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Check Positive Pay
Check Positive Pay is available from the Account Services section in Commercial Online Banking.

Entering and uploading  
check records
To ensure only authorized checks are processed and paid, it is critical to maintain an accurate record of 
issued checks for comparison against those negotiated by payees. Within Check Positive Pay, you can 
manually enter issued checks or you can upload a file containing check information.

Manual input

1.	 Select Enter Issues.

Check Positive Pay User Guide
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2.	Add check record information for each issued check.

• Check number

• Amount

• Issued Date

• Payee name – only required if using Payee Match

• Additional Payee Information – only required if using Payee Match and there are two lines of  
payee information

3.	Click Continue to review the details then select Add Issues.

4.	Click Save.

Check Positive Pay User Guide
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Uploading a file

1.	 Select Import Issues and click the radial button to the left of the file definition for the file upload 
and click Continue.

2.	Choose Browse to locate the file from your computer. The system supports both delimited and 
fixed file formats. The table below defines the field requirements and formats. 
 
Note: The file should not contain a Header or Footer unless you are sending the file via  
Direct Transmission.

Check Positive Pay User Guide
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3.	Click  Import File.

Check Positive Pay User Guide

FI E LD NAM E R EQU I R E D/
OPTIONAL SU PPORTE D FOR MATS/C HAR ACTE RS

Check Number Required Numbers 0 – 9. Up to 15 characters allowed.

Amount Required Dollar amounts with or without a decimal(.) or dollar sign ($).  
If the decimal is not included, select an applied decimal format,  
Whole Dollar (123=123.00) or implied (123=1.23).

Issue Date Required MMDDYY
MMDDYYYY
MM/DD/YY

YYMMDD
YYYYMMDD
YY/MM/DD

MM/DD/YYYY
MM-DD-YY
MM-DD-YYYY

YYYY/MM/DD
YY-MM-DD
YYYY-MM-DD

Payee Name Only required for  
Payee Positive Pay.

Letters A – Z and numbers 0 – 9. Up to 96 characters allowed for payee 
positive pay accounts.

Additional Payee Name Line Optional Letters A - Z and numbers 0 - 9.  Up to 96 characters.

ABA/TRC *Optional Numbers 0 – 9. Columbia Bank routing number is 123205054.

Account *Optional Numbers 0 – 9. Required if your import file has multiple accounts in it.

Issue Type *Optional. I for issue or V for void (not case sensitive). If this field is undefined or has 
characters other than I or V, it defaults to I for issue.

Debit/Credit *Optional Not a required field and not required in file or mapped in field definition.

Issue Action *Optional A for add or D for delete. If this field is undefined or has characters other 
than A or D, it defaults to A for add. This field must be mapped; however you 
do not need to have it within the actual file.

Note An asterisk (*) denotes optional fields for which a default value can be defined. When a default 
value is defined for a field, it is not required in the actual file.
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Custom file format definitions
Columbia Positive Pay supports both delimited and fixed file formats. You can create a custom
delimited or fixed file format definition from the Issue File Import page in Commercial Online Banking. 
Click on the File Import Definition link located at the top of the page. Please see the accompanying 
pages for Columbia Bank’s file layout requirements for delimited and fixed file formats.

Check Positive Pay User Guide

Delimited File Format
A delimited file is a text file consisting of data separated by a tab, dash (-), semi-colon (;),  
or comma (,). For delimited file formats, please use a .csv file extension when initially saving the  
file to be imported.

A popular delimited file is a CSV file created using Microsoft Excel and many other popular software 
application programs.

A delimited file also includes a text qualifier, a single quote (‘) or double quote (“), that is placed on 
each side of the text if you are including payee names in your import files. The text qualifier ensures 
that a character like a comma (,) is not treated like a field delimiter when it is included in a data field. 
For example, when a file is imported and includes a company name such as abc company, inc the text 
qualifier ensures that the name is not divided by the comma during the import process.

Sample Delimited File Values

FI E LD PU R POS E MA XI M U M LE NGTH VALI D FI E LD PROPE RTI ES VALU E I N SAM PLE FI LE

1 Check # 15 Numeric Only 123456

2 Amount Must be greater than 
0.00 and less than 
100,000,000.00.

Numeric Only
Decimal Included (Preferred)
123.00
Decimal Not Included
Whole Dollar
123=123.00
Implied Decimal
123=1.23

123.00

3 Issue Date Must match one of the 
defined values.
(If using the Dash field 
delimiter, a single or double 
text qualifier is required.)

MMDDYY 
MMDDYYYY 
MM/DD/YYYY 
MM-DD-YYYY    
YYYYMMDD    
YYYY/MM/DD

YYYY-MM-DD
MM/DD/YY
MM-DD-YY
YYMMDD
YY/MM/DD
YY-MM-DD

05162015

4 Payee 96 Alpha/Numeric abc company, inc

5 Account 17 Numeric 4567890



ColumbiaBank.com    Member FDIC    Equal Housing Lender     SBA Preferred Lender 1-08

Check Positive Pay User Guide

Sample Delimited File Using a Comma Delimiter

Sample Delimited File Using a Semi-Colon Delimiter

Sample Delimited File Using a Dash Delimiter

Fixed File Format
A fixed file is a text file consisting of data that have specific lengths and positions. For fixed file 
formats, please use a .txt file extension when initially saving the file to be imported. Other file 
extensions are not supported.

Sample Fixed File Values

FI E LD PU R POS E MA XI M U M LE NGTH VALI D FI E LD PROPE RTI ES VALU E I N SAM PLE FI LE

1 Account 17 Numeric Only 1234567890

2 Check# 15 Numeric Only 456789

3 Amount Must be greater than 
0.00 and less than 
100,000,000.00

Numeric Only
Decimal Included (Preferred)
123.00
Decimal Not Included
Whole Dollar
123=123.00
Implied Decimal
123=1.23

123.00

4 Issue Date 10 MMDDYY 
MMDDYYYY 
MM/DD/YYYY 
MM-DD-YYYY    
YYYYMMDD    
YYYY/MM/DD

YYYY-MM-DD
MM/DD/YY
MM-DD-YY
YYMMDD
YY/MM/DD
YY-MM-DD

05162015

5 Payee 96 Alpha/Numeric abc company, inc
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Sample Excel CSV File Record

Sample Fixed File Record with Default Field Values Set

Sample Fixed File Record without Default Field Values Set

Field Properties (no Default Field Values set)
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Managing exceptions
To review check exception items that have been presented for payment on your account, follow the 
steps below. The exception decision cutoff time is 1:00 p.m. PT. If you do not decision your items, 
your default decision will be applied. 

1.	 Select Manage Exceptions.

2.	A list of check exceptions will be displayed.

Check Positive Pay User Guide
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3.	Review each exception, including the front and back image, then click Select Decision and choose 
Pay or Return depending on whether the check is legitimate. 

4.	Click Save.

Check Positive Pay User Guide
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Viewing status of checks
To view in real-time whether a check was paid or is outstanding, follow the steps below.

1.	 Select Issue/Void Status.

2.	Narrow your search by: 

• Accounts

• Issue Date Range

• Date Type

• (Optional) Amount 

• (Optional) Check Number 

Check Positive Pay User Guide
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3.	Click Generate Report.

4.	The check along with its status and when the status was last updated will display. If the check has 
been negotiated, you will also be able to view an image of the check.

Check Positive Pay User Guide
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Modifying existing check records
Follow the steps below to update an existing check record.

1.	 Select Update Issues.

2.	Enter the information of the check you wish to update. Be sure the correct type of check is selected 
under “Include.” The system default is Exceptions issues. Click Continue.

Check Positive Pay User Guide
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3.	Click on the check number to access the update options.

4.	Select the Edit icon             to modify any of the fields and when finished, click Continue. 

5.	Review your changes and click Save Changes.

6.	To remove a check record, click the              icon,

Check Positive Pay User Guide
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Updating the Stale Date
1.	 Go to Administration.

2.	Select Service Administration.

3.	Click Edit and change your Stale Date.

Check Positive Pay User Guide
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Exception decisions reporting
The Exception Decisions Report provides a comprehensive overview of past check exceptions and their 
final resolutions. You can search for 12 months of history with a maximum date range of three months.

1.	 Select Exception Decisions from the Check Positive Pay screen.

2.	Enter relevant search criteria in the designated fields and click Generate Report.

Check Positive Pay User Guide
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3.	From the results screen, you will have the option to: 

Check Positive Pay User Guide

Modify Search

Print

Download
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Outstanding issues and  
voids reporting
Follow the steps below to generate reports detailing outstanding issues and voids as well  
as stale checks. 

1.	 Select Outstanding Issues/Voids.

2.	Enter relevant search criteria in the designated fields and click Generate Report.

Check Positive Pay User Guide
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3.	From the results screen, you will have the option to: 

Print

Download

Modify Search
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Updating user permissions
To add or modify the Positive Pay services a user is entitled to, follow the steps below. 

1.	 Click on Administration from the main Commercial Online Banking menu,  
then Company Administration.

2.	Select the User ID for the user you are updating.

3.	Scroll to Services & Accounts and click the Edit icon.

4. Click the + symbol next to each Positive Pay service the user should be entitled to. 

5. Click the Entitled Account box for each account the user should be entitled to.

6. Click Save Changes.

The Entitled Account box will allow the user to view those items while the Allow Transmit box gives the 
user the ability to act on those items.

Check Positive Pay User Guide
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Setting up alerts
Set up alerts to help ensure you don’t miss an exception item or approval. Alerts can be sent via email 
or SMS text message.

Enabling text alerts
1. Click on Administration from the main Commercial Online Banking menu then Communications 

and finally Manage Alerts.

2. Click Personal Preferences.

3. Edit your mobile number and check the Use with alerts box.

4. Click Update.

Check Positive Pay User Guide
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Adding alerts
1.	 Click on Administration from the main Commercial Online Banking menu then Communications 

and finally Manage Alerts.

2.	Select the appropriate account from the drop down.

3.	Scroll to Positive Pay and click           for each alert you wish to receive.

4. Select your preferred delivery method. You may choose more than one. Click Add, or Save if you 
are updating your preferences.
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