
                                                                                                                                

    

POSITIVE PAY 
 
To access Positive Pay you will log in to GWCU online banking in the menu tab you will select 
positive pay. The credit union will set up one user for the business; it will be an Admin user. If you 
want to give additional users access to view and approve alerts, you will be required to add 
additional users in the GWCU online banking platform first. 
 

Adding Additional Users to Positive Pay 
Once the additional user has been added in the GWCU online banking platform, you can log in to 
positive pay and create additional users in positive pay.  
 

1. As the Admin user you will go to the Dashboard and click Manage Users 
 

 
 

2. The Client Users page appears. Click the “Create New User” button 

 
 

3. The New User page appears. Fill out all fields available, then click “Create User” button. If 
you want text alerts a cell phone number is required. 



                                                                                                                                

    

 
 

4. The New User interface will display these fields, it will default the information you entered 
on the previous page. You need to enter their SSO ID it is case sensitive, it must be 
entered exactly how it is in Alkami. 

 
 

5. The User profile page appears. Scroll down to the “System Roles” section of the page to 
select what roles should be enabled for the user.  

 
 
 
 
 

6. If you signed up for ACH Alerts, you will see this section. Select the account(s) and move 
to the other side by highlighting and clicking the arrow. After you’ve moved the account, 
select the User Privileges for ACH Alerts. 



                                                                                                                                

    

 
 

7. After you’ve moved the account, select the User Privileges for ACH Alerts. A brief 
description of the privileges is listed below. 

 

 
8. The alert method can be chosen from the dropdown. Select the account(s) and move to 

the other side by highlighting and clicking the appropriate arrow. 



                                                                                                                                

    

 
9. After you’ve moved the account(s), select User Privileges for Check Positive Pay. A brief 

description of each privilege is listed below. Save User when done. 

 



                                                                                                                                

    

 

 
 
 
 
 
 
 
 
 



                                                                                                                                

    

ACH Positive Pay 
The ACH Positive Pay Dashboard is a quick reference summary of the current day’s file 

information. From here you can navigate to individual modules using the active links. 

• Total ACH Debits 

• Set to Pay 

• Approved List Exceptions 

• Set to Return 

 

Below are brief descriptions of each Current Status type. 

 



                                                                                                                                

    

Viewing Transaction History 
1. The transaction details are displayed for the files loaded on the date shown in the upper 

right-hand corner. 

 

2. Clicking the arrow (>) will expand the detailed information for each transaction. 

 

3. Click the box under the Manage column for the transaction to change status. 

a. IMPORTANT: The Current Status column is the action that will process. The 

Manage column gives members the option to change the status. 



                                                                                                                                

    

 

Written Statement of Unauthorized Debit 
If an item is changed to Return and requires a Written Statement, the Written Statement of 

Unauthorized Debit window will open. The Written Statement must be completed to return the 

transaction. 

1. Select the reason for return. 

2. Select Next. 

 

 

 

 

 



                                                                                                                                

    

 

3. Click the “I consent to electronically signing this form” acknowledgement box. 

 

4. Click the Electronic Signature box and type your name. 

5. Click Sign. 

 

Approved List 
Below are brief descriptions of the Approved List fields. 



                                                                                                                                

    



                                                                                                                                

    

 

1. Click Transaction History to open the Transaction History page. 

 

2. Click the arrow (>) beside the transaction. 

 

3. Click Add to Approved List to open the Add Company to Approved List window. 

4. Click Save. 



                                                                                                                                

    

 

Check Positive Pay (Pro-Chex) 
The Check Positive Pay (Pro-Chex) Dashboard is a quick reference summary of the current day’s 

file information. From here you can navigate to individual modules using the active links. 

• Exceptions 

o Clicking on the dollar amount hyperlink on the Exceptions line will direct to a 

filtered view of Transaction History that will display only exceptions that require a 

decision. 

• Set to Pay 

• Set to Return 

o Clicking on the dollar amount hyperlinks on the Set to Pay or Set to Return lines 

will expand the view to display a breakdown of the total for each category. System 

Pay or Return indicate transactions that will pay or return if no action is taken due 

to the default status. User pay or return indicate a Member user decision has 

occurred. 

**IMPORTANT: Check items are default set to Pay unless action is manually taken to Return (see 

Managing Exceptions). 

 

 



                                                                                                                                

    

Manual Entry 
Members may manually enter a list of checks that have been issued. Below are brief descriptions 

of the fields that may be displayed in the manual entry screen. 

 

 

1. From the Pro-Chex module, click Perform > Manual Issue Entry. 

 



                                                                                                                                

    

 

2. The Manual Issue File Entry screen will appear. 

3. To edit any row, click in the fields to be edited and make changes. 

4. Click Save when finished. 

 

 



                                                                                                                                

    

5. The Manual Issuance File Status detail page will appear. 

 

 



                                                                                                                                

    

Issue Templates 
Members may upload issue items using files that can be generated out of most accounting 

systems. Multiple file templates can be set up, displayed and used. 

1. From within the Pro-Chex module, click Manage > Issue Templates. 

 

2. To view or edit an existing template, click the pencil icon for the appropriate template. 

3. To delete an existing template, click the checkbox next to the Templates to be deleted 

and click Delete Selected. 

4. To create a new template, click Create New Template. 

 

 

Creating a New Template 
1. The template name, file type and template status values are required. 

2. The header and footer fields are optional. 

 



                                                                                                                                

    

3. Excel and separated files will require members to define the column data elements that 

will be found. 

 

4. Fixed Width files will require members to define the start and end position in which the 

data element is located. 



                                                                                                                                

    

 

5. The File Mapping section displays the required fields. 

6. The Check Serial # and Amount fields are always required. 

7. Members must specify if the amount data in the file to be imported will or will not contain 

decimal points. 

a. If the Amount value is set to Fractional Dollars, then 100, 100.0 and 100.00 are all 

processed the same. 

b. If the Amount value is set to Whole numbers of cents, the system will divide by 

100 and save it as a dollar value. A value of 100 would be saved as $1.00 in the 

system. 



                                                                                                                                

    

8. If the Status box is not checked, Pro-Chex will load all issue items with a status of Issued. 

9. If the Account Number box is checked, members can import one file that contains issue 

items for multiple accounts. If the box is not checked, Pro-Chex will require members to 

select the account the checks were issued on. 

10. If the Issuance Date box is not checked, Pro-Chex will default the issue date to the date 

the file was loaded. 

 

Loading Issue Files 
1. In the Pro-Chex module, click Perform > Issue File Load. 

 

2. Select the Template from the drop-down box. 

 

3. Click Browse to select the appropriate file. 



                                                                                                                                

    

 

4. Click Remove to remove the file. 

5. Click Browse to add more Issuance Files to upload. 

6. Click Upload to upload the current file(s). 

 

7. If errors were encountered during the initial processing of the issuance file, the Parse 

Errors display will appear, allowing members to view the error detail within the file. The 



                                                                                                                                

    

most common reason this error would appear is because the file contains improper 

formatting. 

8. At this point, members will have the option to: 

a. Correct errors 

b. Delete individual errors 

c. Delete all errors 

d. Discard the file 

 

9. Click on any of the fields highlighted in red to make updates or changes. 



                                                                                                                                

    

 

10. Once all errors have been corrected, the file can be reprocessed by clicking Save and 

Submit. 

 

11. If the file processes successfully, members will be able to view the details on all the items 

in the file. 



                                                                                                                                

    

 

 

Managing Exceptions 
Listed below are the possible Exceptions and the order in which they are flagged by Pro-Chex. 



                                                                                                                                

    

 

1. In the Pro-Chex module, click View > Transaction History. 

**IMPORTANT: The Current Status column is the action that will process. The Change 

Status column gives members the option to change the status. If the transaction is not 

eligible for a decision, the button will display as Ineligible. 

**IMPORTANT: Check items are default set to Pay unless action is manually taken to 

Return. 



                                                                                                                                

    

 

2. Change Status – Pay 

a. If the Current Status on an issued item is set to Return, members can opt to 

change the status to Pay if the member determines the check should be paid. 

b. Click the Pay button under the Change Status column. 

 

3. Change Status – Return 

a. If the Current Status on an issued item is set to Pay, members can opt to change 

the status to Return if the member determines the check should not be paid. 

b. Click the Return button under the Change Status column. 

 

c. Check Return Reason pop-up window appears. Select the appropriate reason for 

the Check Return. 

d. Click Save. 



                                                                                                                                

    

 


