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1.0 Introduction 

The Guam–CNMI Positive Pay Quick Reference Guide provides simple, step-by-step 

instructions for using the Positive Pay platform. 

Positive Pay is a check fraud prevention service that enables you to submit details of 

checks you have issued to the bank. When a check is presented for payment, the 

system compares the check information against the data you provided. If any 

discrepancies are identified, the item is flagged as an exception, prompting you to 

review it and decide whether to pay or return the check. 

The Positive Pay platform serves as the central access point to: 

 Upload Check Issue Files 

 Enter individual checks manually 

 Review and decision exception items 

 View, print, and download available reports 
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2.0 Accessing the Application 

Log into FHB Commercial Online (FCO) and view the Positive Pay button underneath 

the services section.  If you don’t already have FCO credentials, they will be provided 

to you by FHB Treasury Management Servicing.  We are here to help!  Please reach 

out at cashmgt@fhb.com or (808) 844-3303 if you need assistance. 
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3.0 Positive Pay & Payee Positive Pay Overview 

Positive Pay & Payee Positive Pay is a check fraud prevention service that enables 

you to submit the details of checks you have issued—submitted in a “Issued Check 

File”—to the bank. When a check is presented for payment, the system compares the 

check information against the data you provided. If any discrepancies are identified, 

the item is flagged as an exception, prompting you to review it and decide whether 

to pay or return the check. 
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4.0 Issued Check Overview 
Issued Check Information provides a summary of details for checks you have issued, 

including: 

1. Account number 

2. Check Number 

3. Amount  

4. Issue Date 

5. Issue Type (I = Issue, V = Void) 

6. Payee Name 

7. Additional Payee Name (Optional)  

Issued Check information can be submitted to the Positive Pay platform either by: 

 Manually entering individual check items, or 

 Uploading an Issued Check file containing multiple items. 

4.1 Manually enter Issued Checks 

You may manually add Issued Check items by clicking on the Add Check tab, inputting the 

requested information, and then clicking Add Check.  
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4.2 Issued Check File 

Issued Check Files may be uploaded using an .xlsx (Excel) or .csv file, provided the file 

conforms to the Issued Check File Format requirements. 

4.2.1 Issued Check File Format Requirements 

The Issued Check File must meet the following requirements: 

1. Follow the specified format outlined below. 

2. Be saved in either .xlsx (Excel) or .csv file format. 

3. Include row headers or submit without row headers; both are acceptable. 

Field Field Order  Max Length Field Properties Comments 

Account 
Number

Column A 10 Numeric Only i.e. 1234678 (no dashes)

Check Number Column B 10 Numeric Only

Amount Column D 15 Numeric Only i.e. 1234567.89 (no 
commas) 

Issue Date Column C 10 Numeric Only MM/DD/YYYY 

Issue Type Column G 1 Alpha I = Issue 

V = Void

Payee Name Column E 255 -Alphanumeric 

-Special Characters  

-Spaces

Additional 
Payee Name 
(optional)

Column F 255 -Alphanumeric 

-Special Characters  

-Spaces

File Example WITH Header Rows

File Example WITHOUT Header Rows 
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4.2.2 Uploading the Issued Check file 

Uploading a batch of issued checks can be done by clicking on the Submit Issued Check File

tab, then clicking Choose File, selecting the file in your file explorer, then click on Process File. 

You will then see the status of the file you uploaded.  If there are problems with the file load, it 

will display the reasons for the specific line items that caused the failure for you to review.  

4.2.3 Email notification of file load status 

Once an issue file has been loaded into the Positive Pay platform, an email confirmation is 

sent to the user email(s) on file.  The email notification will indicate: 

 Issue file loaded successfully 

 Issue file partially loaded 

 Issue file rejected 
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5.0 Reviewing Exception Items 

When a check is presented for payment, the system compares the check 

information against the data you provided. If any discrepancies are identified, the 

item is flagged as an exception, prompting you to review it and decide whether to 

pay or return the check. 

5.1 Exception Notifications 

An email notification will be sent to each user indicating an exception item(s) to decision.  

The email notification is sent by 6 a.m. ChST. 

A reminder email notification will be sent 120 minutes prior to the decision deadline. 
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5.2 Decision Deadline 

All decisions must be made by 9:45 a.m. ChST.  Items will be defaulted to RETURN if a 

decision is not provided by the deadline. There are no exceptions to this deadline! 

5.3 Review and decide whether to Pay or Return 

1. Log into FHB Commercial Online (FCO) and select Positive Pay under the Services 

Menu.

2. Click on the Exceptions tab. 

3. Review the reason for each of the exception item(s) and compare them to the front 

and back of the check images.  

4. Decide to either Pay or Return the check item(s). 

5. For Return items, selecting the reason from the dropdown menu:  

a. Altered/Fictitious Item 

b. Amount or Check Number Differs 

c. Duplicate 

d. Post Dated 

e. Refer to Maker 

f. Stale Dated 

6. Click Submit Decisions 

Changes can be made to decided items until the 9:45 a.m. ChST deadline at which time the 

decisions are final.   
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6.0 Launch Advanced Options 
In the upper right corner of the Positive Pay screen is a button called Launch Advanced 

Options.  In addition to the functionality already provided in this user manual, launching the 

advanced options provides reporting and the ability to search, update, and delete issued 

checks.   

This button will take you to another browser tab that will allow you to access the following: 

1. Exception Processing 

2. Transaction Processing 

3. Transaction Reports 

Helpful Icons 

The House Icon will bring you back to the main dashboard page. 

Bell will display notifications relevant to accounts on the platform. 

The gear Icon will allow you to update user notification preferences or log out of 

the platform. 

The Question Mark icon will pull up detailed helpful information specific to the 

page you are on. 

Displays or collapse the menu. 

Favorite pages 
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The magnifying glass will allow you to filter information appearing in reports. 

The column icon allows you to add/remove columns appearing on reports. 

The down arrow to download results/report information into Excel, PDF, or CSV.by 

clicking on the arrow on the top right of search/report information. icon allows 

you to export report  

6.1 Exception Processing 

Clicking on Quick Exception Processing is another place where you can view your exceptions 

for the day and make decisions on whether to Pay or Return the Item.  
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6.2 Transaction Processing 

Transaction Process provides several features to help you manage your Issued Checks. 

6.2.1 Submit Issued Check File 

Upload an Issued Check File by clicking on Choose file, select the account to upload the file 

to, select the file format, then click on Process File.  

6.2.2 Add Individual Issued Check(s) 

Click on Add New Issue Check.  Select the Account, enter the Check Number, Amount, Date, 

Payee Name, and any notes.  Then click Add Check.  



For Customer Use Only.   Updated 3/31/26 Page 15 of 19

6.2.3 Void a Check 

After an issued check has been loaded into the positive pay platform, you may update the 

record to show it as a voided item by clicking on Void a Check from the left menu.  Select the 

Account, enter the Check Number, Check amount, and/or Issue Date. Then click Find 

Matching Check.  Once verified, click Void Check.  PLEASE NOTE: this action is for reporting 

purposes only.  



For Customer Use Only.   Updated 3/31/26 Page 16 of 19

6.2.4 Check Search Overview 

The check search function allows you to view your issued check items.  You may search for an 

individual item or a group of items with the same status. 

6.2.4.1 Check Search Instructions 

Click on Check Search from the left menu.  You may fill out any of the available fields to help 

find the check items you are wishing to view.  If no information is provided, the system will list 

all issued items. PLEASE NOTE: Transaction history is retained for 90 days AFTER an item has 

been paid. 
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6.2.4.1 Results Page 

Once the check search presents results, various options are available by right clicking on the 

three dots to the right of the transaction:   

 View Check Images 

 Edit Record – Only issued checks that have NOT been presented/decisioned yet can 

be edited.  If the item has been presented/decisioned, you may only add notes.  

 Delete Record – You may only delete items that have NOT been presented or 

decisioned.  

 View Record 
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6.3 Transaction Reports 

Three reports are available to users to help manage Issued Check Items.   

1. Exception Items 

2. Payee Match Report 

3. Daily Checks Issued Summary 

Reports can be filtered, configured, and downloaded by using the icons in the top right corner 

of the report information. 

The magnifying glass will allow you to filter information appearing in reports. 

The column icon allows you add/remove columns appearing on reports. 

The down arrow icon allows you to export report information into Excel, PDF, or 

CSV. 

For detailed description of each of the column headers, click on the question 

mark at the top right corner of the page. 

6.3.1 Exception Items 

This Exception Items report displays information about the decision made on exception items 

including the return reason (if applicable) as well as the user information that made the 

decision.  For definitions of each of the columns, click on the ? at the top right corner of the 

application.  
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6.3.2 Payee Match Report 

The Payee Match report displays the Payee Name and the match result information on 

checks that have been presented.  

6.3.3 Daily Checks Issued Summary 

The Daily Checks Issued Summary provides a check count and total amount of issued checks 

for each day.  


