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ACCOUNT RECONCILIATION 
POSITIVE PAY UPGRADE 

Quick Reference Guide  

This guide is intended to highlight some of the common 

functionalities of the new system.  For more information on all of the 

new features, please see the full User’s Guide which is available on 

the  www.fhb.com/ed-center help page. 
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LOGIN 
 Access to the Account Reconciliation Positive Pay (ARP) system is through the FHB Commercial Online Banking. 

Go to www.FHB.com 

Select LOG IN 

 
 

Select FHB Commercial Online 

Select LOG IN 

 
 

Enter your Login ID and Password 
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Select Services 

 

Select Acct Recon/Pospay 

 

This brings you to the FHB Account Reconciliation Positive Pay System (ARP) Welcome screen 
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ISSUE MAINTENANCE 
 

IMPORT AN ISSUE FILE 

 

Select Account Services > Positive Pay / Full Account Reconciliation 

 
 

Select Import Issues 

Select the radial button for the File Definition to be used to upload the issue file 

Select Continue 

 
 

Select Browse to select issue file to be uploaded  

Select Import File 
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File Import Confirmation 

Look for the confirmation message that “The file has been successfully received and is being processed” 

Select File Import Status  

 
 

Validate File Status for issue counts and dollar amounts 

 
 

 

ENTER ISSUE OR VOID MANUALLY 

 

Select Account Services > Positive Pay 
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Select Enter Issues 

 

Enter issue information 

Select Sequential Entry if inputting multiple issues to be numbered sequentially 

Select Continue 

Select Continue 

 
 

Review issue information 

If a secondary approval is required, select submit for approval, if not, ignore. 

Select Add Issue 
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Issue confirmation provided 

Select New Entry to input another issue 
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POSITIVE PAY EXCEPTIONS 
 

DECISION EXCEPTION ITEM INDIVIDUALLY 

 

Positive Pay exceptions will be automatically listed on your Welcome screen upon sign in. 

 
 

Select an exception item 

 

 

Select  to view an image of the check 
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Validate Check Image 

Select an icon to perform additional image views  

Select Close to return to decision screen 

 

 

Indicate whether to pay or return the check 

Select Select Decision  

Select one of the decision options 
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Validate Decision selected 

Select Transmit 

 

Decision confirmation will appear  

 

Select Next Selection to select additional items to decision 
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DECISION MULTIPLE EXCEPTIONS  

 

Select Account Services > Positive Pay / Full Account Reconciliation 

 
 

You will automatically be brought to the Manage Exception Screen 

1.  Select  to search for a specific or range of checks or amounts 

2. Select  to download all exceptions into a csv file 

3. Select  to view image of the check 

 

 
 

Select  to select ALL exceptions or  to select individual items to decision at one time 
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Select a decision to apply to all the selected exceptions 

 
 

Select Apply 

Select Continue 

 
 

Verify decisions 

Select Continue 
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Verify decisions one last time or select item to change decision 

Decisions must be transmitted to be completed. 

Select Transmit   

  
 

Transmission confirmation will appear. 

Once the decisions are transmitted, they cannot be recalled. 
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CORRECTING A MISREAD CHECK SERIAL NUMBER 

• Occasionally a check serial number may be misread, causing the check to appear as an exception for  

“No Issue Found” or “Amount Mismatch”.   

• Once you correct the serial number, the system will automatically correct the serial number on the 

deposit system the next day. 

• The corrected serial number will be reflected on your deposit statement as long as the statement is 

generated the dayafter your correction. 

If  you have identified a misread serial number after viewing  the check image 

Select  
 

 

  
 

Change Posted Check  Number 

Select Continue 
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Verify Correction 

Select Continue 

  
 

Correction confirmation 

  
 

Correction reflected on exception screen 

Select Continue 
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Verify changes one last time before transmitting.  Once you transmit the item cannot be recalled 

Check will be paid and corrections made 

Select Transmit 

  
 

Tranmission Confirmation will appear 

  
 

  



 

ACCOUNT RECONCILIATON POSITIVE PAY QUICK GUIDE    |   17 

CORRECTING A MISREAD DOLLAR AMOUNT 

• Occasionally a check amount may be misread, causing the check to appear as an exception for “Amount 

Mismatch”.   

• Once you correct the check amount,  the system will automatically generate an adjustment entry to 

your account.    

• For example, if a $10.00 check is misread as $100.00.  Once you correct the amount on the check, the 

system will create a credit entry of $90.00 to your account. 

• No adjustment notification will be mailed out for this adjustment 

 

Once you have identified the misread  dollar amount after viewing the check image 

Select  

   
 

Correct Posted Amount 

Select Continue 
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Verify Correction 

Select Continue 

 
 

Correction Confirmation will appear 

 
 

Correction reflected on the exception screen 

Select Continue   

 

 
 

Verify changes one last time before transmitting. 

The correction is not complete until you transmit the item. Once you transmit, the corrected item cannot be 

changed or recalled. 

Select Transmit to transmit correction 
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Transmission confirmation will appear 

 
 

 

EXCEPTION DECISIONS REPORT  
 

To generate a report of decisions made on exception items. 

 

Select Exception Decisions 

  
 

Select criteria you want for the report 

Select Generate Report 
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Sample Exception Decision Report 

• Select current View Criteria to review your search criteria 

• Select Modify Search to change search criteria 

• Select  to print report 

• select to export report to CSV or PDF format 

• Click on arrow by column headings to sort by that column 
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ACCOUNT RECONCILIATON STATEMENT 
 

Select Account Services > Deposit/Partial/Full Account Reconciliation 

 
 

Select Statements-Reconciliation 

 

 

Select Statement to view on the screen  

             Or 

Select ⚫⚫⚫ to select output in PDF or CSV format 
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 Sample Report on screen  

Select    to request CSV or PDF version 
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Sample PDF version   

  

 

Sample CSV Format   
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RECONCILIATON ACTIVITIES 
You are able to research specific types of transactions and generate a corresponding report. 

GENERATE AN ACTIVITY REPORT 

 

Select Account Services > Deposit/Partial/Full Account Reconciliation 

 
 

Select Activity-Reconciliation 

 
Select search criteria for your report 

 Note:  End date on the date range cannot be the current date. 

Select Generate Report 
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Sample Statement Activity Report 

• Select View Criteria to review your search criteria 

• Select Modify Search to change search criteria 

• Select  to print report 

• Select to export report to CSV or PDF format 

• Click on column headings to sort by that column 

 

 



 

ACCOUNT RECONCILIATON POSITIVE PAY QUICK GUIDE    |   27 

GENERATE AN OUTSTANDING ISSUE REPORT 

 

Select criteria for report 

Select Generate Report 
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Sample Outstanding Issues Report 

• Select View Criteria to review your search criteria 

• Select Modify Search to change search criteria 

• Select  to print report 

• Can select to export report to CSV or PDF format 

• Click on arrow by column headings to sort by that column 
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USER SET UP 
Only users with administrative entitlement can set up new users on the ARP system. 

In addition to setting up a new user on the ARP system, the user must also be set up on 

the FHB Commercial Online system and entitled to the Acct Recon/Pospay service.  Upon 

completion of the new user set up on the ARP and FHB Commercial Online systems, 

notification must be provided to Cash Management for final set up. 

 

 

Select Administration > Company Administration 

  

 

Select Create New User 

 

Enter the new user information: 

User ID (cannot have spaces) 

Password (Only required for initial user set up.  Login will be through FHB Commercial Online) 

Confirm Password 

First Name 

Last Name 

Primary Email 

Secondary Email (Optional) 

Telephone Number 

Select Continue 
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Select a user to be copied for ease of set up.  Entitlements can be changed as necessary 

Select Copy User   
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Confirm user to be copied and roles to be copies 

Select Continue 

 
 

Edit Service & Accounts entitled as needed 

Select  to edit services 

Select  to delete services 

 

  
 

Check and uncheck accounts to be entitled by service 

Select Continue. 
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Review new user set up information 

Select  to edit if needed 

Select Continue 

 

 

 
 

Validate one more time, select  to made additional edits as necessary 

Select Create User 
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System confirmation provided 

   
 

Once the User has been set up in the ARP system, be sure the user is also set up on FHB Commercial Online. 

Email cashmgt@fhb.com with the user information for the set up to be completed. 

mailto:cashmgt@fhb.com

