
Positive Pay:
Positive Pay allows you to monitor checks presented to your account for payment and make payment decisions on 
unrecognized items presented for payment based on a list of checks disbursed that you provide to First Commonwealth. 

 1. To begin, you can provide First Commonwealth your issued check records by selecting “Create Issued Items” under   
  the Positive Pay heading in the Payments menu (A).

 

 2. To enter individual check items, select the “Enter Checks” button at the top-left of the page (B). Alternatively, if you   
	 	 have	a	software	program	or	other	systems	that	can	generate	a	file	of	your	check	issue	records,	you	may	also	
	 	 choose	to	upload	those	files	directly	instead	of	entering	the	individual	check	records.	

 3. After you have selected the “Enter Check” button, you will be able to enter in the check details of each check item   
  that you have issued (C). You will need to enter the Account Number the check was issued from. Enter the Check   
  Number of the item, the date the check was issued and the check amount. Select the type of check item, which can   
  either be a check or a check void. Finally, enter the Payee of the check item.
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 4. After the check information has been entered, you will have the opportunity to review the details of the checks for   
  submission (D).
 

	 5.	Once	you	confirm	the	checks,	you	will	receive	confirmation	that	the	check	records	have	been	accepted	(E).
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Reviewing Positive Pay Check Exceptions

 1. To review check exceptions of checks presented for First Commonwealth for payment, begin by selecting “Check   
  Exceptions” under the Positive Pay heading in the Payment menu (A).
 

 2. You will be presented with all check exceptions that are available for review (B). From the list of exceptions, you will 
	 	 have	the	option	to	either	Pay	or	Return	each	individual	check	item.	If	you	require	additional	details	on	a	specific		 	
  check item, you can select the “Details” option to the right of each check item. Selecting this option will allow you to   
  review the individual check details. 

 3. Once the check payment decisions are made, you will have the opportunity to review the details of your Pay/Return   
  decisions

	 4.	Once	you	confirm	your	payment	decisions,	you	will	receive	confirmation	that	your	payment	decisions	have	been	
  submitted. 
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Have additional questions?
Contact the Treasury Management Call Center at (724) 463-5857 

Monday through Friday from 8:00 a.m. until 5:00 p.m. EST.


