
Positive Pay – Uploading Issued Checks 
 

Click on Manage file definition 
 

 



Click on Add a File Definition  

 

Complete the screen below to upload our sample file. 

File Definition Name: Create your File Name 

File Type: Delimited 

Field Delimiter: Comma 

Date Fomat: mm/dd/yy 

Check the box next to Skip the file header row 

How many fields are there in the file? 5 

Amount format: 1234.12 
 



Click Next once all information entered.  

 

 

 

 

 

 

 

 



 

Check Number should be Field 1      Payee should be Field 2    Issued Date should be Field 3           
Amount should be Field 4          Void should be Field 5 

 

 

 

 

 



Upload a test file -Positive Pay Test Example 
All files MUST be saved as a CSV (Comma Delimited) (*.csv) file or you will receive an error.  

 

 

 

  

 

 

 

file:///C:/Users/Lindsey_c/OneDrive%20-%20Fidelity%20Bank/Documents/Positive%20Pay%20file%20example.csv


 

 

 

Upload your daily check register, click on Upload Issued Checks 
 

 



 

 

 

Click on Browse to find your saved daily check register to upload from your 
system, then click Upload once you have located your file.  
 

 

 



 

 


