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Pro Online Suite - Quick Start Guide Positive Pay 

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

• Update Sub-user Profile

• Submit Issued Check File

• Check Search

• Manage exception items

• View Transaction Reports

Quick Start Guide - Logging in for the first time 

Where to go: Select Online Requests > Additional Services > Centrix PosPay 

User will be prompted to sign in using Positive Pay credentials > Single Sign on will be established

Note: Credentials will only be needed at the initial Positive Pay login

Note: For additional information pertaining to a specific screen, click ? in the upper right hand corner to view more

details 



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

Quick Start Guide – Setup Users 

Step 1 - Where to go: General Items> User Setup (Client)
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• Security Settings Tab>Assign accounts by clicking each account under Account ID that you want assigned

• Security Settings Tab>ACH Originators can assign ACH reports by clicking each report listed in ACH Reports

• Security Settings Tab>Assign Exception Type actions
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• Security Settings Tab>Enter a unique User Name and password
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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) 

• System Messages Tab- Check the various email types that the user should receive 

• Menu Settings Tab>Select functions users will have access to

• Click Submit



Step 4: Verify the Contact Information tab has correct information

Quick Start Guide – Update Users

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

Step 2: Within the User Setup (Client screen), search for the User

Step 3: Click Edit 

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

Enter a temporary password and uncheck User Locked if applicable • 

• Click “Submit” 
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Step 6: Within the Menu Settings tab, assign all applicable accesses. 

Step 7: Within the System Messages tab, assign all applicable notifications. 

Step 8: Click Submit when all changes have been made. 

Step 5: Within the Security Settings tab, assign all applicable access. 
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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 
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Quick Start Guide – Check Search 

Step 1 - Where to go: Transaction Processing Check Search: 

Step 2: Within the Check Search entry screen, enter the desired search criteria (or leave all the fields blank to get all 

checks): 

If you leave all the fields blank, the results screen will include all checks.  Checks displaying with a green check in the 
status have been paid without an exception, checks displaying with a red circle have created an exception.
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Quick Start Guide – Manage ACH Exception Items

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

Step 2 - Review the ACH items listed 

Step 3 - Click Add ACH Rule (if applicable) 

a. Enter a Description to identify the rule later

b. SEC Code‐ prefilled based on the file, but all SEC codes can be chosen

c. Company ID‐ prefilled based on the file

d. DR/CR‐ prefilled based on the file, but can choose debits, credits, or both

e. Max Amount: Customer chooses the maximum amount they’d like to allow before they will be asked to

decision the item.  (IE: If the customer enters $200, then all ACH files under $200 will be paid and all ACH

files over $200 will create an exception).

f.  Add Rule

2. Choose to Pay or Return

a. If choosing Return

i. Choose a reason

ii. If Unauthorized is chosen, a Written Statement of Unauthorized Debit will appear after all

items have been decisioned.  Customer should fill out the form and submit it to their TM
Sales Rep or branch for processing.

3. Click Update to finalize the decision on all items
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Quick Start Guide – Manage Check Exception Items

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

Step 2 - Review the check items listed

Step 3 - View the check's image by clicking View Image

2. Choose to Pay or Return

a. If choosing Return

i. Choose a reason

ii. If choosing Fraudulent, contact the bank immediately as further steps may be needed

3. Click Update to finalize the decision on all items

Quick Start Guide – View Transaction Reports 

Step 1 - Where to go: Transaction Reports 
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