CHECK POSITIVE PAY

ENTERING ITEMS GUIDE

1. Log in to Digital Banking.

2. Select Positive Pay from the Quick Links widget.
*You may need to enable pop-ups in your browser in order to launch the Positive Pay window.
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3. To upload a file select Submit Issued Check File.
a. Browse for the file.
b. Select the appropriate Account Nickname (if more than one exists).
c. Select the appropriate File Processing Type (if more than one exists).
d. Select Process File.
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4. Make sure that the processing results are “Processed” or “Processed with Exceptions”. If the resultis “Rejected”
there could be an issue with the formatting of the file.
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5. To manually add a check select Add New Issued Check.
a. Select the appropriate Account Nickname.
b. Enter the Check Number.
c. Enter the Amount.
d. Enter the Issued Payee as it appears on the check.
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Questions? Please contact Bank First’s Treasury Management Support Team:

(920) 652-3515 | treasurymanagement@bankfirst.com



