transaction. 
 
Credit/Debit - Amounts of credit or debit. 
 
Current Status - Status the transaction is currently in. Paid or Returned. 
 
Manage - Displays a Pay or Return button. This will allow for decisioning directly from the 
consolidated transaction view if EOD has not passed for a specific service. It is important to note that 
if the you have enabled Client Decision Dual Approval, and a user changes the status of a transaction 
from Return to Pay, the transaction status will change to Pending-Pay, and the decision will have to 
be approved by a secondary user. 
 
Exception - The red (!) indicator informs the user that there were item exception(s). Click the drop-
down arrow to the left of the transaction that has the black/red (!) indicator in the far-right column to 
see what the exception for the specific transaction is. 
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How to Approve/Decline Transactions 

Transactions can be approved from the Dashboard by clicking on Transaction View. Each item 
ready to be paid will have a blue Pay button under Manage.  
 

 
When you click Pay, an image of the check will appear for you to confirm.  
 

 
 
 
 
Once the image is confirmed, you will see the option to Return the item if desired. Click the dropdown 
for more details on the item. 
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All the same steps for this check transaction can be performed by changing the module to Positive 
Pay Checks then clicking View and Transaction History. 
 

  
 
For ACH transactions you would follow the same steps but choose the ACH Controls module and 
Transaction history. 
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From the ACH Controls module you’ll choose Transaction History and from there you can either 
pay or return the transaction. 
 

 
 
From this screen you can all quick add companies to your Approved and/or Block Lists. 
 

 

Adding Companies to an Approved / Block List 

You can setup lists to approve or block certain companies sending ACH transactions through. The 
shortcut was demonstrated in the previous section. From the ACH Controls module, click the Manage 
dropdown for access to either list. 
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When you choose to approve a company, they will show listed on the Approved List screen. 
 

 
 
You can also create an Approved company. Click the Create button, complete the information fields 
and click Save. 
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The Block List follows the same steps. You can either quick add from the Transaction History screen 
or you can manually add the company to a Block list by clicking Create from the Block List screen 
under Manage. 
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Positive Pay Checks – Manual Entry 
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Positive Pay Checks – Issue Templates 
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Positive Pay Checks – Loading Issue Files 
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Positive Pay Checks – Issue File Status 
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