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Creating/Re-Creating a Submission File
POSITIVE PAY

The Positive Pay utility helps to prevent check fraud by creating a list of checks authorized for payment.  You create 
the electronic submission file and send it to the bank.  The bank compares any checks presented for payment against 
this pre-authorized ‘list’.  Follow these steps to create (or re-create) a Positive Pay submission file. 

Creating a Submission File 

1. From the ProTrust ribbon, click New Positive Pay 

 
2. Select the date range  

3. Select the Trust account 

4. Rarely used, check Include previously submitted 
transactions ONLY if the submission batch failed 
and you are recreating it 

5. Click the Show Transactions button 

 
6. Select the checks for inclusion in the submission file (check the header check box to select all, or check the 

individual items 

7. Click the Export button 

 
 

8. Navigate to the location of the check file; click Save 
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POSITIVE PAY

9. Click OK to acknowledge the file has been 
created 

 

 

 

It is your responsibility to transmit the electronic Positive Pay file to the bank. 

10. Depending on your Operation/bank’s procedures, you can copy the submission file to a disk, attach it to an 
email, or upload it to the bank’s website 

 

 

Re-Creating a Submission File 

You only need to recreate a submission file if it failed. 

1. Click the drop-down arrow to click the Positive Pay 
Search button 

 

 

 

2. In the List sessions run prior to drop-down, select 
the submission file date you wish to recreate 

3. Click the Apply button 

 

 

4. Highlight the appropriate submission file 

5. Click the Recreate button 

 

 

 

 

6. Follow Steps 7 – 10 in the section above: Creating a Submission File 

 


