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Positive Pay User Guide 
How to Approve exception 
Please be aware that the daily cut-off time is 11 AM PST. Beneficial State Bank cannot make or alter 
decisions on behalf of customers. It is advisable to review the Positive Pay system each business day 
before 11 AM PST. 

1. Log into Online banking  Services  Risk Management Services. This will automatically log 
you into the Beneficial State Bank Positive Pay system. The landing page will show up as 
DASHBOARD. 

2. Check Positive Pay  PRO-CHEX. 
3. ACH Positive Pay  PRO-TECH. 

 

 
 

4. Click on the “Total Checks/ACH Debits” dollar amount, and this will expand the selection to 
show your transactions. 
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5. If Company default settings is “PAY” – undecisioned items will be automatically paid. If 
Company default settings is “RETURN”- undecisioned items will be automatically rejected 
after the cut-off time. 

6. To view additional information of the transaction, click on this icon:  
 

 
 

7. Select MANAGE to change the status of the transaction. 
8. If you changed the status of the transaction, review to ensure that the status of the transaction 

changed before clicking away. 
 

 
 

How to ADD an ACH company to approved list 
1. To ADD an ACH company to approved list, click on the following icon: 
2. Click on “Add to Approve list.” A pop-up will display. 
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3. Enter criteria as needed and save. 
 

 
 

4. You can also add a company to approved list by manually entering the information: Click on 
Manage  Approved List  Create. 
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5. Complete the form with the information shown below. 
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How to create a check issue file template 
This is only applicable to Check Positive Pay customers. 

1. Click on Manage  Issue Templates  Create New Template. You can create a new template 
based on your check file format. 
 

 
 

2. Click Save.  
 

  



 

Page 6 of 6 
 

 

How to load check issue file 
1. In the PRO-CHEX module, click on Perform  Issue File Load. 

 

 
 

2. Add the file and click “Upload.” 
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