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1. To Manually enter an issued item into Check Positive Pay.  Select the “Business Banking” 

menu and then select “Positive Pay”. 

 
 

2.  The select “Add Check”. 
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3.  Then enter: “Amount”, “Payee”, choose “Account”, choose “Issue Date”, enter “Check 
Number”.  Use “Auto Increment” if you are manually keying multiple checks in a series 
and the system will auto generate the next number in the series. 

 
4.  Once all information has been entered select “Add Check”.  The checks added will be 

displayed in the “Checks Added” section. 

  


