Bank Positive Pay

USER MANUAL

© 2017 Treasury Software
Treasury Software




Table of Contents

1. Bank Positive Pay 5
1.1 7Y e T o] [T =1 « Y- 13 o133 N 6
1.2 Getting Started ...ttt asnee et re s e s s s ssanse s s s e ses s s s nnnane s s aenens 7

1.2.1 Download and INSTall .....ccooeeeeeiiiie e 7
1.2.2 TN a1l a1 =41 DI | - [P PURPRNE 8
1.2.3 Create and SELUP ACCOUNES ...uuuiiiiieii ittt e e e e eerrre e e e e e e e e s aner e e e e e e e e eeanes 8
1.24 TagToTe] o fl D F- ) - U 11
1.2.5 Create and TransMit File ......uuiiiiiiei e e e e e e 15
13 IMPOrting TranSACLIONS .....ciiiiiiiiiiiniriiiiiiiiiiinnnetiiisssssssssssnnisissssssssssnsssnesssssssssssssssssssssssses 17
13.1 Entering Transactions Manually ... e 18
1.3.2 Deleting AN IMPOTIT oot e e e e e e e e e e e seabbbaeeeeeeessennssreeens 18
1.3.3 Deleting A Single TranSaCtioN .....cucieieciiieiiiiiee et e s s aee e e 19
134 Editing Untransmitted RECOIdS ........uuiieeieiiieicieeee et e e e 20
1.3.5 1N =T g T oY=l [a Y oo o €T RRRRP 21
1.3.6 Mapping Fields - REfEIENCE ...ccivvuviiiiiiiie et 22
1.4 File Creation and TranSMISSION .....cccciciririiiirririiirsrisiesssssssssssssssssssssssssssssssssssssssssssssssssssnssns 23
1.4.1 TransmMiSSION MELNOAS ..ccceeeeieieieiecece e 25
1.5 REPOITING ceeveereiiiiiiiiiiiinnneiiiiiciiiinssettiiiesssisesssssstsiesesssssssssssssssesssssssssssssssessssssssssnssssssessssssns 26
1.5.1 GENEIAI USAEE ...uevvirieiieiiie ittt eecetr et e e e e e sesbb e e e e e s eesnsbbaaeeeeeeeesesssraseeeeeessennnns 27
1.5.2 GrOUPTINEG DAt .eveeeieiiiiiiiiiiiiiiietite ettt tetesetetebebesesessssbsbssesssssnssnssnsnnnnnnes 28
1.5.3 1T T o T = D L - SRR 30
154 [ (oo ) a1 o = D - | - S 32
1.6 Automation and INTEZration .........cccccrrrcceeeretiecciirsssneeeerteeeecsssssnneeseesessesssssnsnsassesessssssannnnnes 32
1.6.1 Scheduler - Basic AULOMAtiON ......euiiiiiiiiiieeeee e e e e e 32
1.6.2 Software Integration Kit - Advanced .........ccvveveeiiii e 35
1.6.2.1 =L {1 =TT PP UTPP N ROSPRPPPPRE 36
1.6.2.2 )@ ]I 1 17T o o ISP PUUR RS 40
1.6.3 CommaANd LiNg SYNTAX ceeeie ettt e e e e e e e e e e e e e e ra e e e e e e e e eeanes 46
1.6.3.1 ComMMANA LINE INTEITACE ..ueiiiiieeeee ettt ettt e e et e e e et e e et e e e e aae e eetreeeenteeeeaneas 47
1.6.3.2 ACH UNIVEISAI .euvviieieeeteee ettt ettt e e e st e e e e s e etta e e e e e e e tabeeeeeesabaseeeesenssseeeesanssraeeeeeannsreneas 48
1.6.3.3 PN @ (o Y SR 49
1.6.3.4 2] Y =] SRS 49
1.6.3.5 BaNK POSITIVE PAY .eiiiiiiiiiii ettt ettt e e ettt e e e e et e e e e e e e abaa e e e e e e aaaeeaeeennntaeeeeeennrraaeas 50
1.6.4 For use With QUICKBOOKS .....ccoeeiiiiiiiiieiecee e 51
1.6.4.1 CONNECLING T0 @ COMPANY .oiiiiiiiiiiiiieieietee e eere e e e e e e et eeaeaeeeesesesesssansabrbbstaraaeseaeeeaeeaeaees 52
1.6.4.2 SEtUP - TrEASUNY SOTEWAIE ..oiiiiiiiieiiee ettt ettt e see e s e e st e s saae e e sbeeesnteesnseeesareeannns 56
16421 ATQVANCEA SETUP .vvviriieiiceiitcei ettt ettt ettt b st s sttt e st st e e st s b eb st ebestesssbesestesesbessstesseresnans 57

1.6.4.3 IMPOrTING TrANSACLIONS oeiiiiiiiiiiiiiii e e e e e e e e s e re et et e e e eaeaeaeesessssesenannes 59
1.6.4.3.1 Holding and OVEr-FidiNg FECOTAS w...cuiuievieieieieicicieteeceece ettt ee s ses s s teressnanas 60

1.7 QuickBooks Pro, Premier and ENtErprisSe ........ccccccceerecccrrscneeeenresecssssnnmeesessesssssssnnssesssesens 63

Bank Positive Pay © 2017 Treasury Software



Table of Contents

1.7.1 SetUpP - QUICKBOOKS ...veiiiiiiiiiiiiiiee ettt ettt e e e e s s are e e s s ine e e e e nsbaeeeesanees 64
1.7.11 Connect t0 QUICKBOOKS 2 ..c.eiiiieiiieeeee ettt sttt sttt et e s st esaneenee e 67
1.7.1.2 Lo N =T={ = Y d oY o ALV T o SR 70
1.7.1.3 BanK EXPreSS COUE ...uuiiiiiiiiiiieeiiiee ettt ettt e et e e ettt eeette e e s baeeebbeeeeasaeesabaaaanbbeesssaeesasaaeenssesensseeennsees 72

1.7.2 Creating the POSItiVE PAy Fil ...ttt e e 75

1.7.3 Transmitting to YOUr DanK .....ooociiiiiiiii e 78

174 Holding and resending transactions .........oooccciiiieiee e e e 79

1.7.5 Settings - Bank POSITIVE PaY ....uuriiiiieei ettt e e e er e e 81

1.7.6 TS I N oo e e e e s 82

1.7.7 Troubleshooting-ConNECIONS .......uuiiiiieiii e e 89

1.7.8 QUICKBOOKS SECUTILY 1eviiiieiieiiiiiiieee e eeccirree e ee e ctrrer e e e e e e esebrreeeeeeeeesennsraeeeeeeeeeennnes 91

1.8 QUICKBOOKS ONIINE ..eeeeeeeiiiiriireeneeeiiiererieeeneeeessesssieesnsssssssssesssesssssssssssssssssasnsssssssssssssssnnnnes 95

1.8.1 QuickBooks Online Positive Pay SETUP ......cvviviiiiiiiiiiieecriiee et 96

1.8.2 Adding QBOE TranSaCtioNS ...ccccevcceeiiiieeeeeeeeicetree e e e e e e sevrereee e e s e s e sennreaneeeeeeesennnnnnnnees 99

1.8.3 FINAING COMPANY ID ..eeeiiieiiieiee ettt e e e e s errae e e e e e e e e e anrraeeeeeeeee s nnnneaes 101

1.9 R L= oL U 103

19.1 KL= AU ] o TSP UPPUPPP 104

1.9.2 USEIS-AGA .ottt e e sttt e s et e e s e e e e r e e e e naraeeens 106

1.9.3 Segregation Of AULIES ...uuiiii i e e e e e eearrarreee e 108

19.4 ROIES ettt st e e et e e sttt e e s et a e e e e bt e e e e bte e e s e naraeeeas 109

1.10 3] 1= 1= o T o 110

1.10.1 Remote Desktop (Terminal Services / Citrix) Platform ........ccccooovviiiieiiieeicieeciiees 110

1.10.2 How do | stack multiple accountsin one file? ......oovvieciiiieiieiieiccceeee e, 112
1.10.2.1 Account Number in file - MUIIPle ACCES .oiivueeeeeiiiecee e e 115
1.10.2.2 No account number in file - MUItIple ACCES ...ccuoiieiiiiiiienieee e 118

1.10.3 AdAING AAArESS LINES ...uvvveieeeiiiieiiitieeee e e cectrreeee e e e e eestrreee e e e e e s sesasraeeeeseeeeesennnneeens 121
1.10.3.1 QUICKBOOKS TIPS touveiruteeieerieenitentt et e st st e s te s bt esateebeesttessbeesatesabeesabesabeesbeesabeesbeesabeeseesabeeseesasean 123

1.10.4 Frequently Asked QUestions (FAQ) ....ceeeeeeeieiciireieeeeeeeeiccrreee e e e eeeeerrreeee e e e e e e s naneeens 123
1.10.4.1 Changing Debit and Credit TEXE ..cuiiiiiiiiieeesieecieeeree e ee e e e et e e et e e seee s e et eessnteeesnseeesnsaeennns 123
1.10.4.2 Changing File Transmission Method .........ccceeviirieiinieniieeeeeeee e e 124
1.104.3 I am on the Desktop platform with 1 workstation license. If | purchase an additional

WOTrKstation, CaN | SNAre data? ......eeeieieieiiiiiiiiiecc e e e e e e e e e e e s e s e s s sasasarsrareaens 130
1.10.4.4 WHhat IS @N @CCOUNTY ..ottt sttt et e et e bt s b e e bt sab e e bt e sat e e s bneeaneennes 130
1.10.4.5 | purchased Positive Pay, but the Main Screen says ACH Universal .......cccccovveervenniciniieeneennnen. 130
1.10.4.6 I have one source file but multiple databases. How do | split the file into the correct

AtADASEY . e e nae e 131
1.10.4.7 I have a non-standard date format. HOw do | USE it? ....cccecerieiiiniininieneee e 131
1.10.4.8 My date field is embedded within text. How do | import it? ........ccccoeiieeeiiiicciieeceeeeeeee, 132
1.10.4.9 My bank requires @ I08iN FECOTd ......ociiiiiiiiiiiieere et 132
1.10.4.10 ActiveX component can't Create 0bJECE ....iivveeicciie e s 132
1.104.11 ADO/MDAC RE-INSTAIIING ..eeuvieeeeiieeesie sttt ettt s ae et e s e e beesaesreessenreenes 133

1.10.5 MaiNtENANCE - DESKEOP .uvveveeieeiiiiiiiirieeeee e et ee e e e e eeseerreeeeeeeeeeeensbaaeeeeeeeeenennsneaens 133
1.10.5.1 (DY =] o= I = Lol (U | o TSR 134
1.10.5.2 RESTOIrE DAtabase ....occueiiiiieiieiieeee ettt e sae e st s benaeen 135

Bank Positive Pay © 2017 Treasury Software



Table of Contents

1.10.5.3 Database ATCRIVING .....ooccuiii et e e e st e e e tt e e e atae e sabeeeensteesnaeeesabeeeansaeesnnees 135
1.10.5.4 DOWNI0A SEIVICE PACK ...eeiiiiiieeiii ettt st e st e e s e e e sanes 137
1.10.5.5 Desktop Platform UPZrade ......oc.coiiiiiiiieeieiteeeest ettt sttt ettt st e s es 137
1.10.6 [T = - Tor A o 1] o TSRS 138
1.10.6.1 P oo 1U ] 4} £SO PP PP PPPPR 138
1.10.6.1.1 Cre@ting AN ACCOUNT ..voviiitiietiietceeete ettt s tes sttt et et et et e st et e st et e saebestessstesestessstensstensetessatenean 138
1.10.6.1.1.1 ACCOUNT CIEATION .uecviivictieteite ittt ettt ettt et ete et e e teete et e s besbe st et et e b essessessessessessesseseasas 139
1.10.6.1.1.2 ACCOUNT SEBTUP ittt s e s s e s e ne e e sne e e e st e e s enneeesanees 142

1.10.6.2 L [ o T o T o T o TSR 147
1.10.6.2.1 HEIP ON SCrEEN SNOTS .ottt ettt ettt sttt sttt st e et e st st e st ere st et e saereseenesaans 148

1.10.7 BanK EXPress COURS ....uuvrurreeieeiiiiiiiireereeeeeeieiitteeeeeeeeeeeiesssreeseeeeeesesssrssseesesssessssssseens 150
1.10.7.1 1211 [ LU PP PP PPPPPPTN 151
1.10.7.11 DOWNIOAdING the SOFEWAIE ...c.ccvcviveeieiieictceiee ettt ettt ss et s st 152
1.10.7.1.2 REQUESE LICENSE COURS ..viviviriiiirietisieteiete ettt sttt st ess sttt st et sbe e et et ebestereseeresrenesrans 154
1.10.7.1.3 SOFEWATIE SELUD vveiviictieeei sttt ittt ettt ettt et et esa et e sttt st e s e st ess st ess s e e st st st e s et ese s ese st enesaenesrans 155
1.10.7.1.4 IMPOrtiNng YOUT ChECK FIl@ w.ovieiieeeceecee ettt ettt sttt e neerne 160
1.10.7.1.5 Create and Transmit the POSItIVE Pay FIle .....ccccivivieeirieiiciesiecseeresee sttt 168
1.10.7.1.6 FAQS ..veueeeueeeteteuesetetetetesesesesetetesesesetetesesesesesesesesesesesesesesesetetesetese s e b et et et s et ek et et et es b ettt et ettt setne 172
1.10.7.1.7 SUPPOTIt PRONE NUMDEES ..oviiceiiceecececteeteete ettt sttt b s re st enestenesrens 175

1.10.7.2 LV =T - RS 176
1.10.7.3 SCOTIA BANK 1riiiiiie ittt st st e e b e s be e be e st e e beesateenaaeeaeenres 177
1.10.8 FAQUS ooieeiieieiteeee ettt e ettt e e e e e s e e e e e e e e e bbb b et e e e e e sen bbb aaraaeaeeeeannrrraees 178
1.10.8.1 | am switching banks but | need to keep my old account .......ccccceeeeieeciieeccie e, 178
1.10.8.2 Can | have a bank express code for my bank. ... 186
1.10.8.3 What do | do once | get my Bank EXPress COUE? .......ooviiiiriienieeiienieeieeee ettt 187
1.10.8.4 How do | change the location of my Positive Pay file once it is create? ........ccccccevevcveeecveennen, 195
1.10.8.5 Why didn’t my file transmit to the bank? ... 198
1.10.8.6 How do you changed bank account NUMbErs? ... 199

2. Utilities 204
2.1 BAI File Creator .....ccccveiiiseiiisunisssnnssssnnissssnsssssnssssnssssnsssssssssssssssssssssnsssssnsssssnsssssnsssssnsssssns 205
2.2 BAIIMIEIEE ..ouiiiiiiiiiiiiiiiiiisiisisisssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnsns 207
23 ACH2EXxcel - ACH Conversion ULIlity .......cccciiiiiiiimmeiiiinccininneceiiieccsssssnnnessnssessssssnsnseens 217
24 Notification of Change ABA Merge ULility .....ccccceiiiiiiimeiiinicccccneeeeecnnnseccsseenneeeseneneas 219
3. Treasury Management 224
3.1 Integrated Payables (1180) .....cccccciiiirceriiiisnneniinisneisssssnenssssssssssssssssssssssnsssssssnnssssssnsaneas 225
3.1.1 Setup - Integrated Payables ... 226
3.2 Commercial Card (L1190) ....cccceeeecerrrrcneereereccessssnneeseeressesssssssnsassessssssssssnssssssessssssssnnssassesens 229
3.2.1 Setup - CommMErCial Card ......ccccuvieeeeie e e e e e ee e 231
Index 236

Bank Positive Pay © 2017 Treasury Software



Bank Positive Pay



Bank Positive Pay

1 Bank Positive Pay

Bank Positive Pay™ creates positive pay transmission files in any bank format.

Get up and running in less than one hour. We highly suggest watching our tutorials - less than 5
minutes in length, and at the end - you'll be able to create a positive pay file for testing with your bank.

N
ﬁ o Account: Sample
Go To Home S— ‘&;
Getting Started Getting Started
Excel, csv and all major accounting packages QuickBooks

Bank Positive Pay Getting,Started with QuickBooks Integ... @3 =

Click here for Hi-Def and YouTube alternate. Click here for Hi-Def and YouTube alternate.

1.1 Absolute basics

Welcome new users.

Have you been asked to create a positive pay transmission file to send to your bank?

Bank Positive Pay enables you to create positive pay transmission files from the data in your
accounting, payroll or other system.

Easy setup - Bank Express Codes

Bank Positive Pay maintains a library of bank file layouts and transmission information. Contact us for
your bank's code.

We highly recommend that you click the links below to view the tutorials now.

Brevity is critical - and we value your time. The videos are less than 5 minutes in total, and at the end -
you will be able to create your transmission file for testing with your bank.
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N
ﬁ o Account: Sample
Go To Home S— ‘&;
Getting Started Getting Started
Excel, csv and all major accounting packages QuickBooks

Bank Positive Pay Getting Started with QuickBooks Integ... @3 4

Click here for Hi-Def and YouTube alternate. Click here for Hi-Def and YouTube alternate.

If you do not have speakers at your current computer, or would prefer to view it later, feel free to copy the link below and play the
video back later:
http:/Amwww.treasurysoftware.com/Videos/PosPay/Start-Here/Bank-Positive-Pay-Overview.html

1.2 Getting Started
|

Steps

Below are the steps to begin using Bank Positive Pay.

1. Download and install the software

2. Gather your data and email us your documentation stating how the bank wants the file formatted
3. Create and setup accounts

4. Import transactions (from Excel or CSV)

5. Create and transmit your positive pay issue file.

Next: Download and install >>
121 Download and Install

Download Bank Positive Pay

Download Bank Positive Pay from our website at
http://www.treasurysoftware.com/download/index.aspx

Your email address is important because the installation password is sent to that address.
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Install

After the download is complete, double-click the file to begin installation.
Proceed through the installer by clicking Next. Accept the default settings.
Next Step

Once the installation is complete, you are ready to begin using positive pay.

Next: Gathering Data >>

1.2.2  Gathering Data

Overview
The import (or 'source’) data files typically would be created from within your accounting software.

They may be as simple as a check register that is saved to Excel or csv (comma delimited).
Or, they can be custom written data dumps from third party reporting packages, such as Crystal
Reports.

The most popular choices for these files are:
o Excel spreadsheets
e Comma-separate (csv) files
o Tab-delimited files

1.2.3

A B C D
1 |Date lC':lE::]-: # boocount Vendor/Description
2 171072018 48365 Main Around the Horn
3 1/10/2018 48366 Main Berglunds snabbkop
4 1751072018 46367 Main Split Rail Beer & Ale
) 1/10/2018 46368 Main Familia Arquibaldno
6 1/10/2018 46369 Main Santé Gourmet
7 1/10/2018 46370 Main Seven S5eas Importcs
Basic

At a minimum, you will need to create a file with the following fields:
Payee name / description

Amount

Check number

Date

It is okay to create a file with additional columns.

In addition, your file may have blank rows, report headers, summation rows, etc... - this is also okay.

The system will skip/ignore non-transactional rows and unmapped columns.

Create and Setup Accounts

Start Bank Positive Pay

Bank Positive Pay © 2017 Treasury Software



Bank Positive Pay

Important - Please follow these instructions to create your account. We advise not working out of the
Sample account.

After you have successfully installed the software you should have a desktop icon that will launch the
software.

The Welcome New Users page will load. Select the Option for “Bank Positive Pay”.

Welcome New Users Utilities

ACH Universal RO a2
Create and transmit ACH (NACHA) files

Bank Positive Pay

Create and transmit Positive Pay files

ACH ACH-Merge
econcile your bank accounts Merge

Ask a Question I Use an existing account BA| | BAl Creator
+

Create Account

Click File>New Account to create an account for your testing.
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©

Mew Account

Recent Accounts
Open Account
Company one

Recent Accounts Payroll

Sample

My Enter / Remove License Codes

Exit

Select the option to “Create an Account and Add it to your Catalog” and click Next.
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B9 Account Wizard — O >

]
-+ Walcome to the Account \Wizard

E ach account containg its own zettings and can be customized bo fit your
needs,
Add an Account

o CREATE an account + ADD it to pour catalog.
Alwans zelect this option if pou are the only one wzsing this spstem.

~ ADD an EXISTIMG account to your catalog.
Select if another uszer created the account.

Cancel Mest »

Enter a name for the account. This name is strictly internal and should help you identify the purpose of
the account. For example,if you are using Positive Pay for payroll, you might name the account Payroll.
Once the name is entered, click Next.

Congratulations! You have finished creating the account. Click Finish to begin using this account.

If prompted to edit/modify your transmission information, click No.

Next Step
You are now ready to import data.
Next: Import Data >>
1.24 Import Data
Obtaining Import Data
Before importing transaction files into Bank Positive Pay, they must be obtained from your accounting
package. The exact process depends on the package, but in general you will run an appropriate report,

such as a check register, for a given date range and then export this report to an Excel spreadsheet or
CSV file. For more information or assistance in this, contact your corporate IT.
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Importing Transactions

Click on Import Transactions from the left hand navigation pane to begin the Import Wizard. You can
also start the Import Wizard by clicking the Import Transactions icon in the center of the homepage.

FILE HOME VIEW SETTINGS HELP
— = == E% Delete Records
. . — = -
ﬁ gj Chd + = ==

. ) @t Delete Entire Import
Home Backto Quick Import Adda Untransmitted Go To Create All

Welcome  Start Transactions ~ Record Records File Page Reports 9 Mark Records To Resend
Coooops

MNavigation Common Activities

Your_Account_Name

Import Check Register

Add a Record

Go To Create File Page

X

Setup
Click the Open Folder Icon on the General Ledger Import Wizard.

Select your file to Import and click Open. Common file types are Excel and comma delimited (csv) files.

Click Next.
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\i General Ledger Import Wizard “

Select the source file to impart OF
Cut and Paste the data from Ex=cel ta the and below.

Select a file to import, or

C:hUzershPublichTreasury Softwareh TutonialhGLD ata\Check Beagizter. xlz p

Pazte from Excel

Field 1 Field2 | Field3 | Fieldd4 | FieldS | Field6 | Field 7 Field;'

-
Kl >

Help | Cancel | Hext » | |

Mapping

The Column Mapping screen allows the user to tell the File Formatter what information is in each
column on the import file. Simply Highlight a column, and select the appropriate column mapping from

the drop down for the data.
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‘i General Ledger Column Mapping ﬁ
Thiz zcreen lets vou zelect each column and decide: Select a kMapping Template
-t gkip the column, and do nat import [red] -
-impart the colurn and azsign it ta a field [green). |[|:Iefault] J
“ou do HOT need to map every field [ zave as default

Remember: *ou typically anly need to map Date, Amount
and CheckMumber.

Only map the columng pou need o import [click the column o select],

\
Check # Account Yendor/D escriptior | AmoL
46365 T Around the Hom | $7.28
46366 LET Berglundz znabbke | $6.6-
- | - ik - - LIJ
|°E|ﬂ| Help | Help Cancel | et

After selecting the Column Mapping, the section about the column names (F1, F2, F3, etc) will switch
from Red to Green and list the selected mapping.

Repeat this for all required columns. The required fields are Date, Check number, Amount and Payee
(description). When all the necessary columns are mapped, click next to continue the Import Wizard.

Use Amount_Reverse_Sign when needed
Negative amounts decrease your balance, and represent checks issued.
Positive amounts increase your balance, and typically represent voided checks..

If the Excel or other file that you are importing is displaying the amounts in positive format, and the

transactions represent checks issued - then map the field as Amount_Reverse_Sign. This has the
effect of multiplying the amount by a negative 1.

Review Records

This screen will display a list of the importable rows and invalid rows. To review the list of Importable
Records, click on the “+” sign as shown below.
If the “Amount” and “# of Records” columns are correct, click Next and go to Finish.

The grid will display the importable transactions and the basic information.
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'S ™
5 Review records ﬁ

Feview the summary below.

If it appears caorect, press Mewt' to continue. Otherwize, click the '+ zign ta
the left af the summany to review the detail.

AmoLink # of recaords From To

¥ |_||m|:u:|rta|:||e | [$4EE,13?.4E|]| 1070 | 8/2542010  |8/25/2010
# of records

+ |. Irvalid rovs | 3|

You just imported
your records. Click
on ‘Mext'

Frint Cancel Hest »

The Invalid Rows section will list all rows that will not be imported. The software will automatically mark
Header rows, footer rows, summation lines, and blank lines as invalid. For each row that is invalid, a
check mark will be placed in the appropriate column indicating why the row was invalid.

Once you have verified the importable information is accurate, click Next. If you wish to Cancel the
import process and try again, simply hit Cancel.

Click Finish to complete the Import Wizard.
Next Step
You are now ready to create and transmit your file.

Next: Create and transmit the issue file >>

1.2.5 Create and Transmit File

Create and Transmit the issue File

You are now ready for the final step: creating the transmission file and transmitting to the bank.
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Click on Create File from the left hand navigation pane or alternatively, click the Create File button in

the center of the homepage. Please note prior to 2013 version the Create File icon was g

Your_ Account Name

Add a Record Import Check Register

Go To Create File Page

R

Setup

The Create File screen is where the file to be uploaded is created.

The second paragraph lists the transmission method. In almost all cases, you will upload your file to
your bank through their website. A transmission method of None will create the positive pay file, at
which point you should log on to your bank's website and submit it to them. Your bank will provide you
with instructions for doing so.

The third paragraph displays where the Transmission File will be saved. The default location for the file
is the C:\Program Files\Treasury Software\Version Number\To Bank directory (on XP) or C:
\Users\Public\Treasury Software\To Bank (on Vista, Windows 7 and Windows 8). The default file name
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is the name of the account, followed by an underscore and the word ‘transmit’. The file will always have
a .TXT file extension. For example, the account named Payroll would create a transmit file named
Payroll_transmit.txt.

The Review Records link on the Right Side Explorer Bar allows you to access the Reports Section for
review or deletion of Records

Click Go To Create File Page to proceed with creating the file.

Next click on Create Issue File.

PN

Create |ssue File

Positive Pay will ask if you want to view the file. Select Yes if you want to verify the format or review
the file. Otherwise click No.

At this point, transmit the file to your bank using their procedures.

Congratulations! You have completed your first transmission file.

If you have any questions, please consult our FAQ. This contains answers to many common questions
from first-time users.

Next Step

Review our FAQ for answers to many common questions.

Next: FAQ >>

1.3 Importing Transactions
|

Overview

Importing is the process that brings data in. There are actually several different ways to bring in data.
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13.1  Entering Transactions Manually

Overview

While the bulk of records should be imported as files for maximum accuracy and efficiency, there can
be situations where entering a record manually is a better choice.

For example, to create a one-time payment for a vendor, it may be easier to input the information
directly than to enter it into a file and then import the file.

Manual Records screen

From the main menu, select Edit, than Add Record(s). The New Record screen will be displayed
(Figure 1 below).

i} Add a Record = B

Thisg form was designed to manually add & record. ou may add aoided Check, Manual Check, or
any other check that pou did not already impoart.
A izt of all checks entered in thiz manner can be found in 'Reports’, 'Manual Addditions”.

Reminder: Checks izsued [cut] reducing the account balance should be HEGATIVE,
woided checks and items increazing the account balance zhould be POSITIVE.

[ ate Check Apnovnt D ezcription Textd
[ EGeneraI Ledger j
Feminder: Dizplay additional fields
POSITIVE = Yaid check
MEGATIVE = Izsued check
Ok Cancel ‘
Basic Information
All fields are required.
Date Select the date the requested processing date. Note: You cannot force a same-day
transaction by using the current date. Contact your bank for their exactly time frame.
Check The check number.
Amount The amount of the check.

Description  The description of the check.

Click OK.
13.2  Deleting An Import

Overview

Follow the steps below to delete an entire file import (every transaction from the imported file). Note:
You cannot delete a file that has been transmitted.

© 2017 Treasury Software
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LEC
FILE HOME VIEW SETTINGS HELP
2 —r— =t oy for 5 SE= A z
ﬁ .’ @ |—_|‘_.=F = II;D ER Delete Record D.E& % ?:l '@
= - [3 Delete Entire Import =
Heme Backte Quick Import Adda Untransmitted Go Te Create Al BAl Transmission File  CuickBooks Cnline
Welcome  Start Transactions = Record Records File Page oris O Mark Records To Resend Utilities  Consclidation ntegration Store
Navigation Common Activities Coooops Utilities Buy Now
Actions  View  Export 1
v @M O@d *= = X @ » 2 E RecordDetail @
|Import Logs - N From: Te: Run
Drag a column he: ere to group by that column
Import_Nu X Imported On X From X To X Count X Amount X File Name X Table X Full Path X Description X
» 03102014 10:53.. 031172014 0311/2014 5 ($29,239.27) CTXxds [Sheet15] C:\Users\Publicy..

Select the import to be deleted, then click the # button. Click Yes to confirm the deletion, No to

cancel.

1.3.3  Deleting A Single Transaction

Overview

Follow the steps below to delete a transaction, or group of transactions.

Click on the Home tab at the top of the screen and then select Untransmitted Records. If you are using

a version prior to 2013 select Edit, then Delete Record(s).

Select the transactions (yes, you can select multiple records) to be deleted, then click the # button.

Click Yes to confirm the deletion, No to cancel.

FILE HOME VIEW SETTINGS HELP
\ — == = E§ Delete Records A,
#0002 52 5 B D & Z DB
- N [‘} Delete Entire Import
Heme Backte Quick Import Adda Untransmigged Go To Create All Bal Transmission File  QuickBooks COnline
Welcome  Start Transactions = Record File Page Reports 4 Mark Records Ta Resend Lilities  Consolidation ntegration Store
Navigation Ooooops Utilities Buy Now
Actions  View  Export 1
I D& * = X & ™= H RecordDetai @
‘Import Logs - iN From: Te: Run
Drag a column he here to group by that column
Import_Mu 3 ImportedOn X From 3 To ¥ Count ¥ Amount % File Name % Table ¥ Full Path ¥ Description X
» 03/10/2014 10:53.. 03111/2014 031172014 5 (523.235.27) CTXxls [Sheet15] C\Users\Public..

Records that can be deleted:

You can delete transactions as long as they have not been included in a Bank Positive Pay file.

Records that cannot be deleted:

Bank Positive Pay
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Once a record has been included in a file - regardless as to whether it was actually transmitted to the
bank - the record cannot be deleted.

13.4  Editing Untransmitted Records

Overview

Run the Untransmitted Records report.
Remember - To protect the audit trail, only untransmitted records can be edited.

Select a Report

From the View tab select 'Untransmitted records'. If you are using a version prior to 2013 you would
need to select Reports and then on the drop down menu choose 'Untransmitted Records'.
If you are using a version prior to 2013 select Reports > Untransmitted records.

Edit A Record

Select a record to edit, then click on 'Actions' from the reports sub-menu then 'Edit a Record'.

FILE HOME VIEW SETTINGS HELP
N E =0 = =
ﬁ .’ ﬁ El = TE ||;|j E§ Delete Records
. X X : [B: Delete Entire Import o : X i
Home Backto Quick Import Adda  Untransmitt Go To Create All BAI Transmission File  QuickBooks Cnline
Welcome  Start Transactions = Record Records lle Page Reports S Mark Records To Resend Utilities  Consclidation Integration Store

Mavigation Common Activities Coooops Utilities Buy Now

Actions  View  Export 1,
sga==xedroaae
|ummnsm¢|e&ﬁnﬂs | Jaupenods | From |ow011980 (v To: | 123172029 [w| | Run

3.

Drag & column header 0 group by that column
Date

¥ Amount % Descripion % Follow-up ¥ Importi_MNumber X textd ¥ Texts z

$1,965.21: Frincesa Isabel.. :

011022013 46365 -87,251.52 Around the Horn m

01/02/2013 46366 -86,637.61 Berglunds snabb.. 10
01/02/2013 46367 -57.360.41 Split Rail Beer &. 10
01/02/2013 46368 -8953.19 Familia Arquibal . 1
01/02:2013 46368 -57.036.54 Santé Gourmet 101
01/02:2013 46370 -§5,559.86 Seven Seas Imp 101
011022013 46371 -§2,314.37 Bottom-Dicllar M. 10

This will then open the Edit screen as below.
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p !
ot! Edit a Record —_— Iﬁ
Edit the desired values and click 5ave when completed. Click Cancel to return to the
Reporting Grid.
Amount 5 725157 Textd
Date 10/08/2010 [ =] Texts
| _
Description Araund the Harn
I Check Mumber AR3IBS
Textl
Text2
Follow Up
| Text3
|
Cancel Sdue
V|

Edit information as needed, then click 'OK'. Run the report to see the changes.

Notes:
Records that can be edited:
You can edit transactions as long as they have not been included in a Bank Positive Pay file.

Records that cannot be edited:
Once a record has been included in a file - regardless as to whether it was actually transmitted to the
bank - the record cannot be edited.

13.5 Filtering Imports

Overview

By using accounts, Bank Positive Pay allows you to create a logical separation of transactions. For
example, you can create a Payroll account for direct deposit transactions and a Checking account for
vendor payments. Filtering becomes necessary when source files contain transactions for multiple
Bank Positive Pay accounts. By filtering the import, transactions are only imported into the proper
account.

By definition a filter is only required if you have already created multiple Bank Positive Pay accounts.
Before Beginning

The steps below must be repeated for each Bank Positive Pay account. In the example of Payroll and
Checking, the steps must be done once in the Payroll account and once in the Checking account.

Creating the filter
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A filter consists of nothing more than an identifier used to distinguish data for one account from other
data. This can be a field containing the text "payroll" and "checking",an account number, or some other
identifier. Each filter must be unique from that of all other accounts.

1. Make sure you are in the proper account.

2. Select the Settings tab then Import, System. If you are using a version prior to 2013 Select File
from the main menu, then Options, then General.

3. In the textbox corresponding to "Filter Import - GL", enter the identifier you wish to use for the
current account.

4. Click Close.

Repeat these steps for every account you need to filter. The identifiers must be different for each
account.

Using the filter

There are two ways to use the filter. You can schedule imports using the Control Panel for recurring
imports or you can perform the import manually.

Using a manual import filter
Import your transaction file as outlined in Importing Transactions.
Map all fields in the file as usual with one addition: map the field representing the filter text as 'Filter'

Bank Positive Pay will import all transactions from the file into the proper account based on the filter
text. If you do not map Filter the entire import will be brought into the currently open account.

Setting a recurring filter though Control Panel

1. Select Control Panel from the main menu.

2. Select each checkbox corresponding to an account present in the file to be imported.

3. In the "Import Bank Positive Pay File Name" column, browse to and select the source file to be
imported and filtered. To filter the same file into multiple accounts, select the same file in each drop
down box.

4. Click "Run Now" to immediately do the import.

Note: If you are using the Pro, Pro Plus, or Trading Partner Editions, you can click "Scheduler" to
schedule the import using the Automated Scheduler.

5. When finished, click Close.

13.6  Mapping Fields - Reference

The required fields to map in a non-profiles are:
* Payee

 Check number

* Date

* Amount

If you are using profiles for your import, see Profiles.
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Amount

Use Amount_Reverse_Sign when needed
Negative amounts decrease your balance.
Positive amounts increase your balance.

If the Excel or other file that you are importing is displaying the amounts in positive format, and the
transactions represent payments out - then map the field as Amount_Reverse_Sign. This has the
effect of multiplying the amount by a negative 1.

1.4 File Creation and Transmission

Creating a transmission file

From the Home Page, click on the 'Create File' icon. Please note prior to 2013 version the Create File

icon was g
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Your Account Name

Add a Record Import Check Register

Go To Create File Page

x

Setup

The Create File screen (below) will be displayed.
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To create and transmit the file, click

Create |ssue File

Please note if you are using a version prior to 2013 then click on
A dialog box will appear asking if you wish to view the created file. Click Yes to view the file. Note: You
can always view the file later.

The file creation and transmission is now complete.
141  Transmission Methods
Overview
There are five choices available as transmission method. See Changing File Transmission Method to
learn how to change methods. To change the transmission method go to the Settings tab then select

Transmission Method.

The method you use is based primarily on how your bank requires the file to be transmitted and
secondarily, on your company's policies regarding electronic fund transfers.
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[ § Transmissign Options ﬂ
| Transmission Wethod | FI'Dl H‘D:\dnnm| Deyrammc Mnrn-'lgl E-mail Trangmas | »
Selact mansmizsion mathod
% Moo - Thes fle will be coaabed but rod ransmithed

T FTP and SSLFTP [FTPS) Meed cartfcates? Lse S5H below,

" S5HFTP [SFTF] - Saecured wing S5HZ 55H 5ot

r ‘Wish Uplaad - After e craston, the gpelam will open pou rbeinst
bicwwses. iow vell Hher peerform pow upload routine

[ it vmvnns My softvrane comanybown biml

r~ Emad - After b copation, the syshem vall aftach the fle to
an el

¢~ Other - Command ire intedace [thell] bo ancther soltware pack age
suach &6 Im:h'sWﬁ_FlP

[ 55H. DperPGP aned S5L with cestiicates wih W5_FTP inlegration
[see lab S5H, DperGP, S5L with cerificates’ for sehup)

I riost i atingy wath WS _F TP, mnbes the commard lne below

I Tost
Close Help
Methods
None The Bank Positive Pay file will be created and archived, but it will not be transmitted.
You must transmit the file manually.
FTP After creation, Bank Positive Pay will transmit the file to the FTP server you specify. This

should be your bank's FTP server. Contact your bank for information on their
requirements.
SSH - FTP  After creation, Bank Positive Pay will transmit the file to the SFTP server you specify.
This should be your bank's SFTP server. Contact your bank for information on their
Web Upload requirements and to obtain your banks public key.
After creation, your default Internet browser will be started to a specified web page that
corresponds to your bank's upload portal. Upload the created file.

Email Bank Positive Pay will email the created file as an attachment to the email addresses
specified. This method is not recommended as it is unsecured.
Other For backward compatibility only. Used to transmit the file using modem commands.

By default, Bank Positive Pay will use Web Upload and load a generic page on the Treasury Software
website. See Changing File Transmission Method to set up the transmission method as required by
your bank.

1.5 Reporting
-

Reporting

Bank Positive Pay © 2017 Treasury Software



Bank Positive Pay

Positive Pay has a wide selection of industry standard reports which include transactions, profile
listings, audit trail logs and more.

Basic
To run a report click on Reports. Select a report, then a period (if applicable), then click 'Run'.

FILE HOME SAMPLES PROFILES VIEW SETTINGS QUICKBOOKS HELP
||=|j ;ﬁ =5 _) =E% |||||||||\| %‘j = Legacy Main Menu
70_ :": — . — i . X X [ Hide Ribbon Bar
All Untransmitted Past3  Import Transmittal ABA Last ACH  View Archive .
Reports Records Months  Logs Logs MNumbers | File Created Folder CF Ribbon Bar Min/Max

Reports View ACH Files Navigation
Actions View  Export

=0 O3 = Xdrh 468 @

All Records | JAi Perods ~| From: Ta: L Run}

Drag a column header here to group by that column

Date E dmount  F Name ¥ ID_Number X Import_Number % SEC_Code ¥ Trensmission_Llog ¥ ABA Routing_Mumber E Account(lastd) X Email_Status X

p 02/08/2014 -£10.00 Bayfront \Village 6533 1 CCD 103 671523505 0428 No Email Address
02/08/2014 -$1.00 Ben Schenck 50272 1 PPD 102 117466744 1066 No Email Address
02/08/2014 -5.07 fest 1 CcCD 105 063000047 3456 No Email Address
02082014 -£1.00 Benjamin Franklin: 6142 1 FFD 104 443006810 o2 No Email Address
120012016 -§1.200.00 Do not ransmit... 95 0 No Email Address

From the toolbar icons, you can
Select All Delete Remove
Print Expand Save Export

o d dA* == Xxd» Ha 8e
HdefoSPh}f CDHGFSE Clear |a_}.fo|_|'|' HB|P
Unselect Edit Copy

Rows

Features

Once you've run a report, you can change the :
Columns - add, remove, move, sort

Grouping - 'Outlook-style' grouping

Filtering - 'Excel-style’ filtering

and save your changes for use next time.

1.5.1 General Usage

Customizing Fields

You can arrange the fields in any order. To do so, click and drag the column header to its new
location.
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fO®

HOME  SAMPLES  PROFILES | VIEW  SETTINGS  QUICKBOOKS  HELP

||z|j IZ:‘H) :%% 9 :E |MTM] % E Legacy Main Menu

m Hide Ribbon Bar

All Untransmitted  Past3  Import Transmittal ABA Last ACH View Archive .
Reports Records Months  Logs Logs Mumbers | File Created Folder & Ribbon Bar Min/Max
Reports View ACH Files Navigation

Actions View  Export
cH O == Xd»r B8 e
All Records j |A|\ Periods j From: To:

Drag a column heai;het to group by that column
Date x ur T Mame ¥ ID_Number X Import_Number % SEC_Code ¥ Transmission_log X ABA_Routing_Number E Account(last4) X Email_Status X

p 021082014 -§10.00 BayfrontVillage ~ 6533 1 CCch 103 671523505 0£28 No Email Address
02/08/2014 -51.00 Ben Schenck 50272 1 FFD 102 117466744 1066 No Emazil Address
02/08/2014 -5.01 test 1 CCD 105 063000047 3456 No Email Address
02/08/2014 -51.00 Benjamin Franklin: 6142 1 PPD 104 443006810 3oz No Email Address
1210172018 -§1,200.00 Do not transmit: 99 0 No Email Address

Custom Layouts

If you prefer your report differently than the default displayed, simply modify the report to the way you
want it.

The saved layout will retain all information in the current report, including filters, groupings, summary
information, and field order.

Afterwards, click on the 'Save' icon.

The next time you run the report, it will displayed per your settings.

Note: To remove the custom layout - click the 'Remove' icon, just to the right of the 'Save' icon.

15.2  Grouping Data
Grouping Data

Reports are only useful if they can be interpreted quickly and accurately. It is both cumbersome and
error-prone to be forced to scroll through tens or hundreds of records looking for certain ones.

Advanced Reporting allows you to group report data on many different fields to see a breakdown by
category.

In Figure 1 (below), the Advanced Reporting grid is displaying the All Records report.
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FILE HOME SAMPLES PROFILES VIEW SETTINGS QUICKBOCKS HELP
“=|j E%‘ﬁ =t 9’ =t ‘W| %‘ﬁ = Legacy Main Menu
_o_ =l:ﬁ-’ e —ih - . Hide Ribbon Bar
All Untransmitted  Past3  Import  Transmittal ABA LastACH  View Archive .
Reports Records Months  Logs Logs Mumbers | File Created Folder E Ribkon Bar Min/Max

Reports View ACH Files Mavigation
Actions  View  Export

@O0 == Xdra 268 @

[Al Recards | [Last Morth x| From: | 021172014 [ | Te: Run
Name
Date ¥ Amount X ID_Number X Impori_Number % SEC Code ¥ Transmission_Log % ABA Routing_Number % Account(Last4) X Email_Status X

=] Name : Office Depot (3 items)

Date ¥ Amount % ID_MNumber X Import_ Number X SEC Code ¥ Transmission_Log % ABA Routing_ Number % Account(last4) X% Email_Status X
0311/2014 -87,360.41 8222 100 CTx 102 860785245 2229 Mo Email Address
03/11/2014 -56,637.61 8222 100 CTX 102 960785245 2279 Mo Email Address
03112014 -§7,251.52 8222 100 CTx 102 560785245 2229 No Email Address

Date ¥ Amount X ID_Number X Import_Number % SEC_Code ¥ Transmission_Log % ABA Routing_Number % Account(Last4) X Email_Status X
0311/2014 -57.036.54 3221 100 CTx 102 148525553 3334 Mo Email Address
03112014 -§953.19 3221 100 CTx 102 148529553 334 No Email Address

In this case, the records are grouped by Description. To create a grouping, drag the header into the

gray bar. It is possible to create multiple groupings. For example, to group by company name inside
the date grouping, drag the Description header onto the gray bar. To un-group, drag the header from
the bar to a position in the header row.

Selecting fields

The number of usable fields depends on your data. Follow the steps below to select the specific fields
you wish to view in a report. These fields are retained in a user layout.

There are two ways to open the Field Chooser. One method is to click the & button the toolbar. The

other is to click the | button in the upper left hand corner of the report grid. Either way, the Field
Chooser will be displayed (Figure 2 below).
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153

To make a field
visible in the report
grid, enable the
checkbox.

To hide a field, clear
the checkbox.

When finished, click

to close the Field
Chooser and apply
your changes.

Your changes will be
immediately reflected
in the report grid.

Filtering Data
Filtering Data

Field Chooser

AR #

ACCT #

Amount
Batch_Description
CHE_SAY
Clazz_3 Letters
Date

Email_Statuz
Fallow-up

D
[mport_Murmber
MHame_Intermal
Origination Account
Recard Murber
Text 2

Teut 3

Text 4

Text5

Tranzmizzsion_Log

Immediately below the column headers is the filter row. Each field in the report can have its own filter.
Select the type of filter for the field and then enter the filter text into the appropriate box.

Selecting Type of Filter

For each field you want to filter, click the corresponding E] button. This will display the filter choices.

For numerical filtering, your options are:

= Eguals

# [Does not equal

= Leszs than

< Lessz than or equal to

= [Greater than

= Greater than or equal to

Note: The comparisons are based on the sign of the data. For example, if you want to see issued
checks larger than $10,000 and all issued checks have negative signs, create a filter of "Less than" and

enter -$10000 as the amount.

For textual filtering, your options are all the above, plus:
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# Like

== M atches Regular Expression
[&] Startz with

[®] Cantain:

[A] Ends with

|& Does not gtart with

i} Does niot contain

|#] Does not end with

Textual comparisons use simple text searches for the filter text, with the exception of "Matches Regular
Expression" which uses regular expressions to create matches. Regular expressions, while powerful,
create an extra layer of complexity and normally are not needed for basic text filtering.

Entering Filter Data

In the textbox next to the filter type button, enter your filter criteria. As you type, the data in the report
will be filtered automatically.

Summarizing Data

Advanced Reporting also provides the ability to create data summaries for any fields you wish. The
summary information available is:

Count (number of records)

Minimum

Maximum

Sum

Average

These summaries are stored as a part of user layouts and can be exported with the report data if you
wish to retain them.

To turn on summaries, select View from the main menu, then Enable Summary. A Z will be displayed
in each field. To enable summary information for a field, click the Z in the field header.

The Select Summaries box will be displayed. Below is the box for the Amount field. All other fields
have Count, Maximum, and Minimum available.

Select Summaries [’5—<|

[] Average
Count
b asirnunm
] Mimimr
[] Sum

‘ k. ‘ ‘ Cancel

To turn on a summary value, enable the checkbox. When finished, click OK.

The summary information will be displayed after the last row of report data.
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-$3.050.25
-$1.234.25

b a=irum = -5359.06
Count =101

To turn off summaries, select View from the main menu, then Disable Summaries. Summaries are
stored as a part of the user layout. Summaries are automatically disabled when you switch reports.

154  Exporting Data

Exporting Data

Your report data can be exported from Advanced Reporting to an Excel spreadsheet or a CSV file.
Note: You can export to Excel without having Excel installed, but it must be installed in order to view
the exported file.

All export options are accessible through the Export option on the main menu. These options are:

Excel Export - All Records  Export all displayed records. Records filtered out will not be included.
All visible columns will be exported.

Excel 'Copy' - Selected Export all manually selected records. All visible columns will be
Records exported.

CSV Export - All Records Same as Excel Export- All Records, but exports to a CSV file

CSV Export - Selected Same as Excel 'Copy' - Selected Records, but exports to a CSV file
Records

Data Dump - All Records, All Exports all records (regardless of filter) and all columns (visible and not
Columns visible) to a txt file.

Also under the Export menu is the option "Open Excel when exporting to Excel or CSV." Leave this
checked if you wish to load the exported file immediately in Excel (Note: Excel must be installed). To
export to a file but not view the file, select the option to uncheck it.

1.6 Automation and Integration
|

Overview
Automation tools are used to enable greater processing efficiency. You can use the Scheduler to

schedule file imports and transmissions. You can use Custom Import Menus to import either single files
or entire directories and process everything with one simple mouse click.

1.6.1 Scheduler - Basic Automation

Overview

The Scheduler is used to schedule single file imports and file transmission. If you need to schedule
multiple files during the same
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routine, see Custom Import Menus.
Process

There are two steps to scheduling an automated file import and transmission (from now on called a
job).

1. Create the job. This would be the account to be used and the file to be imported.
2. Running the job. This instructs Bank Positive Pay on time and frequency the job should be run.

Create the job

Select Automation > Basic Automation from the main menu. The below figure will be displayed.

( 5 Control Panel @1
|Actinn$ ﬂ = Q)

This window enables yvou to:

--import your data, transmit to the bank for any, or all, of your accounts,
--automate these tasks with our scheduler.

--supports comma delimited (.csv), and Excel (.xls/xlsx) files

Account Impart General Ledger Data ['default’ mapping] Tranzmit Positive Pay
MHame Import GAL Import GAL File Hame YWhen
» | Sample o Mo
test N o Mo
Test Poz Pay r : Mo

Scheduler Fiun Mow Cloze

b 4

All the accounts are shown in the grid. In this case, Test Pos Pay and test have been created for live
data. They both can be scheduled to run at the same time, or you can choose to schedule just one
account. Note: It is not possible to schedule them at different times and days using the Scheduler. See
Custom Import Menus if you need this type of setup.

To create a job:

Enable the checkbox in the Import column of the account you wish to use.

Click the gray box under the Import G/L File Name to browse for the source file to be imported.
Select how you wish the system to handle transmission of the Positive Pay file. Your choices are:

¢ No (Positive Pay file is created, but not transmitted. You must transmit manually).

e Only when new records imported

e Yes, always (On every job, the file is transmitted using the method you set in

Schedule the job

Click the Scheduler button.
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A screen will pop up requiring a Windows username and password. The Scheduler will use this
username and password to schedule the job. You may leave the password blank, but the job may not
run due to lack of authorization as required by Windows.

After entering username and password, click Next.

The Scheduler will now be displayed (Figure 1 below).

Select Dates and Time

v tdonday [+ Friday 8:00 A
v Tuesday [ Saturday Start Time
v ‘wWednesday [ Sunday

[v Thursday Fepeat throughout the day

This machine mustbe OMN atthe scheduled time.

Delete Help Cancel < Back | |

Figure 1 - Scheduler

To schedule a job to run once a day on certain days and at certain times, select the check boxes for
each day and then enter the time in Start Time textbox.

If you need to schedule a job to run multiple times per day, click the "Repeat throughout the day"
button.

Information shown in Figure 2 (below) will be displayed in the Scheduler window.

Repeat tazk throughout the day [will start at the 'Start Time' abowe]

[ Repeat tagk throughout the day

11:59 Pt
j [Intil [end time]

Ever_l,l| 1 |h-:uurs

Figure 2 - Repeat throughout day
Click the checkbox.

The job can be scheduled to run in increments of hours or minutes. Enter the length of time between
job runs and then select hours or minutes from the dropdown box.

In the textbox on the right side, you can specify the end time for the schedule.
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For example, ABC Company wants to run their job every 30 minutes, but only between 11 AM and
3PM.

In Figure 1, ABC would set the start time to 11:00 AM and choose the appropriate days. In Figure 2,
ABC would enable the checkbox, then enter 30 into the first textbox, change dropdown to minutes, and
put 3:00PM in the remaining textbox.

When completed, click Finish.

16.2 Software Integration Kit - Advanced

This section is devoted to accounting software developers and other third party developers (including
end-users) who are looking to integrate Treasury Software applications into a seamless and automated
process for their users.

Our Software Integration Kit (SIK), unlike most automation development kits, is included directly in the
runtime edition - and is available to both power users and software developers in a Graphical User
Interface.

Treasury Software's SIK includes full automation tools to seamlessly:

--import any file

--import all files within a directory

--archive (move) the imported files

--preserve the audit trail of archived files (append the file name of each file with a date/time stamp to
insure that each file is uniquely named in the archive directory)

--provide summary reporting

and, of course

--perform any Treasury Software core module process including:
----ACH and Positive Pay file creation

----ACH and Positive Pay file transmission

----Automated Transaction Matching (ATM) for bank reconciliation

Note: The Software Integration Kit is referenced as the 'Custom Import Menu Setup' in some
documents - and will be used here interchangeably.

Select the Settings tab then Software Integration Kit. If using a version prior to 2013 select Automation
> Advanced - Software Integration Kit.

HOME  VIEW | SETTINGS = HELP
[ —— =, [ = 2 | & s m 7
% ZE Encrypt File x = ‘& % fob [& Import, System Archr #1‘} /

[l Change Password o ?o Maintenance

Access Enter Bank  Transmissicn Migrate to SQL Migrate to Remote  Citrix . Software Basic
Control Express Code Options Express, SQL Server Desktop, Citrix Maint r_'%. Multiple Accounts Integration Kit
Security Transmission File Settings Multi-User Advanced Automation

You can have up to 20 integration routines per account. Select one that is not being used and click
'Add/Edit".
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Automation - Software Integration Kit (Custorn Menus)

| Processes |
Automation - This account
Thiz window enables you to create and edit an automated process - including imparting,
matching, file creation and transmizzion, az well az reporting. To start, simply zelect a process
= and click ‘Add/edit’
M ame Group 3
p | Pavroll - Direct Deposit ]
Collecting from Customers ]
Add/Edit Faying Vendaors n
Payroll ging Profiles ]
Collect Usging Profiles ]
FPayrmentz zing Profiles ]
FFD 1]
CCO+ Addenda ] ﬂ
Bun
Cloze

1.6.2.1 Settings

Settings pages - Basic, Advanced and Automation
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Automation - Software Integration Kit (Custorn Menus)

Baszic lAdvanu:ed Autumatiun] F‘.epurtsl

Thiz window enables vou to create custom import selections from the main menu, Tepically used
when multiple impart files of different farmats are imported, or to access advanced import
functionality, such as importing entire subdirectonies.

¥ Mame|Test

YWhat do pou want toimport? Delimited files only [BAl and ACH if selected on advanced page]
" Single file

|Payroll «ls J

* Al files in a folder - all hawve the zame format

|4 any Files

" SOL Insertion [Fequires SAL Server Processor edition) SOL Inzertion - Select fields

Select a mapping template

I Cusgtorm Menu 1 |

Thiz feature iz available on select verzions.

Close Sequence H1 Eave

Visible - Check this box if you want this process to be available to the user from the main menu (Import
submenu). This checkbox only drives visibility - it does not activate or inactivate a process.

What do you want to import?

File - select the file

Folder - point to a folder. Note: Each of the files should have the same format.

SQL Integration - 'Data has been placed into a SQL table by another process (see SQL Integration)

Tip:
If you only want to import one file, but the file name is dynamic (keeps changing), then use the folder
option.

Mapping Templates

Each custom process has it's own custom import layout. For example, here in the 1st process, the
system defaults to the Custom Menu #1 template in the drop down list. The 2nd custom process will
have a Custom Menu #2, and so on.

This enables each custom process to have its own file layout.

Bank Reconciliation only
There will be two Custom Menu layout drop down lists. One is for the G/L (on the left), the other is for
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the Bank data (on the right). If automating both bank and G/L imports - create a separate process for
each (and keep each set of files in a different folder if using the folder import).

Fixed Width formats

If a fixed width files is to be imported, the file needs to be parsed. In a similar manner, a second row
of drop down lists will be displayed - these are for fixed width files only. To display the second row of
drop down lists, click on 'Unsupported file formats' hyperlink on the second page.

Select a mapping template
" BL |Custom Menu 1 | ' Bank | Custom Menu 1 |
| Custam Menu 1 ]| Hept Tzer dafined T I

T hiz feature iz available on zelect versionz.

Advanced - Second Page
Automation - Software Integration Kit (Custorn Menus)

Basic Advanced lAutumatiun] F‘.epurts]

Archive
[v &rchive - After importing, move file to the archive directory. Mote: Fized-width test files cannot be archived

|I::"~L| serghJohin LahmmanhD ocuments\Archive J
[v &ppend archived file name with date IWNMMDD -]

¥ Append archived file name with time ~ [HHMMSS |

File [data] farmat
* Tabular - includes all Excel, comma delimited [cav] and tab delimited files

{ ACH File [use the Mapping Template 'ACH2Excel in the priar tab). [V Mew farmat [with text preface]
" ACH Return File [uze the Mapping Template '5CH Retuns' in the prior tab)
" BalFile [ Bal AACH File conversions only [no import). Converts on a 1-to-1 basis.

ACH-2-Excel and Bal-2-Excel output files will be located at: C: A\ sershPublich Treazum Softwareh R eportsh,

nzupported Formats

Other Settings

[ Imported Amounts Need Decimals [divide by 100)
Ovemide Mapping Requirements [Amount] - Use when importing non-financial data in conjunction with a
cuztom oroiect. Alzo suporeszes Yoid ve. lzzued' check warning

Cloze Save

Archive
This is used to preserve the audit trail and keep the original import file available for future research and

review.

The file is moved to the archive directory after a successful import. We recommend appending the file
name with a date/time stamp, as this will make the file name unique, and insure that when the file is
copied into the archive directory it will not over-write any existing files.
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Note: Fixed width text files are not supported in the archive process.
Tip: Confirm that the user triggering the custom process will have rights/privileges to the archive

directory - as it will be performed under their security profile.

File format

Notes:
Tabular - includes Excel, comma delimited (csv) and tab delimited files.

Fixed width file notes:
Select tabular - and also click the hyperlink 'Unsupported file formats' to display the second row of

mapping templates.

Automation - Third Page

Automation - Software Integration Kit (Custorn Menus)

Basic Advanced lAutumatiun] F‘.epurts]

Archive
[v &rchive - After importing, move file to the archive directory. Mote: Fized-width test files cannot be archived

|C:4sersh)ohn LabimantD ocumentsidichive) J
[v &ppend archived file name with date IWNMMDD -]
[v &ppend archived file name with time |HHMMSS -]

File [data] farmat
* Tabular - includes all Excel, comma delimited [cav] and tab delimited files

{ ACH File [use the Mapping Template 'ACH2Excel in the priar tab). [V Mew farmat [with text preface]
" ACH Return File [uze the Mapping Template '5CH Retuns' in the prior tab)
" BalFile [ Bal AACH File conversions only [no import). Converts on a 1-to-1 basis.

ACH-2-Excel and Bal-2-Excel output files will be located at: C: A\ sershPublich Treazum Softwareh R eportsh,

nzupported Formats

Other Settings

[ Imported Amounts Need Decimals [divide by 100)
Ovemide Mapping Requirements [Amount] - Use when importing non-financial data in conjunction with a
cuztom oroiect. Alzo suporeszes Yoid ve. lzzued' check warning

Cloze Save

Command Line Group
This enables the process to be triggered from the Command Line Interface.

Processes are triggered by the numeric value set here. Therefore, all twenty processes could be
called from a single command line - assuming all has the same value.
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The basic syntax for the trigger is:
[path\BRCOM.exe /ACCT="sample" /MENU /AUTO=1

- Account (database) - /ACCT

- Include to activate (static to trigger) - /MENU

- Group to use (numeric value in the Command Line Group number box)- /AUTO

This example triggers the Custom Import Menu group #1 (AUTO=1) for the 'sample’ account.

Chaining multiple processes:
Select a numeric value in the Command Line Group number box. When passed to the program, it will
trigger sequentially all custom menu selections with the same value.

Example:

You want to trigger three import processes and then create and transmit an Positive Pay file.
Import process 1 - Import a single payroll file

Import process 2 - Import all trade payable files in a directory

Import process 3 - Import all customer collection files in a directory

Create three separate custom menus, with all having the same Command Line Group number (1). As
the processes are sequenced based on the process order (from the list top to bottom), make sure they
are in sequence, as the last one will contain the automation process.

On Import process 3 (only), select the 'Custom Action After Import' to 'Positive Pay File - Create and
Transmit'.

Custom Action after import

This can be:

ACH File - Create and Transmit
Positive Pay File - Create and Transmit
Automated Transaction Matching
Select as needed.

Custom Date Formats

Enables you to import non-standard date formats.

Question - How do you know if the format is a custom format?

Try opening the source file in Excel. If Excel opens the file and the date looks appropriate, you do not

need to enter any settings. However, if Excel has a a problem interpreting the date - so will Treasury
Software.

1.6.2.2 SQL Insertion

The SQL Integration feature enables other software systems to push data directly into a Treasury
Software SQL Server (not SQL Express) based platform. This eliminates the need for 'pass-thru’ files.

This feature requires an advanced knowledge and skill set with SQL Server. It is best used for high
volume and highly automated environments.

We highly recommend printing out these instructions for reference.

Overview
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1. You will populate data into the Treasury Software holding table. The holding table exists in each
SQL Server database.

2. Then, when Treasury Software is triggered, it will move the data from the holding table into a
permanent table and create an ACH file.

Settings
1. Start the Software Integration Kit.
Select the Automation tab > Software Integration Kit.

Select an unused process and click Add/edit.

Automation - Software Integration Kit (Custom Menus)
Processes
Automation - This account
Thiz window enables you to create and edit an automated process - including importing,
matching, file creation and transmizsion, as well as reporting. To start, simply zelect a process
and click ‘Add/edit’.
I ame Group ;l
o ﬁ [ 3 Selection 1
Selection 2 1
Add/Edit Selection 3 n
Selection 4 1
Selection & I}
Selection B 0
9 Selection ¥ 1]
Selection 8 0 ﬂ
Run
Cloge

2. Basic tab:

--Check the 'Visible' box (described later) and name this process (example Daily Processing)
--Select 'SQL Insertion' ****

--Click the 'SQL Insertion - Select Fields' link *****

Note: As the mapping templates are not used, you can leave the default.
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Automation - Software Integration Kit (Custom Menus)

Baszic lAd-.ranu:ed] Autnmatiunl Repurtsl

Thiz window enables you to create custom import zelections fram the main menu. Typically used
when multiple import files of different formats are imported, or to access advanced impart
functionality, zuch as importing entire subdirectories.

[v Mame |Dail_|,| Processing

What dao pou want ta impart’? Delimited filez only [BAI and ACH I zelected on advanced page)
" Single file

[=5) L

" &l files in a folder - all have the same format

[=5) |

* S0L Inzertion [Requres SOL Server Processor editionf SCL Inzertion - Select fields

Select a mapping template

I Custarn Menu 1 j

Thiz feature iz available on zelect versions.

Close Sequence H1 Save

3. SQL Insertion tab
After you click the 'SQL Insertion - Select Fields' link, you will be brought to the SQL Insertion tab
Select the top selection 'SQL - Insertion'

When complete, select the Automation tab.
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Automation - Software Integration Kit (Custom Menus)

Use this window only for SOL Inserbon. This means thal you will be programmatically inseiting records into the
tbiH oldingG LI rtegration table.

‘Warning: This is an advanced feature and requires advanced programming skills, and Treasury Software SOL Server
Processor ediion or equivalent

Mote: This iz designed for high volume data entiy, and supports only a subset of Treasury Software features.

& SOL Insertion - Requires: Papee, Amount, Check Number and Date. Optional fields: Text1, Text2 and
Text3

" QuickBooks

" O
Return to previous tab

Close

4. Automation tab

Select a non-zero command line group number (typically 1).

Select an action from the drop down list (Positive Pay File - Create and Transmit).

Copy the command line noted below. You will use this line to trigger moving this process.

Click 'Save' when complete.
Note: Do not make any other changes in the other tabs.
Specifically, leave the default file format to 'tabular' and do not enable archiving.
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Automation - Software Integration Kit (Custom Menus)

Basic | Reports |

Automating fram the command line
Command Line Group & |1 E Change from 0 if automating [this is the ‘AUTD" vahue)

Custom Achon after import |F’ositive Pay File - Create and Transmi_w |

~Tip: TOUl command ine 1o tgget 15.
["C:\aaavb\1 000ABRCOM.exe'" /ACCT ="test118" /MENU /ALITO=1

Go To Scheduled T ask Window

How to create an automation shortcut

Custom Date Formats

[T Use custom date formats below. Over-ide global settings.
Select a format MM/DDNYY - Embedded start position i E
Select a delimiter % Nodelmiter " /[slash) (" -[hypen) (" :[colon)

Output directory for BAI-2-E xcel and custom apphications.

[ =

Close Save

Fields:

Populating data into the Treasury Software holding table.

The following fields exist in each Treasury Software created SQL Server database.

Notes:

--All fields are text fields and located in the table tbIHoldingGLIntegration.

--All are mandatory unless otherwise noted.

--You can add records as often as you want

--The table is automatically cleared (deleted) each time you trigger the Software Integration Kit to run.
--Strip out special characters (especially apostrophes) in the Description/Name.

IMPORTANT: Issued checks should have negative amounts.
Voided checks should have positive amounts.

Field name Description
Mandatory fields
Amount Issued checks should have negative amounts. Voided checks should have

positive amounts. Regardless of sign, always include a decimal point as
needed. Do not include commas or dollar signs.
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Date The effective date, in MM/DD/YY format. Note: The month and day can
be one or two digit, the year can be two or four digit.
International format? - Use your local regional settings.

Description Name of receiving party
CheckNumber Check Number
Testing

After you have performed your one-time setup, and then populated your data, you can test your work.
Start the Software Integration Kit, select the process, and then click 'Run’. Complete the import
wizard.

Upon a successful import, the Positive Pay file will be automatically created. The file can typically be
found (by default) at:
C:\Users\Public\Treasury Software\To Bank

Note: Your data that you populated will be cleared out of the tbIHoldingGLIntegration.

Need a test SQL script to populate the table?

Tip: Start SQL Server Management Studio and click on 'New Query' (make sure that you're in the right
database). Then copy the script below.

INSERT into tblHoldingGLIntegration (tblHoldingGLIntegration.Amount,
tblHoldingGLIntegration.Description, tblHoldingGLIntegration.Date,
tblHoldingGLIntegration.CheckNumber) VALUES

('-123.45', 'ABC Company','12/31/2016', '1001")
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Automation - Software Integration Kit (Custom Menus)
------ F' ru:u:esses
Automation - This account
Thiz window enables you to create and edit an automated process - including impaorting,
matching, file creation and transmizsion, as well as reporting. To start, simply select a process
and click ‘Add/edit’
M ame Group g
0 sy b | Daily Processing 1
Selection 2 1]
Add/Edit Selection 3 1]
Selection 4 I}
Selection & 0
Selection B 0
Selection ¥ 1]
Selection 8 1] ﬂ
Bun
Cloze ;

Production
Trigger the Software Integration Kit using the command line noted in the Automation tab.

General notes
--This feature requires SQL Server (not SQL Express), and access to the Software Integration Kit.

--This integration is designed to be run in an automated fashion. If you trigger the import manually via
the menu structure as noted in testing - once you are at the review records screen, the records have
been removed from the temporary holding table.

1.6.3 Command Line Syntax

The Treasury Desktop™ contains a rich command line interface, that allows for full
automation from other applications.

While the command line interface compliments a number of features which are
available in our in our point and click 'Control Panel’, the interface allows for full
customization and control of output files location/names.
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Differences between Control Panel and Command Line automation

Control Panel

1. Triggers are preset - at standard date/time and standard intervals.

2. Cannot programmatically change file names. Must specify source files or output files.
3. Ease of use - has a point and click interface.

Command Line Interface:

1. Triggers - Can be triggered on command.

2. Full control over both source files and output files. Can programmatically change file
names.

3. The command line requires an intermediate to advanced knowledge of systems.

1.6.3.1 Command Line Interface

Overview

The Command Line interface is used to schedule import and transmission jobs through the Windows
scheduling system. This is similar to using the Scheduler, but by using the Command Line you are able
to schedule multiple jobs and do not have to load ACH Universal to do so.

Command Line Options
BRCom.exe /ACCT="account" /ACHX [/XMIT] /ISRCE="file name"

/ACCT - specifies account by name

/ACHX - specifies to use the ACH Universal module

IXMIT - directs ACH Universal to create and then transmit the file after creation
ISRCE - specifies file to be imported (using absolute positioning)

Example:

c:\Program Files\TreasurySoftware\BRCOM.exe /ACCT="sample" /ACHX /XMIT /SRCE="C:
\aaavb\1000\TutoriaNGLData\ACH_with_Accounts.xIs"

This example imports a source file named ACH_with_Accounts.xls at the specified absolute position
into the Sample account in ACH Universal (ACHX). After import, the system creates and transmits
(XMIT) the NACHA file.

Valid source files include comma delimited text files, tab delimited text files, fixed width text files and
Excel worksheets.

Notes for all applications:

- The order of the parameters is not significant

- Capitalization is not significant

- When specifying a file name (SRCE), use the full file path and name within quotes. When using
mapped drives, remember that the path should be centric/relative to the machine where Treasury
Desktop is located, not the machine issuing the trigger/command.

- Place the account name in quotes.

Working with multiple users and multiple account:

Each command line trigger - will create an independent instance of the application. There is no limit to
the number of instances.
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If processing simultaneous command line requests, use different accounts (Samplel, Sample2, etc...)
to minimize any record locking issues. If this is not an alternative, consider processing sequentially, or
using our Control Panel.

For Web and Citrix based applications, please contact a Treasury Software support representative.
1.6.3.2 ACH Universal

ACH Universal

(ACH File Software)

- Account - /ACCT

- Data Import (include to activate) - /ACHX

- ACH File Creation and Transmittal (include to activate) - /XMIT
- Source File for import - /SRCE

Syntax Example
If Treasury Desktop was installed in the default location:

c:\Program
Files\TreasurySoftware\BRCOM.exe /ACCT="sample" /ACHX /XMIT /SRCE="C:
\aaavb\1000\Tutorial\GLData\ACH_with_Accounts.xl|s"

This example imports a source file (identified with SRCE) for ACH Universal (ACHX).
After import, the system creates and transmits (XMIT) the NACHA file. This example
takes place in the sample account (ACCT).

Valid source files include comma delimited text files, tab delimited text files, fixed
width text files and Excel worksheets.

Notes for all applications:

- The order of the parameters is not significant

- Capitalization is not significant

- When specifying a file name (SRCE), use the full file path and name within quotes.
When using mapped drives, remember that the path should be centric/relative to the
machine where Treasury Desktop is located, not the machine issuing the
trigger/command.

- Place the account name in quotes.

Working with multiple users and multiple account:
Each command line trigger - will create an independent instance of the application.
There is no limit to the number of instances.

If processing simultaneous command line requests, use different accounts (Samplel,
Sample2, etc...) to minimize any record locking issues. If this is not an alternative,
consider processing sequentially, or using our Control Panel.

For Web and Citrix based applications, please contact a Treasury Software support
representative.
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1.6.3.3 ACH-2-Excel

ACH2EXxcel

- Account - /ACCT

- Data Import (include to activate) - /ACH2
- Source File for import - /SRCE

- Output File - /OUTD

Valid source files include ARC, CCD, CIE, CTX, DNE, ENR, POP, PPD, RCK, TEL, TRC,
TRX, WEB, XCK. Note: Some formats may require further parsing.

Syntax Example
If Treasury Desktop was installed in the default location:

c:\Program Files\TreasurySoftware\BRCOM.exe /ACCT="sample" /ACH2 /SRCE="C:
\transmit.txt" /outd="c:\testACHdetail.csv"

Reminder:
Turn on/off appropriate settings. From the main menu 'File', 'ACH File Conversion’,
'Output’ tab - unselect open in Excel afterwards.

Notes for all applications:

- The order of the parameters is not significant

- Capitalization is not significant

- When specifying a file name (SRCE), use the full file path and name within quotes.
When using mapped drives, remember that the path should be centric/relative to the
machine where Treasury Desktop is located, not the machine issuing the
trigger/command.

- Place the account name in quotes.

Working with multiple users and multiple account:
Each command line trigger - will create an independent instance of the application.
There is no limit to the number of instances.

If processing simultaneous command line requests, use different accounts (Samplel,
Sample2, etc...) to minimize any record locking issues. If this is not an alternative,
consider processing sequentially, or using our Control Panel.

For Web and Citrix based applications, please contact a Treasury Software support
representative.

1.6.3.4 BAIl-2-Excel

BAI2Excel

- Account - /ACCT

- Data Import (include to activate) - /BAI2
- Source File for import - /SRCE
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- Output File Detail - /OUTD
- Output File Summary- /OUTS

A valid source file would be any file formatted in BAI version 2.

Syntax Example
If Treasury Desktop was installed in the default location:

c:\Program Files\TreasurySoftware\BRCOM.exe /ACCT="sample" /BAI2 /SRCE="C:
\aaavb\1000\Data\citi.txt" /OUTD="c:\testdetail.csv" /OUTS="c:\testSumm.csv"

Reminder:
Turn on/off appropriate settings. From the main menu 'File', 'BAI File Conversion',
'Output' tab - unselect open in Excel afterwards.

Notes for all applications:

- The order of the parameters is not significant

- Capitalization is not significant

- When specifying a file name (SRCE), use the full file path and name within quotes.
When using mapped drives, remember that the path should be centric/relative to the
machine where Treasury Desktop is located, not the machine issuing the
trigger/command.

- Place the account name in quotes.

Working with multiple users and multiple account:
Each command line trigger - will create an independent instance of the application.
There is no limit to the number of instances.

If processing simultaneous command line requests, use different accounts (Samplel,
Sample2, etc...) to minimize any record locking issues. If this is not an alternative,
consider processing sequentially, or using our Control Panel.

For Web and Citrix based applications, please contact a Treasury Software support
representative.

1.6.3.5 Bank Positive Pay

Bank Positive Pay

- Account - /ACCT

- Data Import (include to activate) - /POSP

- ACH File Creation and Transmittal (include to activate) - /XMIT
- Source File for import - /SRCE

Syntax Example
If Treasury Desktop was installed in the default location:
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c:\Program
Files\TreasurySoftware\BRCOM.exe /ACCT="sample" /POSP /XMIT /SRCE="C:
\aaavb\1000\Tutorial\GLData\Check Register 2003-04-08csv.csv"

This example imports a source file (identified with SRCE) for Bank Positive Pay (POSP).
After import, the system creates and transmits (XMIT) the positive pay file. This
example takes place in the sample account (ACCT).

Valid source files include comma delimited text files, tab delimited text files, fixed
width text files and Excel worksheets.

Notes for all applications:

- The order of the parameters is not significant

- Capitalization is not significant

- When specifying a file name (SRCE), use the full file path and name within quotes.
When using mapped drives, remember that the path should be centric/relative to the
machine where Treasury Desktop is located, not the machine issuing the
trigger/command.

- Place the account name in quotes.

Working with multiple users and multiple account:
Each command line trigger - will create an independent instance of the application.
There is no limit to the number of instances.

If processing simultaneous command line requests, use different accounts (Samplel,
Sample2, etc...) to minimize any record locking issues. If this is not an alternative,
consider processing sequentially, or using our Control Panel.

For Web and Citrix based applications, please contact a Treasury Software support

representative.

1.6.4 For use with QuickBooks

<5 i
Overview

In QuickBooks®
One-time setup - Create a new sub-account of your existing bank account.

In Bank Positive Pay
Bank Positive Pay enables you to automatically pull the transactions from QuickBooks and create a
Positive Pay file.

This Positive Pay file contains the payment data your bank requests in the format that they require.
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Bank Positive Pay can automatically transmit the file to your bank (FTP, SSL, etc...), or you can simply
upload it through their web site.

Bank Positive Pay:

--Never writes to your QuickBooks data file

--Protects you from duplicate transactions by integrating and tracking QuickBook's transaction ID
--Stores all of your customer's, employee's, and vendor's banking information

--Provides you with a full audit trail of all transactions

--Enables you to manage untransmitted transactions (temporary holding, permanent holding, etc...)

QuickBooks® is a registered trademark of Intuit
1.6.4.1 Connecting to a company

First time connection

Start the connection process by selecting the Home tab then QuickBooks integration. If you are using

a version prior to 2013 from the main menu select QuickBooks > QuickBooks Integration.
HOME VIEW SETTINGS HELP

ﬁ gj !’ :iii E :E ID B Delete Records

g Delete Entire Import

2 B

Home Backto Quick Import Adda Untransmitted Go To Create All BAl Transmission File  QuickBooks Online
Welcome  Start Transactions = Record Records File Page Reports ) Mark Records To Resend Utilities  Consclidation ntegration Store
MNavigaticn Commen Activities Coooops Uilities Buy Now

If nothing appears to be happening, QuickBooks is waiting for you to grant permissions.
Click on your Windows toolbar to access QuickBooks.
—

The first time Bank Positive Pay attempts to connect to your QuickBooks company, you will be
prompted by QuickBooks to grant access.

Note: You can leave the bottom check box un-checked.

Please grant access to continue.
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=)

- QuickBooks - Application Certificate
An apphication is requesting pocess to the fdlowing QuickBooks

company file:
Rock Castle Construction
Access may indude reading and modifying QuickBooks data as well as
erhanding the QuickBaoks user nterface.
The Application Calls Ttself
Treasury Software

Certficate Information
Description:  BROOM
proon Developer:  Treasury Software Corp.
T Developer dentity has been verified by:
il ' Thawte Code Signing CA

QuickBools Solutions Marketplace
Search for nformation about this appication at the
" g I Mark:

& 1

Do you want to allow thes applcation to read and modify this company fle?

Na
Yes, prompt each time
Yes, ahways; alow access even if QuickBosks is not running

. Alliow Tthis application to acess personal data such as Socal Securfty Numbers and
" customes aedit card information. Ted me more

il

QuickBooks will prompt your confirmation.
Click 'Done'.
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| QuickBooks - Application Certificate | £
Eﬂb An application is requesting access to the following QuidkBooks
Recaiv company file:
Invento Rock Castle Construction
Access may indude reading and modifying QuickBooks data as well as
enhancing the QuickBooks user interface.
- = Calls Itzelf
3 [l
Access Confirmation [:} are
You have chosen to grant the application son
Treasury Software COM
access to the Quid®ooks company file easury Software Coep.
M{Hﬂe(mmcuon ty has been verified by:
whenever this QuickBooks file is open. Signing CA
Access righits:
- Read and modify QuidkBooks data husticns Markstplace
- Enhance the QuickBooks user interface  Sohstions Marketplacs
modify this company file?
[Toone | | coBack

@ Yes, whenever this QuidkBooks company file is open
Yes, always; alow sccess even if QuickBooks is not running

» Allow this application to access personal data such as Sodal Security Numbers and
* customer credit card information. Ted me more

R R

1 ¥ o=t [ =T r— B T o L P

Note: If you do not grant access, you will be unable to continue.
r B

Treasury Software

An action cannot be completed because a
. component (Sample Rod: Castle Construction -
J_\ QuickBooks Pro 2011) is not responding. Choose
"Switch To" to activate the component and correct
the problem.

Retry Zancel L

Please switchback and grant access within QuickBooks to continue.

Congratulations, you have connected
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Treasury Software ﬁ

Connection successful

] 4

General note:
--Remember, QuickBooks must be running on the same computer as Bank Positive Pay.

Subsequent connections - automatic
When in Bank Positive Pay, and selecting QuickBooks Integration - the system will automatically

present to you any records that need to be processed.
You will not need to perform any of the steps above.

Note: If you upgrade Treasury Software, change versions in QuickBooks, or install the software on a
new computer - you may be prompted to grant permissions again.

Subsequent connections - If QuickBooks is not open in a company
Simply open your QuickBooks company and then click 'Connect'.
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5 QuickBooks Integration u

Transactions | Settngs { Comneet:

Flease confirm that QuickBooks is running and that your company is
opened.

Please confirm that QuickBooks is running and that your company is opened.

First time connecting?
Make sure that you are in single-user mode and logged in as 'Admin’ in QuickBooks.

Connected earlier and it was warking up until now?
—1. Perform an update in QuickBooks (see below)

—-2. Reboaot (even if there was no update in step #1).
If QuickBooks auto-updated, the process may not complete until there's a reboot.
QuickBooks will not allow Integrated Applications to connect until it's complete.

In QuickBooks: Help > Update QuickBooks
Overdew Oglions. Update Fow
Click 'Get Updates' and reboot.

Selectthe updates that you want 15 sownload immaediately and then dick Get Updates. Seme
Updales maght not b installed until you restan QuickBaoks

oS

| + || Essenbals Sat, 02013 1045 A4 Mew files installed i
v | BNiw Foatuies Sal, (ARZ013 10047 Al
v | Maimenance Releases Fri. 017252013 0121/

w  Halp Fri, 01252013 012180 i W
Cannect to QuickBooks - P Fri. 01252013 01214 Wething new 3 e
v
Re;ulunaa‘ Got Updates . Ziop Upda

Need Help with connecting? Error Mumber: 0 Line #: 0 Command Line : QB Company name [if specified):

QuickBooks® is a registered trademark of Intuit
1.6.4.2 Setup - Treasury Software

Once you have connected to a QuickBooks company for the first time, you will be prompted to select
the QuickBooks account that has your electronic data in it.
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-

55 QuickBooks Integration

Transactions  Settings I
Accounts l Common Seﬂingsl

Standard l Muttiple Origination Accounts | Access and Automation

Settings - Select the QuickBook bank account to use.

Select your main account

10100 - Checking
10300 - Savings
10400 - Petty Cash

Save

Want to inmport from multiple 3ccounts?

Remove

Heed Help with settings?

QuickBooks® is a registered trademark of Intuit
1.6.4.2.1 Advanced setup

To reach Advanced Setup, from the Home tab select QuickBooks Integration > Settings > Common

Settings.

If you are using a version prior to 2013 click on QuickBooks > QuickBooks Integration > Common

Settings.

Typically, these settings do not need to be changed.

Bank Positive Pay

© 2017 Treasury Software
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I B9 QuickBooks Integration A &

Transactions Settings

Accounts

Caormmon

What effective date do you want to use when importing records?
7 whichewer date iz latest [default]
" Treasury Software - 12/26/2012
+ Ilse the transaction date from QuickBooks

‘When clicking on "Send transactions to Bank Positive Pay'
* Automatically create a ransmission file

¢~ Donot create afile. Recards will be stored in 'Untransmitted records’. where you can add, edit or delete records. Create a
tranzmisgion file from Treasury Software's 'Create’ page.

Legacy Settings

[v Suppress viewing legacy “iew Simple Additional Accounts' on Accounts tab [far backward compatibility)

Effective Date
As you operate your business, each transaction date is recorded per your wishes in QuickBooks.
Sometimes you pre-date or post-date transactions, which is fine.

However, when electronic transactions are sent to your bank, they are typically expecting the date you
send them to be in the future - as this is the 'effective date' of the transaction.

To minimize any chance of post-dated transactions, Bank Positive Pay's default setting is the latter of
the QuickBooks date and the next business date (as displayed in the second option).

You can over-ride this setting as needed here.

Send transactions to Bank Positive Pay
The default setting, and for ease of use - is to create a file once transactions are sent from
QuickBooks to Bank Positive Pay.

However, you may prefer to over-ride this setting if:

--you are editing records in Bank Positive Pay after sending them from QuickBooks
--you are manually creating records in Bank Positive Pay

--there are internal control measures which require another individual to create the file
--bank procedures require batch totals - which you would get from Bank Positive Pay
or any other advanced situation.

Default From/To Date

The transactions page displays by default from 15 days in the past to 15 days in the future.

This range should cover any post-dated entries (15 days in the past), as well as any future entries -
such as payroll.

If you are constantly changing the default dates on the report, you can save yourself some time and
change the default range here.
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QuickBooks® is a registered trademark of Intuit
1.6.4.3 Importing transactions

To reach this transactions screen, from the Treasury Software main menu select the Home tab >
QuickBooks Integration.
If you are using a version prior to 2013 select QuickBooks > QuickBooks Integration > Transactions.

This screen is a 'Window' into your QuickBooks data. By default, it displays all records in your
QuickBooks account(s) that need be electronically transmitted.

&5 QuickBooks Integration H

| Transactons | settngs |
9 I This window displays trangactions in QuickBooks that need to be sent to Eank Positive Pay

View of QuickBooks transactions
Step 1. View QuickBooks data

From: | 1/1/2015 j Too [ 12/31/2017 j Wiew tranzactions | . )
[¥ Hide tranzactions already processed
Do not send [temporary) | Do not gend [permanent] | Send [over-nde) | E=port to Excel J
Date Ref # I arne: Debit Credit Memao QB Account Narme g
p | 12/01H6 93| Reves Properties $1,200.00 10100 - Checking
12705416 95| Exprezs Delivery Service $35.00 10100 - Checking
12410486 97 | Patton Hardware Supplie: $157.63 10100 - Checking
12520418 99| Daviz Business Associate $2.100.00 10100 - Checking
mA1A7 101 |E ast Bapzhore Auto Mall $532.97 (Monthly Truck Pay | 107100 - Checking
mAs17 102 |Bank of Arycity $3,495.82 | 941 Deposit for De| 10700 - Checking
m.A517 103 |Federal Treazury $100.00 FUTA Papment - 4| 10100 - Checking
mAe17 104 | State Board of Equalizatic $208.09 | State Unermplayme | 10100 - Checking
mAe17 105| State Fund $1.214.31 |warker's Compen: | 10100 - Checking
mAe17 106 | State Board of Equalizatic $308.34 10100 - Checking
mAe17 107 | QuickB ooks MasterCard $12.362.83 10100 - Checking
011517 108 | Caldil Compary $3.521.00 10100 - Checking
011517 103 | State Board of Equalizatic $3.146.88 |ABCD 11-234567 {10100 - Checking
msAA7 110|Sergeant Insurance $712.56 | 7OE-35 10100 - Checking
msanAz 111 | B apshore 'water $24.00 | Monthly *ater - FI1 10700 - Checking j
Step 2. Send tranzactions to Bank Positive Pay
Dehits Credits Tatal
Amount | $0.00 [ $172801.15  [[$172501.15)
Caunt | 3 142 | 145

Send transactions to Bank Positive
Pay

Meed Help with transactions?

Step #1 - View transactions
The grid by default displays records which you have not yet processed. You can change the From and
To dates, as well as the default date range (details below).

Bank Positive Pay © 2017 Treasury Software




Bank Positive Pay

In a basic situation, the system will display your new transactions - and all of them can be sent to Bank
Positive Pay. Bank Positive PayBank Positive Pay will then create a transmission file, which is sent to
your bank.

Summary counts and totals
The summary counts and totals include all transactions which have completed profiles, have not yet
been sent and have not been marked to be held.

Step #2 - Transmit to Bank Positive Pay

Click on the 'Send transactions to Bank Positive Pay' button to create a file with the eligible records in
the grid. You can then transmit the file to your bank.

QuickBooks® is a registered trademark of Intuit
1.6.4.3.1 Holding and over-riding records

In a perfect world, all of the transactions that you create in QuickBooks are to be sent for immediate
electronic processing.

As we know, this is not always the case. Sometimes payments are held temporarily - or permanently
canceled and sometimes payments need to be resent.

Marking records
Bank Positive Pay provides you with the tools to do this. Uncheck the checkbox to display your record

controls (circled in red).
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QuickBooks Integration
\_ Settings ]
9 Thiz window dizplays transactions in QuickB ooks that need to be sent to Bank Positive Pay
“=n
WView of QuickBooks transactions
Step 1. View QuickBooks data
Fram: | 14/2015 j Too [ q2/31/2017 j Wiew tranzactions | . )
[+ Hide tranzactions already processed
@Dt zend [temporary] | Do not send (permanent] | Send [over-ride) D Expart to Excel J
Date Ref # I amne Debit Credit Mema [B Account Mame 3
| 12/0146 93| Reves Properties $1,200.00 10100 - Checking
12/05/16 95 |Exprezs Delivery Service $35.00 10100 - Checking
121046 97 | Patton Hardware Supplie: $197.59 10100 - Checking
124204186 99| Daviz Business Azsociate $2.100.00 10100 - Checking
mAAz 101 | East Bayshore Auto kall $532.97 [Monthly Truck Pay (10100 - Checking
mAe17 102 | Bank of Anycity $3.435.82 | 941 Deposit for De| 10700 - Checking
mA817 103 |Federal Treazury $100.00 (FUTA Payment - 4107100 - Checking
mA817 104 |State Board of Equalizatic $208.09 | State Unemployme | 10700 - Checking
mA817 105 State Fund $1.214.21 |Worker's Compen: | 10100 - Checking
mAe17 106 | State Board of Equalizatic $308.34 10100 - Checking
mAe17 107 | QuickBooks MasterCard $12,362.89 10100 - Checking
1517 108 | Cal0il Carmpary $9.521.00 10100 - Checking
1A1517 109|5tate Board of Equalizatic $3.146.88 [ABCD 11-234567 (10100 - Checking
msaaz 110| Sergeant Insurance $712.6E | 78E-35 10100 - Checking
msAA7 111 | B ayshore ‘water $24.00 | Monthly *ater - F1 110100 - Checking ﬂ
Step 2. Send tranzactions to Bank Positive Pay
Debits Credits Tutal
Amount | $0.00 | $172501.05  [[$172501.15)
Caunt | 3 142 | 145

Send tranzactions to Bank Positive
Pay

Meed Help with transactions?

Holding transactions - Temporary
Select the record(s) and click on 'Mark - Do not Import (temporary)'.
This will mark the records as 'Do Not Import' during the current submission to Bank Positive Pay.

The records will be automatically displayed as available to be transmitted the next time your view the
records.

Notes:

--If you re-run or refresh the grid prior to transmission, this will clear your marked records. You will
need to re-mark them.

Holding transactions - Permanent
Select the record(s) and click on 'Mark - Do not Import (permament)'.

If you no longer want a transaction to be transmitted electronically, you can mark the record(s) as
'‘Mark - Do not Import (permanent)'

Marking records 'Do not transmit' stop the transactions from being imported now - or in the future.
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If in the future, you decide that you need to process this record, see the instructions below for 'Mark -
Import (over-ride)'.

Mark - Import (over-ride).
Select the record(s) and click on 'Mark - Import (over-ride)".

Use 'Mark - Import (over-ride)" if you need to:
--process a transaction that you previously put on a permanent hold, or
--you need to re-transmit a record.

An example of re-transmission: If a bank account number that a vendor gave you was wrong - and the
original transaction was returned. You can then use the over-ride feature to re-transmit this.

Note: In order to select a record, you'll need to view it. However by default, previously transmitted
records and those placed on permanent hold - are suppressed from being displayed. See the section
below to display these records.

Displaying previously transmitted and permanent 'on-hold' records
By default, Bank Positive Pay will suppress displaying previously transmitted and permanent 'on-hold’
records. To display these records, un-check 'Hide transactions already imported'.
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B QuickBooks Integration ﬁ
[

l S&-ttings ]

I§ This window dizplays tranzactions in QuickBooks that need ta be sent to Bank Positive Pay
Uncheck

Wiew of QuickBooks transactions
Step 1. View QuickBooks data

From: [~ 17172005 | Te: [R2/3172017 ~| Yiew transactions | _ )
[w Hide tranzactions already proceszed
Do not send [temporary) | Do not send [permanent] | Send [over-ride) | Expart to Excel J
Date Ref # I amne Debit Credit Mema [B Account Mame ;l
p | 01/0345 242 | Sergeant Insurance $4,080.00 | 786-35 10100 - Checking
M35 243 |East Bayzhare Auta Mall $532.97 [Monthly Truck Pay | 10100 - Checking
01./1315 10001 (Dan T. Miller $1.233.61 10100 - Checking
01./1315 10002 |Elizabeth M. Mason $830.67 10100 - Checking
01./13415 10003 |Grega 0. Schneider $1,033.99 10100 - Checking
01./15/15 10004 |Elizabeth M. Mason $321.28 10100 - Checking
01./15M15 244 | Caldil Company $530.00 10100 - Checking
01./15M15 245 | State Board of Equalizatic $7218|ABCD 11-234567 {10100 - Checking
mA7AIe 246 | Sergeant Insurance $712.6E | 78E-35 10100 - Checking
0/2715 10005 (Dan T. Miller $1.233.60 10100 - Checking
/2715 10006 |Gregg 0. Schneider $1.064.04 10100 - Checking
01/31415 247 | Thomas Kitchen & Bath $23.84|R 55-801 10100 - Checking
/31415 248 |4 Cheung Limited $3.500.00 10100 - Checking
M35 249 | Bayshare Caldil Service $142.00 | Fuel 10100 - Checking
[ECIP 5] 250 | Dianne's Auto Shop $236.00 | Monthly Yechiicle {10700 - Checking ﬂ
Step £. Send transachions to Bank Positive Pay
Debits Credits Tutal
Amount | $0.00 | $389.24260  [[$309.242.60)
Count | g 50| cials)

Send tranzactions to Bank Positive
Pay

Meed Help with transactions?

Why would | want to view these records?

Typically, you would not want to view these records - that is why we suppress them by default.
However, you would want to display these records for:

--1. If you need to re-transmit a transaction that originally failed.

--2. If you need to transmit a record that you placed on permanent hold.

QuickBooks® is a registered trademark of Intuit

1.7 QuickBooks Pro, Premier and Enterprise
|

Bank Positive Pay enables you to create positive pay transmission files directly from your QuickBooks
data.

Bank Positive Pay © 2017 Treasury Software




Bank Positive Pay

Benefits of Direct connection:
--Simple to install and use. Doesn't change the way you work with QuickBooks. Keeps all of your
processes the same.

--Create positive pay files for your bank with ‘one-click’
--Avoids transmitting duplicate records.

Direct Integration is available if you are on QuickBooks:
--Professional, or

--Premier, or

--Enterprise.

The editions must be 2003 or later and US-based.

Not on one of these packages, see QuickBooks Online Edition.

QuickBooks® is a registered trademark of Intuit
1.7.1  Setup - QuickBooks

Step-by-step checklist

Confirm that Bank Positive Pay and QuickBooks are installed on the same computer.

Note: If you have a multi-user edition of QuickBooks, you may need our multi-user platform if you'll be
creating positive pay files from more than one computer.

The instructions below assume a simple desktop installation.

Need to download? Go to http://www.treasurysoftware.com/download.aspx

Start Treasury Software and at the "Welcome New User' screen, enter into Bank Positive Pay.
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Welcome New Users Utilities

ACH Universal BAl . e
hgr:

L% AC H Create and transmit ACH (NACHA) files
(= Bank Positive Pay
l ~—— Create and transmit Positive Pay filee

A\:;H ACH-2-Excel

ACH | ACH-Merge
Merge

econcile your bank accounts

Ask a Question I Use an existing account

BAI BAI Creator
+

Create a new account in Bank Positive Pay to work in.
From the main menu select File > New Account - and you'll open the Account Wizard.
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ﬁ e". EI :‘ [% ﬁ FD ES Delete Records

[& Delete Entire Import

Home Bi3gkto Quick Import Adda Untransmitted Go To Create All
Welcgme  Start Transactions *~ Record Records File Page Reports  Mark Records To Resend
lavigatign Common Activities Coooops
.‘ .
ﬁ File > New Account

Welcome to the Account Wizard

Each account contans its own settings and can be customized to it your
s,

Add an Account

= CREATE an account + ADD it to your catalog.
Always select this ophon if you are the only one using this system.

¢~ ADD an EXISTING account to your catalog.
Select if another user created the account,

The top option “Create an Account...” should already be selected. Click Next.

Enter a name for the account. This name is strictly internal and should help you identify the purpose of
the account. For example,if you are using it for payroll, you might name the account Payroll. Once the
name is entered, click Next.

Congratulations! You have finished creating the account. Click Finish to begin using this account.

If prompted to edit/modify your transmission information, click No.

Congratulations. You are done with your basic setup.

Next step - Connect to your QuickBooks company
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QuickBooks® is a registered trademark of Intuit
1.7.1.1 Connect to QuickBooks_2

First time connection (this is a one-time setup)

Before you begin, confirm that:
--Bank Positive Pay and QuickBooks are both running on the same computer, and

--QuickBooks - you are logged in as the administrator for the QuickBooks company you want to work
with.

Note: For normal use, you do not need to be logged on as an admin, only during setup.

Start the connection process
Enter into your account and select QuickBooks Integration.

fteo®
* ‘. s D :: Delete Records
E O -}:j + ﬂ ppﬂ [R Oelete Entire mpan
Home Backto Quick mport Adda Untransmitted Go To Create All = '
Welcome Start | Transactions = Record Recards FilePage  Reports | 3 Mark Records To Resend
Sample
— = [ T
D 9
=
- '
Ll
Add a Record Import Check Register

Go To Create File Page

Switch to your QuickBooks window

If nothing appears to be happening, QuickBooks is waiting for you to grant permissions.
Click on your Windows toolbar to access QuickBooks.

Bank Positive Pay © 2017 Treasury Software



Bank Positive Pay

Uilnbux - 20140... -

The first time Bank Positive Pay attempts to connect to your QuickBooks company, you will be
prompted by QuickBooks to grant access.

Note: You can leave the bottom check box un-checked.

Please grant access to continue.
QuickBooks - Application Certificate *

An application is requesting access to the following QuickBooks
company file:

Treasury Software Corp.

Access may include reading and modifying QuickBooks data as well as
enhancing the QuickBooks user interface.

THE APPLICATION CALLS ITSELF
Treasury Software

CERTIFICATE INFORMATION
Description: BRCOM
Developer.  Treasury Software Corp.

Developer identity has been verified by:
Thawte Code Signing CA - G2

QUICKBOOKS SOLUTIONS MARKE TPLACE
«Learn about applications that integrate with QuickBooks

Do you want to allow this application to read and modify this company file?
“ No
T Yegs, prompt each time

-

|Yes, whenever this QuickBooks company file is npen'
© Yaes, always, allow access even if QuickBooks is not running

Allow this application to access personal data such as Social Security Numbers and
customer credit card information. Tell me more

Continue... Cancel

Help

QuickBooks will prompt your confirmation.
Click 'Done'.
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QuickBooks - Application Certificate

An application is requesting access to the following QuickBooks
= company file:

Treasury Software Corp.

Access may include reading and modifying QuickBooks data as well as
enhancing the QuickBooks user interface.

THE APPLICATION CALLS ITSELF
o, Treasury Software

ek
LAy ;
m CERTIFICATE INFORMATION

Description: BRCOM

-

Developer: Access Confirmation ”
Developer id you have chosen to grant the application
Thewte Cc Treasury Software

access to the QuickBooks company file

quickeookd Treasury Software Corp.
<Learn abe{ whenever this QuickBooks file is open.

Access rights:
Do you want to allow this applical - Read and modify QuickBooks data
& No (NOT including personal data)

i - Enhance the QuickBooks user interface
7 Yes, prompt each time

# Yes, whenever this QuickBook
~ Yes, always, allow access ever

Done Go Back

Allow this application to access personal data such as Social Security Numbers and

customer credit card information. Tell me more

Continue... Cancel Help

Note: If you do not grant access, you will be unable to continue.

An action cannot be completed because a
component (Treasury Software Corp. -
% Pro 2014) is not responding. Choose "Switch To"™ to

activate the component and correct the problem.

Switch To... Retry

Please switchback and grant access within QuickBooks to continue.
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Congratulations, you have connected.

Treasury Software @

Connection successful

0K

Note: If you upgrade Treasury Software, change versions in QuickBooks, or install the software on a
new computer - you may be prompted to grant permissions again.

Next step - Integration Wizard

Troubleshooting - Can't connect?
See Troubleshooting connections

QuickBooks® is a registered trademark of Intuit
1.7.1.2 Integration Wizard
Integration Wizard

Once you have connected to your QuickBooks company, you can complete the Integration Wizard.

Enter into your account and select QuickBooks Integration.
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E; E:;) D § Dielete Records

= Delete Entire Import

Untransmitted Go To Create all
Reconds File Page Reports 'b Mark Records To Resend

Import Check Register

Go To Create File Page

Note: This is the same menu choice you selected earlier to establish a connection. Once a connection
has been made, the settings are automatically saved - it is a one time setup.

View the list of your QuickBooks accounts - Select your bank account
Have more than one origination account? We'll cover this in settings.
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Transactions Settings [
Accounts l Common Settings |

Standard | Mutiple Origination Accounts | Access and Automation |

Settings - Select the QuickBook bank account t
e "™ Select your bank account.

CheckingVié

Cash Expenditures

Savings Select your main account

Barter Account -

Undeposited Funds pusi|  |Checkingvia Remove
Save

Want to import from multiple accounts?

Click 'Save' to save your settings

Next step - Bank Express Code - entering your bank's layout

1.7.1.3 Bank Express Code

What's a Bank Express Code?

Each bank has their own format on how they want to receive the file - and many
larger banks have multiple layouts due to bank mergers and acquisitions.

To save you time, Treasury Software maintains a library of hundreds of layouts.

These layouts are identified by a number we call a 'Bank Express Code'

Bank Positive Pay © 2017 Treasury Software



Bank Positive Pay

How do | get a Bank Express Code for my bank?
Contact Treasury Software support and include a copy of the layout that your bank sent you.

Entering your Bank Express Code.
Clicking on the Setup icon on the Home page (below)

A0 85 8B B8 05, B 5 B

[ Celete Ensee Impen
Untramnsetied  GoTolrests A

i &
Trarsctions =  Recond Records File Page Repeorts B Mark Recoeds To Besend

i B
§ -

Go To Create File Page

R«

Selup

Enter your Bank Express Code
Enter your code, then click 'Update Bank Information'.
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I Custom I

What iz a Bank Express Code?

The Bank Express Code is a quick and easy way to set your bank's transmission file
format.

How do | get a Bank Express Code?

Please email support311@treasurysoftware.com and attach your bank's file format
in electronic format. Do not send private account information.

Enter your Bank Code

The bank code is used when creating a new account and during 'resume
startup' of an account. It does not automatically apply to accounts already
created. To apply to an existing account click 'Hesume Startup'.

Bank Eode( |1 0o )-I*Llpdate Bank Information

Bank Name: |T reasury Software

Don't want to use a Bank code [for whatever unknown reasons]? Switch to your
account [it is account specific), and form the main menu File', ‘Options’. 'Transmit to

Bank', 'Data’ tab.
Close |

Then click Yes. You're all set.
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| Options

rnportl Reportsl System' BAII Resume Startup Bank Code | Cus-toml

What i a Bank Express Code?
The Bank Express Code is a quick and easy way to set your bank's transmission file
format.

Would you like to apply the code for this account as well? (Yes - recommended)

Bank Name: |Fi|:l. Bank of Any Town

Don't want to use a Bank code [for whatever unknown reasons]? Switch to pour
account (it is account specific), and form the main menu ‘File', 'Options’. 'Transmit to

Bank', ‘Data' tab.
Close |

Next step - Create a file - for testing or sending to your bank

1.7.2  Creating the Positive Pay File

Once you have completed your setup, you can create ACH files.

Tip: Need to just send a test file now?
Change your 'From' and 'To' dates to historical/old transactions which you have already fulfilled. You
can then send that file up to your bank for testing.

Step 1. Adjust dates, if needed, and then click on the 'View transactions' button.
This will display all available records.
If you need to hold or resend a transaction, see our advanced options features.
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a I This window displays ransactions in QuickBooks that need to be sent to Bank Positve Pay

View of QuickBooks ransactions
Step 1. View QuickBooks data
From: [ 3472017 =| Te [12/3172018 | Wiew transactions

2.After reviewing the records, click the 'Send to Bank Positive Pay' button.
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- I This window displays iansactions in QuickBooks that need to be sent to Bark Positive Pay

View of QuickBooks ransachons
Step 1. View QuickBooks data
From: [ 3472017 =| Te [12/3172018 = View riansactions |

W Hide hansactions aleady processed

Do not send [lemporary) | Do not send [permanent) | Send [overdide] | ExporttoExcel |

Date Ref Mame Debit Credi Mema 0B siccount Name 3
» | 0304717 1000|wayne Sult Advertising | $120.00|8409 CheckingVa

04/0817 1007 [wayne Sult Adveitizing $1.20.00 | 8403 Checkingyi,

08/16117|  1002| Computer Services by D $85.00[1JK30 CheckingVa

03/26/17|  1003|Conner Garden Supplies $104.00[R 534 Checkinglé

09/2717]  1004|Cal Gas & Elechic $126.26|769369-370R | Checkinga

1ovmanz 1005 | Great Statevude Bank 63312 Checkingyi

101117 1006 | B ayshors E ast $25.32 |370C-99336622 | CheckingVia,

10/2517| 1007 |Cal Gas & Electic $137.50769369-370R | CheckingVé

NANAT| 1008|Grest Statewide Bank $639.12 CheckinglA

11/11217] 1009 |Bayshore East $22.16(370C-959336622 | Checkinga

1111417 1010{Cal Telephone $45.00 | 415-555-9876-8065 | Checkinga,

11/2817 1011 |Cal Gas & Elachic $133.26 | 769369-3T0R Checking\id

12/017| 1012 Great Statewsde Bank $693.12 CheckingVa

12/0817]  1013|Cal Telephane $51.60 | 415:555-9876-005 | CheckingVi

12/16117]  1014|Bayshore East , $24.07|370C-99336622 | Checkinga hd!

Step 2. Send ansactions to Bank Positve Pay

Debitz Credis Total
Amount | $000 | $4412373 | ($44.12373)
| 1] m | LLL Send transactions to Bank Positive |
Pay
e actione

Congratulations - Note the location of the positive pay file.
The file will always be saved at this location.
Want to change the location, or see archived ACH files? Go to our creation page.

Would you like to view the file?

The file is located at C:\Users\Public\Treasury Software\To
Bank\sample_account_transmit.bd
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Transmission
Remember: Once the file is created at your location, it must be transmitted up to your bank.

Next step - Transmitting the Positive Pay file

1.7.3  Transmitting to your bank

Transmitting Positive Pay Files

How you transmit to the bank depends entirely on your bank's options for receiving the files.

To view the options available to you through Bank Positive Pay, select the Settings tab then Transmit to
Bank.

B3 Transmission Options >

Transmission Method l FTP l FTP Advanced | Dynamic Naming] E-mail l Transm 3

Select transmizzion method

" Mone - The file will be created but not transmitted.
{7 FTP and SSL-FTP [FTPS] Meed certificates? Use SSH below.

~ ) ) .
SSH-FTF [SFTP] - Secured uzing SSH2 SEH Cetfings

o ffeb Upload - After file creation, the: spstem will open your |nternet
tbrowszer. Yiou wil then perfarm your upload routine.

|http..-’.n’www.treasurysnftware.cnma’an}ltnwn.html

¢~ Email - After file creation, the spstemn will attach the fle to
an email.

Other - Command line interface [ghell] to another saftware package
zuch az [pswitch's WS_FTP

r S5H, OpenPGF and S5L with certificates with YWS_FTF integration
[zee tab 'S5H, OpenPGER, S50 with certificates’ for zetup]

If not integrating with ''S_FTP, enter the command line below:

| Test

Cloze | Help |
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There are five choices available as a transmission method.

Methods

None The file will be created and archived, but it will not be transmitted. You must transmit the
file manually.

FTP After creation, Bank Positive Pay will transmit the file to the FTP server you specify. This

should be your bank's FTP server. Includes SSH capability. Contact your bank for
information on their requirements.

Web Upload After creation, your default Internet browser will be started to a specified web page that
corresponds to your bank's upload portal. Upload the created file.

Email Bank Positive Pay will email the created file as an attachment to the email addresses
specified. This method is not recommended as it is unsecured.

Other For integration with third party utilities (legacy). Not for new users.

Web upload

The vast majority of our clients upload the Bank Positive Pay file through their bank's web portal.

If this is the case with you, select the third option 'Web Upload', and enter your bank's URL address to
login.

Then, whenever you create a file, the system will open an instance of your default browser to that login
page. Think of it as an 'electronic sticky-note reminder',

See Changing File Transmission Method to set up the transmission method as required by your bank.

Next step - Holding and resending transactions

1.7.4  Holding and resending transactions

Holding and resending transactions - Advanced Record Control

From the QuickBooks Transactions window (from the Home tab > QuickBooks Integration), once you
click in 'View Transactions', several advanced record control options appear.
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w QuickBooks Integration

Transactions |Seﬂings| .
Hold and/or resend transactions

9 I This window displays transactions in QuickBooks that need to be sgft to Bank Positive Pay
“=n

Wiew of QuickBooks ransactions
Step 1. View QuickBooks data
From: | 1172017 j To | 12/31/2M8 j Wiew tranzactions [

ide transactions alkeady processed
Do not send temporary) | Do not send (permanent) | Send [over-nide] | Export to Excel ]
Date Ref # Mame Debit Credt Memo QB Account Name 3
» | 03/04717| 1000 |wapne Sul Advertising | $120.00 8409 Checkingi
040817 1007 |'Wayne Sult Advertising | $120.00|8409 Checking/d
081617 1002 | Computer Services by DJ | $65.00|1JK30 CheckingvA
26/17 1 Con arden g $104.00 | R 59&, p Checw' L p g p g p

Hide transactions already processed
If the date range you select includes a previously processed transaction, by default Bank Positive Pay
will suppress displaying the transaction.

Note: Viewing previously transmitted transactions will have no effect when creating a file. They will not
be included in the file, as these records would be considered duplicates.

Caution: If you are using a multi-user version of QuickBooks, but only a single-user version of
Bank Positive Pay - not all transactional history may be in your desktop audit trail.
Transactions processed by others will not be marked as duplicates (Already Imported) on your system.

You can accommodate for this by marking these records as 'Do not transmit'.

Advanced Record Control
To use any of these Advanced Record Controls - first select the transactions, and then click on the
button.

Do not send (temporary)

Enables you to temporarily hold a transaction from being sent, and therefore - not being included in the
positive pay file.

Caution - This is a temporary marking.

If 'View transactions' is clicked, or the report is re-run, your selections will be reset.

Do not send (permanent)

Enables you to permanently hold a transaction from being sent.

Your selections are saved to the database. Clicking 'View transactions' re-running the report has no
effect on your selection.

Send (over-ride)
Enables you to resend a transaction that you have already sent, or to send a transaction that you have
placed on hold (on this screen).
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1.7.5 Settings - Bank Positive Pay

The Settings tab can be accessed from the main menu - QuickBooks Integration > Settings tab.

Accounts tab
In the Accounts tab, you can add or change the QuickBooks bank account that holds your transactions.

Transactions Sﬂfﬂ:ﬁl

Standard | Multiple Origination Accounts | Access and Automation

Seltings - Select the QuickBook bank sccount 1o uss.

CheckingVé:
Cash Eupereditures
Savings Select your main account

Barter Account -
Undeposied Funds > | [Checkingva Remove |

Save

Want to import from multiple accounts?

Need Help vith settings?

Common Settings
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Transactions Settings |
Accounts. | Common Setings ||

Comemon

what effective date do you want to use when importing records?
" \whichever date is latest [defaull)
T Tieasury Software - 8/24/2014
& Lse the ransaction date from QuickBooks

‘when chicking on ‘Send transactions to Bank Positive Pay’
&+ Automatically creale a ansmission file

~ Donot create a file. Records will be stored in ‘Untransmitted records’, where you can add, edit or delete records. Create a
tranemission fle from Treasury Software’s Treate’ page.

Legacy Settings
W Suppeess viewing legacy View Simple Additional Accounts’ on Accounts tab (for backward compatibilty)

Deafault date range of reports

Save

Al t Clusick B ok ! hions' i

B i f Qluick § inkegration

QuickBooks® is a registered trademark of Intuit
1.7.6 Testing

Want to take Bank Positive Pay for a test run?

If so, this page is for you.

Steps:
1. If you haven't done so already, download the software from the link below and install on the same
computer that QuickBooks is running on.

http://www.treasurysoftware.com/download/index.aspx

2. Start the software to arrive at the 'Welcome New Users' page
Click on Bank Positive Pay
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Welcome New Users Utilities

| ACH Universal
o Create and transmit ACH (NACHA) files
h ‘H ( )

Bank Positive Pay
E Create and transmit Positive Pay files

BAI| BAI Creator

3. You will be brought to our Getting Started page.

We recommend viewing the 5 minute tutorial video on the right (Getting Started with QuickBooks).
#fea

L g Delete Entire Import . ~ N
Setranamitied  Go To Create B randrmisgion Fille  QuickBook Inalin
Records FilePage Repons D MarkRecords To Resend | Unilitier  Commotidation nbegration Saore

¢ B 5 B 8 DF, 8 % 2 ®

Account: Sample
& —
b e
Getting Started Getting Started
Excel, csv and all major accounting packages QuickBooks

Bank Positive Pay Getting Started

Bank Positive . Getting Started with QuickBooks Integration =

PR

+ B i
e
ﬁn-’ n
o
Click here for Hi-Def and YouTube alternate. Click here for Hi-Def and YouTube alternate.

4. Start QuickBooks and enter into a company.
You can use either the service based business or product based business company (gbw file) to follow
along on this demo.
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In the example below, we are using the sample company, Larry's Landscaping & Garden Supply
(service based business).
Note: For the initial setup, you should be in single-user mode with admin rights.

b Sample Larry's Landscaping & Garden Supply - QuickBooks Pro 2016 - [Home |
File Edit \iew Lists Favorites Company Customers ‘Vendors Employees Banking Reports Window Help ©4 - F X
-
HOORS
8 = ® e by
Purchase Receive Enter Bills See Financing Manage [«
Orders Inventary Against Options Sales Fy
Inventory Tax
@ % !
Enter Bills Pay Bills 5
Open a QuickBooks sample company (qbw).
CUSTOMERS
=4
& Create Sales
Accapt Receipts
Credit Cards
=
Create Receive F
Invoices Payments D
= 2 TS BRE

5. In Bank Positive Pay, on the Home tab of the main menu, click 'QuickBooks Integration'.
#ea

o 8 5

Trangactions = Recond

)
ﬁ v Account: Sample

Getting Started Getting Started
Excel, csv and all major accounting packages QuickBooks

Bank Positive Pay Getting Started with QuickBooks Integ

=) = i

Click here for Hi-Def and YouTube alternate. Click here for Hi-Def and YouTube alternate.

6. This will prompt QuickBooks to display a security authorization window - it will be flashing in your
taskbar.
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Click the icon in your taskbar to view the Application Certificate form below.

You can opt for either the 3rd option (typical), or the 4th option (advanced - rare, only if you will be
running our software when QuickBooks is not running).

Make your selection and complete the wizard.

An application is requasting access to the following QuickBooks
company fila:

Larry's Landscaping & Garden Supply

Access may inchede reading and medifying QuickBooks data as well as
enhancing the CueckBooks user marface.

THE APPLICATION CALLS ITSELF

= Treasury Software
o
‘Illl‘,i‘ CERTIFICATE INFORMATION
e Description:

Developer:  Traasury Software Corp.
Developer identty has been venfied by
Symantec Class 3 Exiended Validation Code Signing CA - G2

QUICKBOOKS SOLUTIONS MARKE TPLACE
¢Learn about applications that integrate with OuwickBooks

Do you want to allow this application o read and modify this company file?
- Na

™ Yes, prompt each time

# Yes, whenever this QuickBooks company file is open

© Yes, always; allow access even if QuickBooks is not running

Allow this application to access perscnal data such as Scocial Security Numbers and

customer credit card infermation. Tell rri@ mone

Continue... Cancel Help

7. The QuickBooks Integration Window will now be displayed.

Your bank accounts and Undeposited Funds account for the open QuickBooks company will be
displayed.

For the demo, click on 'Checking' as it contains the most transactions, then the selection button (>>)
and Save.

Bank Positive Pay
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B3 QuickBooks Integration X
Transactions Settings |
Accounts | Common Settings |

Standard | MuRiple Origination Accounts | Access and Automation

Settings - Select the QuickBook bank account to use

b= & Checking
Cash Expenditures

Savings Select your main account

Barter Account — -
Undepasited Funds |Checking Remove

Save

Need Help with settings?

8. Creating a Positive Pay file

The software will now display the transactions available for transmission from within the QuickBooks
bank account that was selected.

Click 'Send Transactions to Bank Positive Pay' to create the file.
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9 l This window displays transactions in QuickBooks that need to be sent to Bank Positive Pay
=

View of QuickBooks transactions
Step 1. View QuickBooks data

ExporttoExcel |

]

Fom [ 17172017 »| To: [1273172020 =] View tiansactions | _ _
W Hide hansactions aleady processed
Do not send [temporary] | Do nat send (permanent] | Send [over-ride) |
Date Ref & MName Debit Credit Memao QB Accourt Name
» | 030419 1000 | 'wayne Sult Advertising $120.00 8409 Checking
04,0819 1001 |'Wayne Sult Advertising $120.00 8409 Checking
081619 1002 | Computer Services by DJ $65.00|1JKS0 Checking
03/2619 1003 | Conner Garden Supplies $104.00 R 534 Checking
09/2719 1004 | Cal Gas & Electnc $126.26| 769369-370R Checking
[10/01713] 1005 Great Statewide Bank $699.12] Checking
101149 1006 | Bayshore ‘W atet $25.32| 370C-99336622 | Checking
10/2519 1007 | Cal Gas & Electnic $137.50 769369-370R Checking
11/A19 1008 | Great Statewide Bank $69912 Checking
111119 1009 | B ayshore ‘W .ater $22.16|370C-99336622 | Checking
111419 1010|Cal Telephone $45.00 415-555-9876-805 | Chacking
11/2519 1011 |Cal Gas & Elechic $133.26 769369-370R Checking
12/0119 1012 | Great Statewide Bank. $69912 Checking
12/0919 1013|Cal Telephone $51.60 415-555-9876-805 | Checking
121619 1014 | Bayshore \Water $24.07|370C-33336622 | Checking
Step 2. Send tansactions to Bank Positive Pay
Debits Credits Total
Amount | $000 | $4402273 | ($44.02273)
Count | 1] m | 112

Send transactions to Bank Positive

Pay

g

Click Yes when prompted to view the file.

Wiew the file?

Would you like to view the file?

The file is located at C:\Users\Public\Treasury Software!\To

Bank'\sample_account_transmit.bd

Yes

MNeo

Your file will look similar to the screen shot below.

Bank Positive Pay
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| sam ple_account_transmit.txt - Notepad

File Edit Format View Help

b99123456?89 Pooooeloo0oe0000012000 ©3/84/19 WAYNE SULT ADVERTISI
900123456789 0©PO0PD1001600000012000 ©4/08/19 WAYNE SULT ADVERTISI
900123456789 ©PO0PO1002000000006500 ©8/16/19 COMPUTER SERVICES BY
eee123456789 oecceoleo3eeoeeeeeledee e9/26/19 CONNER GARDEN SUPPLI
880123456789 o©oeceolecdeoeeeee12626 @9/27/19 CAL GAS & ELECTRIC
998123456782 0000001005000000069912 10/01/19 GREAT STATEWIDE BANK
998123456789 0O00R01006000000002532 10/11/19 BAYSHORE WATER
20123456789 O00eP0lo07600008013750 18/25/19 CAL GAS & ELECTRIC
29123456789 0000PP1008000000069912 11/01/19 GREAT STATEWIDE BANK
eee123456789 Ooeeeoleeceeeeeses2216 11/11/19 BAYSHORE WATER
888123456789 000ER010106000000045680 11/14/19 CAL TELEPHONE
900123456789 0©P000P1011000000013326 11/25/19 CAL GAS & ELECTRIC
900123456789 0©PO0PD1012000000069912 12/01/19 GREAT STATEWIDE BANK
889123456789 00000P1P13000000085160 12/09/19 CAL TELEPHONE
eee123456789 oeeeepleldeceeeees2407 12/16/19 BAYSHORE WATER
880123456789 ©0000010156800000014333 12/28/19 CAL GAS & ELECTRIC
881234567829 0©00eP0lEl6600000115000 12/31/19 PATIO & DESK DESIGNS

Congratulations - you've successfully created a positive pay file from your QuickBooks data.

If this were a 'live' production run, you would then upload this file to your bank.

Advanced Topic

9. Where is the data stored?

From the Home tab > click Delete Records > then from the 2nd drop down select 'All Periods'. Click
Run.

Reminder: Select 'All Periods' from the drop down as QuickBooks' sample accounts are future dated.
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LGS
. = ES Delete Records
# o K B 0%
E’l -E ==

Delete Entire Import
Home Backto C-.n:k mport Adda Untransmitted Go Tc Create All
Welcome  Start Transactions ~ Record Records File Page Brts | ¥ Mark Records To Resend

Il rs ks o P
vaviga i L F

Actions  View  Export

«»ddd"=E=Xzxd»
|Al Records v| |A1Perods _aEsom. T =——u Run
Drop down to 'All Periods’

Drag a column header here to group by that column

Date ¥ Check ¥ Amount % Description % Import_Number ¥ Transmission_Number

7}

p 030472019 1000 -$120.00 Wayne Sult Advertising 100 1
04/08/2019 1001 -$120.00 ‘wayne Sult Advertising 100 1
081672019 1002 -$65.00 Computer Services by DJ 100 1
092672013 1003 -$104.00 Conner Garden Supplies 100 1
0972772019 1004 -§126.26 Cal Gas & Electnic 100 1
100172019 1005 -$699.12 Great Statewide Bank 100 1
101172019 1006 -525 12 Bayshore \Water 100 1
1072572019 1007 -$137.50 Cal Gas & Electric 100 1
110172019 1008 -5699.12 Great Statewide Bank 100 1
111172019 1008 -§22 16 Bayshore \Water 100 1
111472019 1010 -84500 Cal Telephone 100 1
117252019 10M -$133.26 Cal Gas & Electric 100 1

Want more information, or would like to schedule a live demo with Treasury Software Support?
Please contact us at 866 226-5732 or online.

1.7.7  Troubleshooting-Connections

Troubleshooting - Can't connect?

Number #1 issue - QuickBooks - You must be logged on in QuickBooks as an administrator (just the
first time).
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If nothing appears to be happening, QuickBooks is waiting for you to grant permissions.
Check to see if there is a pop-up screen in QuickBooks prompting you to grant access.

ur Windows toolbar to access QuickBooks.

Click on

Please grant access to continue.

- QuickBooks - Application Certificate [l

An application is requesting socess to the fdlowing QuickBooks
company file:

Rock Castle Construction
Access may indude reading and modifying QuickBooks data as well as
enhandng the QuickBooks user interface.
The Application Calls Ttself
Treasury Software

Certificate Information
Description: BRCOM
N Developer:  Treasury Software Corp.
T Developer dentity has been verified by:
SIS Thawite Code Sigring CA

i Search for nformation about this spplcatan at the
< Qui o I Mark

Do you want o allow this applcation to read and modify this company fle?
No
Yes, prompt each time

@ Yes, wherever this GuikBiooks companty e is open
Yes, ahways; alow access even if QuickBosks is not running

1 Allow this application to amess personal data such as Sodal Security Mumbers and
" customer oedit card information. Ted me more

(e, ] [ am ) [ e

If not, confirm the following:

1. QuickBooks - You must be logged on in QuickBooks as an administrator (repeated from
above).

2. Switch to QuickBooks single-mode and have only one QuickBooks company open.

If you changed either #1 or #2, completely exit out of QuickBooks and restart QuickBooks.

Steps #1 and #2 account for virtually all connection issues. Below are some of the additional steps that
our support department may check for in rare occurrences.
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3. Is there a pop-up or notification in QuickBooks? If so, close the pop-up.

Note: If you have been prompted to update QuickBooks, please do so. You will not be able to connect
until you have updated.

4. Is QuickBooks installed on the same computer as Treasury Software?

5. Are you running a QuickBooks Pro, Premier, or Enterprise edition - US version of
QuickBooks, 2003 or later?

6. Have you or your administrator turned off access to the QuickBooks database?
From within QuickBooks, select from the main menu Edit > Preferences > Integrated Applications >
Company Preferences. Verify that the checkbox to disable integration - remains unchecked.

7. Using Vista?
Vista's User Access Control must be enabled. This is a limitation under Vista only.
From your Windows Operating System, select Control Panel > User Accounts > User Access Control

8. Do you have proper security rights in QuickBooks to grant access?

Check this by entering into a sample account within QuickBooks. Then try to connect from within
Treasury Software. If you can connect to the sample account, but not your other account - this is a
permissions issue. Have your QuickBooks administrator grant access to Treasury Software.

1.7.8  QuickBooks Security
QuickBooks Security
The default user security enables all users for all versions of QuickBooks to run Treasury Software.
This page is for Enterprise users who grant specific user permissions, and want to make sure that each

user has the lowest level of rights granted.

From within QuickBooks select Company > Users > Set Up Users and Roles ....
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nstruction - Infuit QuickB

Eile Edit View Lists Favorites Accountant feflylidt

Cystomers Vendgrs Employees Hanking Beports Window Help

Home Page .
VEMDORS
Company Snapshot

alendar E‘}" kg E

company f Jocuments ¥ ceive Enter Bil
ROy Agains|

L&ad Cenler
Creale & new company file Inventor

My Shorlcuts o td Sendce Adrminisiration

St Up Users and Roles
Customer Credit Card Protection iew Users

Change Your Pagsword

5 RS
Set Closing Date CUSTOMERS
Planning & Budgetin ' ._.
2 3 ]
To Da List ;‘,;L_-lceﬁt
Reminders p

Cradit Cards
Alerts Wanager

Char of Accounts Cirl=4 |
™ My Shoricuts Make General Journal Eniries =
Manage Cumency ] Fa

B view Balances
Manape Figed Assets

W Run Favorite Fe &
niber Vehiche Mil .
B Open Windows Enter Vehicis Mileage 1 Finance Statements
Prepare LeMers with Envelopes » Charges

D More With QuickBooks EMFLOYEES

m§ Turm on Payroll

B Accept Credit Cards ﬁ] % ’ % g

Payrall Enter Pay Pay
& Order Checks & Supplies Cenled Tirne Employees Liabdlities

Accountant
% Finance with Confidence

@ € P ] § o

On the pop up window, select Role List > the role you want to edit (in this example Accountant14) and
then 'Edit'.
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and Roles

Useriist’ Role Listle="

Accounts Payable Gk
Accounts Recevable

Admin

Banking Dejete

[uplicatia...

A

Description Users Assigned
This rode is designed for your
bookkeeping or accounting
staff. Access to areasiactivitios
such as Jounal Entries, Chart
of Accounts, Setting Closing

Limited

View Permissions Close

There are only two 'Areas and Activities' that ACH Universal requires: Centers and Reports.

Centers

Click on the plus sign next to Centers. ACH Universal requires at least 'Partial' access for all three
areas within Centers. Even if you're not utilizing all three areas - follow the instructions as the system
needs to loop through each regardless (at that point, the system will see you're not using it).

Note: For Customer Center, the 'View Balance' needs to be checked.

Bank Positive Pay
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Role Name  Accountant1d How do | setup a new role?

Descripion | This role is designed for your bookkeeping of accounting stall. Access to
areasfactivities such as Journal Entries, Chan of Accounts, Selting Closing
Date & Password, Accountant & Taves and Company & Financial reponts.

ROLE ACCESS
Area and Activities
ACTIVITY ACCESS LEVEL
7 () Accounting
7 () Banking _
- @ Centers None

(=] Custormer Center © Full

& Employes Canter & partial

@ Vendor Center
- ) Company # View List
1) Custorners & Receivables

() Employees & Payroll Create Enftries
8 O File Modity Entries
w1 () Lists

7 @ Repors Delete Entrias
1 () Time Tracking Print List

#-{_) Vendors & Payables
+ \iew Balance

Tell me more about Areas and Activities “ Cancel

Reports

Click on the plus sign next to Reports. ACH Universal requires at least 'Partial' access for:
Accountant & Taxes

Customers & Receivables

Employees & Payroll

Vendors and Payables

Even if you're not utilizing all areas - follow the instructions as the system needs to loop through each
regardless (at that point, the system will see you're not using it).
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ROLE ACCESS
Area and Activities

- i@ Reporls
o
@ Accountant & Taxes Detail
@ Accountant & Taxes Summary

() Banking
() Budgets & Forecasts

7 () Company & Financial

+ D Customn Transachion
@ Customers & Receivables
&@ Employeas & Payroll
() Find Report
) Inventory

5 Jobs
() Memarized Report List
) Mileage
() Purchases
) Sales
) Time
@@ Vendors & Payables

o (™) Time Tracking b

Tall m& more about Areas and Activities

Raole Name Accountant1d How do | setup a new role?

Description  This role iz designed for your bookkeeping or accounting staff. Access fo
areasiactivities such as Journal Entries, Chart of Accounts, Setting Closing
Date & Password, Accountant & Taxes and Company & Financial repors

AREA ACCESS LEVEL

) None
2 Full
® Partial

# View

Print

Click OK to save your work.

You're all set!

Reminder: We've documented above the minimum permissions to use ACH Universal. For the initial

setup, please use a QuickBooks admin account.

1.8 QuickBooks Online

Using QuickBooks Online Edition (QBOE) to create

Positive Pay transmission files

Bank Positive Pay
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QuickBooks Online integrates seamlessly with Positive Pay, but it does so in a
slightly different way than the installed version of QuickBooks.

Checks are automatically imported from QuickBooks Online to Positive Pay.
Please refer to the instructions at each tab:

° OBOE Positive Pay Setup

° OBOE Importing Positive Pay Transactions

1.8.1 QuickBooks Online Positive Pay Setup

Quickbooks Online Setup

Create a new account in Positive Pay.

The steps to create a new account - from the main menu select File > New
Account

The top option “Create an Account and Add it to your Catalog” should already
be selected. Click Next, and go through the wizard.

The account name is for internal use and should help you identify the purpose
of the account.

Open Account

Delete Account

Recent Accounts

Clone / Copy

Backup

Restore

Fix

LI'_J Enter / Remowve License Codes

4 Exit
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Congratulations! You have finished creating the account. Click Finish and you
will begin using this account.

Next: Do you need a Bank Express Code see the choices below, if
not move to connecting?

° What is a Bank Express code and what does it look like?

o What do | do when | get my Bank Express Code, where do | set it up?

Next: Connect to Quickbooks Online

Once an account is created in Positive Pay, you'll want to continue working in
that new account. Go to the Quickbooks tab, and click on the "Online Edition"
of QuickBooks Integration.

LAGHS)
"] A
A | & e
e 8 + ) ==
Home Back CQuick m Adda Untransmitted Transmission File
elcome  Start Transa Consalidation

An Account wizard will pop up --

Step 1. Enter the QuickBooks Online Company ID and "Authorize". This will
connect your QBOE to Positive Pay (if you don't know your ID click here)

8 QuickBooks Online - a o

Transactions Sefttings
Account Seftings  Multiple Accounts

t? QuickBooks Online integration setup

Step 1. Company ID

Flease enter your QuickBooks Online Company ID [ 3 i |
(here 6o | find this?) e ATOZE...
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Authorize the Sharing of Your Data Between Treasury
Software and Intuit

@
quickbooks. @

Treasury Software Treasury Software

By clicking Authorize, | allow Treasury Software Corp. and Intuit to use my information™ in
accordance with each company's respective terms of service and privacy policy Treasury
Software Corp.'s Terms of Service and Privacy Folicy. Additionally, where applicable, | give
Treasury Software Corp. limited access to my QuickBooks Payments account to provide me
payments-related semvices. | authorize the sharing of data betweenintuit and Treasury Software
Corp.. *Information may include data from QuickBooks Online, Quick£ooks Desktop and

QuickBooks Payments.

Step 2. Once authorized, the bank account(s) will populate and you'll choose
the account you want to pull checks from to create your file--and "Save Bank

Account".
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= QuickBooks Online — O be

Transactions ~Settings

Account Settings  Multiple Accounts

t? QuickBooks Online integration setup

Step 1. Company 1D

n Please enter your QuickBooks Online Company ID - 14 Luthorize b
Where do | find this 7’

Step 2. Select your bank account

Accourt Name

Savings .
Money Market

> (Checking Save Bank Account

Refresh / Display List

Now, you are ready to transfer your checks to create your Positive Pay file!

18.2 Adding QBOE Transactions

After you have entered in all your checks into your QuickBooks online company
you are ready to import them into Positive Pay. Open your Treasury Software
to your Positive Pay account and then select the QuickBooks Online icon off the
main menu bar.
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e
HOME

REPCORTS SETTINGS

HELP
N 1T =r = - fmma}
ﬁ Ej . ! 355 E]E'. = ”=D % & |5 oeieteRecos
v * = [§ Delete Entire Import
Home Backte  Quick Import Adda Untransmitted Go To Create All Pro, Premier,  Cnline
Welcome  Start Transactions = Record Records File Page  Reports
MNavigaticn Common Activities

Edition

b Mark Records Te Resend
PositivePay_CheckRegister

Coocoops

o

Import Check Register

Go To Create File Page

x

Setup

Then select your date range and then select View Transactions

o5 QuickBooks Online

This window displays transactions in QuickBooks Online that need to be sent to Bank Positive Pay
From: | 02132017

w To: | D4N42017

w

\iew Transactions h

Then a list of checks will populate below. Don't forget to double check your
totals, (see the green circled items).

Once you verified your totals select the Create Positive Pay file button.
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a5 QuickBooks Online

Transactions = Settings

&! This window displays transactions in QuickBooks Online that need to be sent to Bank Positive Pay

| 02132017 - | 041472017
Bl = 17 = Hide transactions already processed

j :j II Do not send (temporary] . Do not send (permanent] % Send Over-ride &Exportto Excel

Drag a column header here to group by that column.

Date Ref# Name Debit Credit Memo Account Type
» o3ro2n7 102 john vendor s0.00 Checking Check
030217 101 Heather F 5100.00 Happy Dance Checking Check

Credit/lssues Total
[ 510000 | {5100.00)

| 1 2

DebitVoids

Create Positive Pay file

Then your file will be create.

File created. Using the Internet Browser which has just opened, upload the file:
ChUsers\Publich Treasury Software\To
Bank'\PositivePay_CheckRegister_transmit.tet

Would you like to view the file?

Yes Mo

Don't forget you need to send this to the bank!

1.8.3  Finding Company ID

Finding your Company ID in QuickBooks Online

Log into QuickBooks Online, if you haven't done so already.

© 2017 Treasury Software

Bank Positive Pay




Bank Positive Pay

Click on 'Settings' (the gear icon) in the upper right corner.

From the pop-up menu select 'Accounts and Settings'

1. Click Settings (gear)

€ 3 C O @ Secure | hitps//gbointuitcom

Click Account and Settings

Yaur Company Listy Tools Prafile

Customers

Q) Ringin the Now vear v
magnifying glass icon. Taks

Vendors Al Lists Import Data User Prodile

Feadback

Employees

11 Rodir 4 Friond
Profit and Loss
Transactions Prieacy
$-1,400 Sk oy
Reports MET FROFIT FOR DECI
& sign ou
Sabes Tax
o 37,uu0
$0 Aarance
Apps | INCOME 5260 DisbursementGF
Adverising In Chaick Books $-270.00
sta0, i
Connect account Goto regaters v
On the left navigation bar, select 'Billing & Subscription'.
You will see the Company ID displayed.
@ Settings S
= C O & Secure | httpsy/qbointuit.com
Account and Settings
/ Company ID: 1936 1434 7088 583
g I Suberiptient
CuickBooks Subscription status Subscribed Cancel
Plan details QulckBooks Essentlals Upgrada ¥
S290.00%ear
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1.9 Security

Security Setup Login X

The default username is ‘admin’ and
the default password is ‘password’

User name

|
O Password
D |

OK | Cancel

There are two components to Treasury Software security:
--client-based
--server-based

Server based security - 'Gold Standard'
Server-based security is Microsoft SQL Server based and is first addressed during account creation
and setup. It centers around the user's Windows or SQL Server login ID and the membership of the
groups/roles that the individual belongs to.

Based on the membership, the user will have access to or be denied to the various SQL Server
databases. There is a one to one relationship between databases and accounts.

SQL Server is maintained according to your corporate security policies outside of Treasury Software
by your database administrator (DBA) with Microsoft's SQL Server Management Studio.

Treasury Software products on SQL Server, with SQL Server security maintained - is the strongest
form of security we can deliver. SQL Server is required by many Government agencies and according
to corporate bank policy. SQL Server security is often viewed as the '‘Gold Standard’ of security.

Client-based security
The following help pages cover client-based security.

Treasury Software also provides two levels of client based security:

--user authentication - simple access to software

--feature-level access - segregation of duties - requires SQL Server with and Treasury Software
Enterprise license

Holistic Approach
While we are proud of our client-based security features - if only client-based security is implemented -
it will merely be an inconvenience to those seeking to commit fraud.
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19.1

Security is only as effective as the weakest link in the chain.

Locking down the 'front door' (client), only to leave the 'back door' (server-data) open is not an ideal
security model.

Adding to security concerns - The input to Treasury Software is an unprotected file - typically a
spreadsheet, and the output for ACH Universal and Positive Pay is an ASCII file.

Client workstation access control

For those environments requiring high security, we highly recommend the use of Windows Operating
System and Network Operating System based features, to limit physical and remote access to the
Treasury Software client.

Note: All Treasury Software security is applied on an account by account basis.
Setup

Menu selection and Setup-login

Menu Selection
The security menu selection by default is hidden. Please note: The displaying/suppression of the menu
choice has no effect on the security level.

To view the menu choice, from the main menu select File > Options > General > System tab and turn

'Suppress Security Menu' to 'Display’. You will then need to exit and re-enter this account (display is on
a per account basis).

Login - setup
To access the login screen, from the main menu select File > Security > Security Administration

Security Setup Login H

The default username is ‘admin’ and
the default passweord is ‘password’

User name

|
O Password
D

OK | Cancel

Default User name admin
Default Password password

Once logged in (only an admin can pass through setup security), you will be at the security main page.
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o= Security Setup ot

Security Setup. Please select a security option, then press "Update’ and follow the prompts.

Security settings are for this account only!
Security Options

Disable Security
{*" Mo Security

Security — Authentication. Only allow registered users access to the software

=
=5

" Prompt User to Login (" Integrate with Windows login ID

Security — Segregation of duties. Grant/limit access at the feature level. Includes
Authentication security (above). Requires SQL Server and a Processor level license.

=
=

(" Prompt User to Login (" Integrate with Windows login ID

Prompt User Integrate with Windows

Authentication Challenge screen prompting the  Uses the Windows Login ID to
user to login each time the user  authenticate and then determines
starts the software and then whether access should be
determines whether access granted.

should be granted.

Segregation of duties Same challenge screen as above, Same authentication as above,
plus grants/restricts access to plus grants/restricts access to
features on a per user/role basis. features on a per user/role basis.

Only available on SQL Server withOnly available on SQL Server with

a Treasury Software Enterprise  a Treasury Software Enterprise
license. license.
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Multiple Accounts - Security is applied on an account by account basis
If you have more than one account, you will need to enter into each account you want to protect and
make your security selection.

Tips:
--Do not put security on the Sample account (do not place ‘real' account numbers, etc.. in the sample
setup)

--Change the default admin password
--Use a Windows Operating Screen screen saver with password protection

Note: All Treasury Software security is applied on an account by account basis.

1.9.2 Users-Add

Users
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o= Security Setup ot

T T

Click the Add User button to display the Add User Form. To Edit a username
or modify the password, select the User from the grid and click Edit User

User Name Assigned Rale Add User
p - Admin Admin
Jlahn Lahrman Admin Edit User
Delete User
Print Listing

|:| Require Strong Passwords

Security settings are for this account only!

Adding Users - click 'Add’
If using Windows authentication - enter the user's Windows login name and leave the password blank.
Otherwise, simply enter the the login name and password that will be entered.

Authentication security - All users will be assigned to the admin group.
Segregation security - Assign users to their roles.

Delete, Edit and Print
Use as prompted

Tips:
Change the password on the 'Admin’ account.
Users can switch from account to account as long as their name is listed as a user in each account.
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Note: All Treasury Software security is applied on an account by account basis.

1.9.3  Segregation of duties

Segregation of duties security is available on SQL Server platforms with an Enterprise license from
Treasury Software

Permissions
Permissions are granted on a role by role basis

0! Security Setup b

/&Emim I/Roles rUsery]/Set Permissions]

Select a Role From the Drop Down
list to set the permissions m > Save

Access lAdd_a'Edit Transactions | File Creati-:.n] Dallar Limits] Advanced ]

Access to the Account - Must be checked to enable
features. If left unchecked all other features are disabled

Security settings are for this account only!

Notes:

--Check the 'Access to the Account' checkbox to allow the user entry into the account. Leaving this
unchecked is the same as removing them from the user list. Use this checkbox when there is a
temporary vacancy and you do not want to reset the permissions.

--Your tabs will differ slightly based on your applications that you are running.
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Note: All Treasury Software security is applied on an account by account basis.
194 Roles

Segregation of duties security is available on SQL Server platforms with an Enterprise license from
Treasury Software.

o Security Setup e

Security Setup. Please select a security option, then press "Update’ and follow the prompts.

Security settings are for this account only!
Security Options

Disable Security
f*" Mo Security

Security — Authentication. Only allow registered users access to the software

=
=5

" Prompt User to Login " Integrate with Windows login ID

Security — Segregation of duties. Grant/limit access at the feature level. Includes
Authentication security (above). Requires SQL Server and a Processor level license.

=
=

" Prompt User to Login (" Integrate with Windows login ID

Notes:
--You only need to maintain roles for Feature level security.
--You cannot delete the admin role.

Tip: Create roles before you add users. This way, you only need to be in users once (you don't have
to go back).

Note: All Treasury Software security is applied on an account by account basis.

Bank Positive Pay © 2017 Treasury Software



Bank Positive Pay

Updated.

1.10 Reference
|

1.10.1 Remote Desktop (Terminal Services / Citrix) Platform

Remote Desktop (Terminal Services/ Citrix) Platform)
For the purposes of this help page, the term 'Remote Desktop' will include Terminal Services and Citrix.
Installation

For instructions on initial setup and system requirements, please see our Installation check list at:
http://www.treasurysoftware.com/support2-Installation-Citrix. html

Turn On/Off

To turn Remote Desktop on or off;

Enter into an account and from the main menu select File > Maintenance > 'Remote Desktop' tab.
Check / (uncheck) the 'Enable' check box. Exit and re-enter into the system.

Understanding Remote Desktop Mode

Simple (non-Remote Desktop Mode)

In a simple desktop or SQL Server environments, when a user starts Treasury Software, the system
looks for a settings file which contains a catalog of accounts, Treasury Software licensing information,
as well as user-based preferences.

Typically only one settings file is on a computer. This file is opened in ‘exclusive’ mode - in that multiple
users should not read/write to the file. While this is not an issue when a computer is in use by one
person - it needs to be addressed if the computer is a Remote Desktop Server.

Remote Desktop Mode
Once Treasury Software is turned 'on' for Remote Desktop Mode, the system will protect the original

settings file. Remember - the settings file is user specific. More than one user should not access the
file at a time.

WARNING - Unexpected results will occur if Treasury Software is installed on a Remote
Desktop Server and Treasury Software's Remote Desktop Mode is not turned ‘'on'.

Technical discussion - 'Under the hood'

Simple

In a simple environment, the settings file is accounts.brd and is located at c:\Program Files\Treasury
Software\version xxx\accounts.brd (or for Windows 7 .c:\Users\Public\Treasury
Software\accounts.brd)

Remote Desktop
When the system is 'switched' to Remote Desktop, the system protects the accounts.brd from being
accessed.
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As each user starts Treasury Software for the first time, the system creates an accounts.brd specific
for that individual, and it is placed in the \users directory.

Notes:

The accounts.brd file is appended with their login id.

The users directory will either below the Program Files\Treasury Software tree (Windows XP), or in the
Users\Public\Treasury Software tree (Vista, Windows 7).

Planning - 'When' to turn on Remote Desktop mode

Remember: The system's accounts.brd is used as a template for each user's accounts.brd file.
Everything that you do in the system PRIOR to a user logging in for the first time will be included in that
new user's accounts.brd.

Therefore:
If you create two new accounts (ie. Checking and Saving) prior to any users logging in - each user
when logging in for the first time - will have Checking and Savings accounts in their catalog.

As a corollary, if you are the system administrator and make changes to the system, such as entering
new license codes - this information will:

--not be available to existing users (their accounts.brd's have already been created)

--will be available to any new users, as the system will use the updated accounts.brd as a template.

Making system changes after users have already logged in

1. Make Treasury Software temporarily unavailable to users.

2. Enter into Treasury Software through the Remote Desktop as an administrator - not as a user
through a published application (Citrix).

3. Enter into an account.

4. Turn off the Remote Desktop function (File > Maintenance > Remote Desktop).

5. Exit, and then re-enter Treasury Software. Enter into an account. Confirm that the Remote Desktop
function is off.

6. Perform any maintenance, add any licenses, or add any accounts as needed.

As a reminder - you are now updating the accounts.brd file. This will be used as a template for each of
your users.

7. Turn the Remote Desktop function back 'on’' (File > Maintenance > Remote Desktop).

8. Exit the software.

Optional
If you want to force this change to all existing users, you will need to delete the user settings files.

Then, once each user logs in - the system will create a new settings file for them (using the newly
updated settings file as a template).

Warning - Deleting the user's settings files will reset all of their settings to the default settings file
(which you just updated).

This includes:

--License information

--Account catalogs

--SQL Server server name and authentication method (no effect if using Windows Authentication)
--Minor settings

To delete the user's settings files - using Windows Explorer - delete the contents of the \users
directory.
The files in the folder will have a syntax of [login id]_accounts.brd.

The \users directory can be located at c:\Program Files\Treasury Software\version XXXX XX\users\
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If the folder is empty (on Vista or later), then look to the
c:\Users\Public\Treasury Software\users\ directory.

9. Make Treasury Software available again to your users.

For some reason, if there is a setting that you missed - or wish to change - you can repeat this
process.

1.10.2 How do I stack multiple accounts in one file?

How do | stack multiple

accounts in one file?

How do | stack multiple accounts in one transmission file?

First configure Bank Positive Pay as if you were only transmitting one account - that means entering
the Bank Express Code, entering transmission settings, etc...

Perform at least one full test of importing and file creation.

Overview

The process for multiple origination account file creation is essentially the same as for a single file
creation.

The differences are:

--the 'Origination Field" will be substituted as the output field (instead of 'bank account number").
--you'll need to specify which account each transaction is associated with. How you perform this, will
depend on your data. We provide options below.

We also recommend that you create a new account to work in with Bank Positive Pay, as each
transaction will need to be associated with an account.

|. Setup the transmission file format (output)

The steps below will change the field
From: Bank Account Number
To:  Origination Account

From the main Ribbon Bar > Settings > Transmission Options > Transmission File Format (data) tab
> Detail Records.
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@3 E;nc-':-p'-‘-e- o ’3 ““; o, a

[& Import System [ Archive
E=] Change Password - “ E_'Q Maintenance
Access Entér Bank  Transmission [, Migrate to SQL Migrate to Remote Citrix |
Contro Express Code Options Eiligarr SO Canar Dbt Citei Maint | 25 Multiole Accounts
Cecurt Transmission File Settings B Transmission 'ZJ‘r_'uiirc:n:is\hl X
SEITIPlB Dynamic Naming | E-mail Transmission File Format (Data) | analFie] Frawal] [ 4|»
Issue File Cptent
| /] H ]
LA oy
Setup Mukiple Line:
Add a Record Headers/Footers
Created with the followng format:
973 |IPMoigan Chase PWS
Go To Create File Page
Close | Help |
Setup

The Record Detail window will be displayed.
1. Locate the 'Bank Account Number' field - and select it.

2. Change the selection in the drop down selector to Origination Account.
Save your changes.

Bank Positive Pay
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B3 Record Detail - Bank Transmission File = O X
I:II‘ Record Details
LS Select a field to modify or click the Add Field button to create a ‘New Field'
Detal Records Lapout
Bark Account
(D Start - End : 2-18 29-
Width 17 &
[«] | o]
Select a Bank Field Type
@ B ank. Account Murnber |“ elect Date Format j

Bark Mumnbet

Date (Today) |Right Justifed -]
Yoid Date
Account name [text descnphon)

@ Date_lssuedctual VoidT oday |Zem Filed lJ

MNumenc Des::nptlon

|“T--.'- gct Decimal Type j

Add aNew
W Field after
each Save

Heb

Delete Field |
Piint Setings | Done

Select No - and close the pop-up windows.

Add a New Field?

Your data was successfully saved.
Do you want to add a new field?

Yes - Add a new field
Mo - Select a field to edit, or simply exit later.

Yes o
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Skip this section unless you have headers/footers (rare)

a. Enter the header format using the 'Header - Top' as a guide. Note: Substitute 'Origination Account’
for '‘Bank_Account' in the Batch Header.

b. Switch back to 'Header - Top' and delete the mapping template. Click 'Done'.

Click on 'File Footer'. Change the drop down selection box from 'Footer - Bottom' to 'Batch Footer'.
c. Enter the footer format using the 'Footer - Last Line' as a guide. Note: Substitute 'Origination
Account' for 'Bank_Account' in the Batch Footer.

d. Switch back to 'Footer - Last Line' and delete the mapping template. Click 'Done’.

Note: You can have any combination of headers and footers, as specified by your bank.

ll. Setup the Import Mapping

Please select a method to follow below, based on your data. Please note that they are not
necessarily mutually exclusive.

Depending on your data, you will have three options on how to associate a check issued with an
account:

a. Account number is embedded within the Excel/csv file imported.
b. There is no account number within the Excel/csv file imported.

1.10.2.1 Account Number in file - Multiple Accts
Account Number in file - Multiple Accounts

If your Excel/csv file contains the account numbers (looks like this) - it's relatively easy.
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A B C D
Date Check # Vendor/Description Amount fleccount Number

1

2 1/10/2018 46365 Around the Horn 57,251.52 874542333
3 1/10/2018 46366 Berglunds snabbkdp $6,637.61 874542333
4 | 171072018 46367 Split Rail Beer & Ale $7,360.41 874542333
5 | 1/10/2018 46368 Familia Arquibaldo $953.19 367451450
6 1/10/2018 46369 Santé Gourmet 57,036.54 367451450
7 1/10/2018 46370 Seven Seas Imports 55,559.86 367451450
8 | 1/10/2018 46371 Bottom-Dollar Markets $2,314.37 \&‘J‘

Setup

From the Settings tab > Transmission Options > Transmission File Format tab
--Select 'Multiple Accounts' option (radio button)
Click close when completed.

Bank Positive Pay © 2017 Treasury Software



Bank Positive Pay

FILE HOME REPORTS SETTINGS HELP
(R = tomrie R N -, = s,
b ’ “ s : 08

[ Change Password

Access Enter Bank Transmission Migrate to SOL Migrate to Remote  Citrix
Control Express Code Options Express, SQL Server Desktop, Citnx Maint
security | I3 Transmission Options >
Sample Dynamic Naming | E-mai TransmissBn Fie Format (Data) | Local Fie | Frewat | { «|»|
ontent
File Header |
Detail Records |
File Footer |

Add a Record
™ T)he file will contain issued checks from 1 account [default)
he file will contain issued checks from multiple accounts. Note: Fleqn.lirasf
= the Orignabion Account’ hield to be mapped., using the Detal Records
feature above. Do not select unless instucted to by Treasury Software
Support. [advanced - rame]
M M ultiple: A i W
Q Help detail for Multiple Accounts
Setup Close Help

Import Mapping

During the import process, select the field containing your account numbers and then map it as
‘Origination Accounts'.

Complete the import as usual.
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1 General Ledger Column Mapping X
This screen lets you select each column and decide: Select a Mapping Template

~import the column and assan it to a field [green).

You do MOT need to map every field [T save as defaul

Remember: “fou typically only need to map Date, Amount
and CheckNumber. Iﬂrigmtim Account... ;l

2. Select from the drop-down
Only map the columns you need to import (chck the column to select]

[Buginstion Accourts <]  1.Highlight the field
-Address_Zip A [T—

| Profile ID L =

!Memc,_l_jne Field 4 Field 5
1210/ Action_Indicator 7 25152
(T[] —— 5,637 61
1710/ Teat] }7.360.41
11047842 — EN—— TR 367451450
11072018 46369 Santé Gourmet | $7,036.54 367451450

;1"!]"\1'!"“ AT | M arrmer Mame lorm =ed | #C CEM ™ O}

|ﬁ| Helpl Help | Cancel | Mext >

This is a one-time mapping process. All future imports will pick up the data as indicated.

1.10.2.2 No account number in file - Multiple Accts

If your Excel/csv file does not contain account information, please follow the steps here.

Setup and add accounts to the accounts table

From the Settings tab > Transmission Options > Transmission File Format tab
--Select 'Multiple Accounts' option (radio button), and then

--click the link to Manage Multiple Accounts
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FILE HOME REPOCRTS SETTINGS HELP
== EncryptFile \? \ @ i@ =] Kl
; ) AL
(&, ’ s s

=] Change Password _ : : o
Access Enter Bank  Transmission Migrate to SOL Migrate to Remote  Citrix

Control Express Code Options Express, SOL Server Desktop, Citrix Maint
Security
: B3 Transmission Options *
Sample Dynamic Naming | E-mai Transmissin Fie Format (Data) | LocalFile | Frewal | £ 4| »
Issue File Content
t: File Header |
24
- Detail Records |
File Footer |

Add a Record

Created with the fallowing format:
[923 |JPMorgan Chase PWS

™ The file will contain issued checks from 1 account [default)

{The file will contain issued checks from multiple accounts. Nobe: Heqn.lirasi

s the 'Orignation Account’ field to be mapped. using the Detall Records
1. SEIECt o ptlo n 12 feature above. Do not select unbess mstiucted to by Treasuny Software

Support. (advanced - rare

2. Click link | == Manage Muliple Accounts [2nd option above only]

\% Help detail for Multiple Accournts

' 4

Setup Close Help

Upon clicking the link to Manage Multiple Accounts, you'll see the following window.
Click 'Add' and then enter an account nickname (used internally only) and the full account number.

Repeat for as many accounts are needed.
Click 'Save'
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8 Options - a X

Manage Accounts ‘mmms]
!: Positive Pay Multiphe Origination Accounts
N +

List accounts.

This panel is used when you are importing check runs from multiple bank accounts
into one positive pay accountffile

;nd;couni/

Add T Delete Export to Excel

Account Nickname (internal purposes only) Account Number (must be unigue)
Accounts Payable 874542333
p | Payroll 367451450

0K Cancel
A

Close both windows when complete.

Import Process
During the import process, you'll be able to associate each file with an account.

At the column mapping screen, there will now be a drop down selector for the account. Select the
account during import and then continue as usual.
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3 General Ledger Column Mapping i
This screen lets you select each column and decide: Select &l apping Template
-import the column and assgn it to a feld [green).

You do NOT need to map every field [T s%e ac default
Remember “You typically only need to map Date, Amourt

and CheckNumber. [Orignation Account.. T]

Accounts Papdble | 874542333

Only map the columns you need to import [chick the column to 5 Pavrol 67451450
Iﬁebr_‘:t LI

CheckMumber Payee Amount_Reverse -

Field 1 Field 2 Field 3 Field 4
171072018 46365 Around the Hom |$7.251 52
11072018 46366 Berghunds snabbke | $6,637 61
1/10/2018 46367 Spht Rail Beer & Ak | $7.360.41
110/2018 46368 Familia Arquibaldo |$953.19
110/2018 46369 Santé Gourmet $7.036.54 :I
i e T T N
[ ®ulHep|  Hep | Cance Nest >

Create the file as usual.

1.10.3 Adding Address Lines

Address lines, also known as Payee Name lines, can be easily added to your positive pay file.

Setup (one-time)

1. Enter your Bank Express Code.

This will configure the positive pay output file and any internal options needed.
You can enter your Bank Express Code on the program's home page.

2. Import your check data
If you're importing an Excel or csv file - please map the fields below as needed:
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W General Ledger Celumn Mapping >
Thiz gcreen lets vou select each column and decide: Select a Mapping Template

--to gkip the column, and do naot impart [red) -
-import the column and aszign it to a field [green). |[u:|efau|t] J
ou do MOT need to map every field [~ save as default

Remember: Yau typically anly need ta map Date, Amaunt
and CheckMumber.

Only map the columnz pou need to import [click the column o select].

=

Amount_Re "Wioid

Check # Aocount Wendor/Descriphiot | Amount Y oid
45365 b ain Around the Harmn | 72581.52

45366 b air Berglunds snabbk. | 6637 .61

46367 b air Split Fail Beer & &b 736041

45368 b ain Familia Arquibaldo 1953.19

j { - -l [ § T LIJ
|'Elﬂ| Hel|:|| Help Cancel Hest »

Available fields:

Address_Line_1
Address_Line_2
Address_Line_3

In addition, you can map the following three fields when a third address line is not available.
Address_City

Address_State

Address_Zip

or

Importing from QuickBooks

There is nothing that you need to do - other than entering your Bank Express Code in step #1.

QuickBooks tips on minimizing exceptions
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1.10.3.1 QuickBooks Tips

QuickBooks tips
Make sure that you follow the QuickBooks standard address syntax.

After you enter/edit a vendor's address field, click on the edit button within QuickBooks - and then
confirm the edit.

This will place the City, State and Postal Code (Zip) in standard format.
Note: This format is the city, followed by a comma, space, state, space and then the zip code.

b Sample Larry's Landscaping & Garden Supply - QuickBooks Pro 2015 - [Edit Vendor]

File Edit View Lists Faverites Company Customers Vendors Employees Banking Reports Window Help

VENDOR NaME Bank of Anycity

CURRENT BALANCE 0,00 How do | adjust the current balance?

Address Info

P Bank of Anycity
Payment Settings FULLMAME | Mr./Ms... Lisa
: JOB TITLE Address Bank of Anyeity
Tax Settings Lisa Holzhauser
Main Phone - 415-555-9135 1935 Main Street Cancel
Account Settings
Work Phone -
Additional Info Mobile
Fax - 415-555-9153
ADDRESS DETAILS
BILLED FROM \
Bank of Anycity - / Country / Region
Lisa Holzhauser Note
1935 Main Street c
Middlefield, CA 94482
# Show this window again when address is incomplete or unclear

Vendor is inactive “ Cancel Help

1.10.4 Frequently Asked Questions (FAQ)
1.10.4.1 Changing Debit and Credit Text

Overview

Debit and Credit text is used in conjunction with the Sign field to identify whether a transaction in a file is
a debit or a credit. Follow the steps below to enter the debit and credit text for your data.

Steps
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From the main menu select File, then Options, then General.
In the "Text for Debit" field, enter the text to identify a debit transaction. The default is "debit".
In the "Text for Credit" field, enter the text to identify a credit transaction. The default is "credit”.

When finished, click Close to save your changes.
1.10.4.2 Changing File Transmission Method

Overview
After creating a Positive Pay file from your data, it must be transmitted to your bank to be processed.

Contact your bank to find out how they wish to receive your Positive Pay files. Follow the instructions
below to set up transmission methods based on their preference.

Loading Transmission Options
Select File from the main menu.
Select Options, then Transmit to Bank

Transmission Options screen will be displayed (Figure 1 below).
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B8 Transmission Options x

Transmission Method l FTP l FTP Advanced | Dynamic Naming] E-mail l Transm »

Select transmizzion method

" Maone - The file will be created but not transmithed,
" FTP and SSL-FTP [FTPS) Meed certificates? Use SSH below.

~ ) ) .
S5H-FTP [SFTP] - Secured using 55H2 SSH Sattings

o Mwfeb Upload - After file creation, the system will open yaur |nternet
browser. You will then perform your upload routine, {

|http..-’a’www.treasurysnftware.u:u:uma’an_l,ltnwn.html

¢~ Email - After file creation, the system will attach the file ta
an email.

Other - Command line interface [ghell] to another software package
such as |pswitch's WS_FTP

r 55H, OpenPGF and 550 with certificates with *'S_FTF integration
[zee tab 'SSH, OpenPGF, S50 with certificates’ for zetup]

If not integrating with \WS_FTF, enter the command line below:

| Test

Cloze | Help |

There are five possible methods of transmitting a file to your bank:

None File will be created but not transmitted.

FTP Transmit via FTP built into Bank Positive Pay. See Settings to modify the FTP settings.

Web Upload Transmit via a bank web page portal. Type the portal address into the textbox for Bank
Positive Pay to load the page automatically in your default browser.

Email Transmit via email sent by Bank Positive Pay. Not recommended.
Other Transmit using an optional method, including modem. Rarely used.
FTP

FTP, File Transfer Protocol, is a method of transferring files. In most situations, you will upload your
files to a specific directory on the FTP server that only you have access to. This secures your files
from parties other than the bank from being able to access them.

To modify FTP settings, click the Settings link listed with FTP in Figure 1, or click the FTP tab. Figure
2 (below) will be displayed.
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Login Information

Host Mame: |ft|:u._l,lu:uur|:uank.n:|:|m

Test Login

Uszer Mame: |.-’-'-.n|:|n_l,lmnus

Password; li

T arget [Barnk]
Target Directon on Remaote Server [leading and trailing """ azsumed];

Target filename

Figure 2 - FTP Options
All information on this page must be obtained from your bank.
The host name is usually in a format as shown above and resembles a website URL.
Username and password allow you access to a specific directory on the FTP server. Enter all the
information and click Test Login to verify that login information and host name has been entered

correctly and is functioning.

If your bank gave you a specific directory to upload your file into, enter it in the Target Directory
textbox.

If your bank gave you a specific name to use for the file, enter it into the Target Filename textbox. This
will not affect the name of your Bank Positive Pay file on your local hard drive. If your bank did you
provide you with a name, enter a logical name for the file.

FTP Advanced Options

In addition to the general FTP options, there are some advanced options available that increase
transmission security via Secure Sockets (SSL) and specific port numbers. This information must be
provided to you by the bank. Do not change any of these options unless the bank specifically requests
them.

Click Advanced to display the FTP Advanced Options (Figure 3 below).
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55L Enabled [Secure Socket Lapers]
[ Bank uzes 551 Securiby

{* Avtomatic [default] - Use unless othenwize specified
O Implicit
" Explicit

" Mone [for backward compatibility]

Femaote Part Mumber - Default will be uzed for all protocaolz, unless
othenwize changed.

Transfer Mode
(v ASCI (" Binary  { The remote zerver mode will be used

Figure 3 - FTP Advanced Options
Secure Sockets Layer, or SSL, is a method of encrypting a transmission stream. To enable it at your
bank's request, click the Bank Uses SSL Security checkbox. Select the type of SSL by clicking the
appropriate radio button. Unless notified specifically by the bank, leave Automatic selected.

A Remote Port Number specifies a very specific port number. This offers the FTP server security from
outside threats. Click Change Port and enter the port number provided by the bank, if any.

If the bank requests a bank transfer mode different than ASCII, click the appropriate radio button.
Email

To set up email transmission, click Settings corresponding to Email or select the Email tab. Note:
Email transmission is rare and not recommended as it is not secure.
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i N
B9 Transmission Opticns ﬁ
l Motification l Email sery »

These settingz contral who receives a copy of the FILE.

Transmission Method | FTP | FTP Agvanced

Enter the email addrezses below [user@company. com). Yiau may
geparate multiple addrezzes in 'To' and 'CC' with commaz.

To |

CLC: |

Frorr; |
[v Always zend a copy o mpself [highly recommendead]

If you want to modify the summarny text included in the
email, click "Surnmary Test'

Summary Text
Subject: |
New file name: |izsuefile. tat
hail Server. | Test

Thiz iz pour outbound S TE mail zerver, with a syntas similar to
gmtp.company.com or mail. zerviceprovider.com. |t can often be found in pour
email program [ie. Outlook) settings.

Cloze | Help |

b A

In the To: textbox, list the email addresses the file should be transmitted to. At least one of these
should be the email address supplied by your bank for this purpose.

In the CC: textbox, list the email addresses you want to copy on the email. To send yourself a copy, list
your email address or leave the Always send a copy to myself checkbox selected. For other people in
your organization that need a copy, see Notification below.

In the From: textbox, list the email address to show as originating the email. This may be your
personal email address or an address set up specifically for this purpose.

Enter a Subject to use for each transmission.

Enter the file name to be used for the transmission, regardless of the its name on your local hard drive.
This does not rename your local copy.

Enter your mail server. For example, mail.server.com or smpt.server.com.
To configure appropriate settings for the mail server, select the Email Advanced tab.
Email Advanced

In this tab, you will configure the advanced settings of your mail server. After clicking the Email
Advanced tab, you will see Figure 5 (below).

Bank Positive Pay © 2017 Treasury Software



Bank Positive Pay

Iz this screen when pour outgoing [SMTP] emall server requirez authentication

[ My outgoing [SMTRP) server requires authentication

SMTP Server [Jutbound] Information
s Idzer Mame: |

Paszword: |

Log onto incoming [FOF) mail server before tranzmitting

POP Server |

~ Izer Mame: |

Paszword: |

Faort Humber [SMTP] |25

Mate: If you are testing - chck 'Cloge’ prior to returning to the 'e-mail’ or 'notification’ page.

Figure 5 - Email Advanced Options

If you use a Windows program to download your email, such as Outlook of Thunderbird, you can
retrieve most of these settings through Tools, then Options.

If your SMTP requires authentication for outgoing emails, click the checkbox.

For SMTP servers (most commonly used server type for sending email), enter the username and
password.

For POP servers (rare for sending email), enter the server name, username, and password.

If your SMTP server uses a port other than port 25, enter it into the textbox.

Click Close.

Notification

Settings in the Notification tab are for setting up email addresses that should be notified of file
transmissions. For example, if the process of creating and transmitting is automated, you may want an

email sent to your personal address automatically notifying you that this has occurred.

Click the Notification tab to display it (Figure 6 below).
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These settings control who receives a MOTIFICATION

r Matification [On/Dff] - Send summary emails (user@company. com) wherri
franzrmitting a file. Yau map separate multiple addrezses with commas,

Ta: |

Frar: |

Subject: |

b ail Server: | Test

“'our mail zerver should be similar to 2mtp.company.com or
mail. zerviceprovider.com. |t can often be found in vour email
program, ie. Jutlook, settings. Click Help for detailed Help.
Tip: [f unzure, simply enter 'mail. company. com' or
‘company.com’ [usually works).

Figure 6 - Notification
To enable notification, click the checkbox.
Enter the email addresses that need to receive the notification in the To: textbox.
Enter the email address to use as the From address in the From: textbox.

Enter an appropriate subject.

1.10.4.3 |am on the Desktop platform with 1 workstation license. If | purchase an
additional workstation, can | share data?

Q: I'm on the Desktop platform and have 1 workstation. If | purchase an additional workstation license,
can | share data between the two?

A: No. You will need to upgrade to the SQL Server Express or SQL Server Platform. With multiple
workstations you can have a separation of data (payroll on one workstation, checking on another), but
the two are unable to share between them.

1.10.4.4 Whatis an account?

Q: What is an account?

A: An account is the Bank Positive Pay front-end to a database that stores all the data you import. For
example, a Payroll account access a Payroll database (either a .brd on the Desktop platform or a
Payroll database on the SQL Server platform). This manual uses the term "account" instead of
"database" because that is how Bank Positive Pay refers to them.

1.10.4.5 | purchased Positive Pay, but the Main Screen says ACH Universal

Q: | purchased a license for Positive Pay, but the Main Screen says ACH Universal.

A: Select the Settings tab > Maintenance > Switch Programs.
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If you are using a version older then 2013. Select File from the main menu, then Programs. Select
Positive Pay Only and click Continue.

Select for the 'Payroll account. To choose another account, close this
window and enter into it.

" Bank Reconciliation only

(" Bank Positive Pay anly

" Bank Reconciiation and Bank Positive Pay
(% ACH Universal anly

Your selection will be the;
--default for all new accounts [does not effect existing accounts)
-the dizgplaved desktop when starting up the program.

[v Make the selection above the default.

{Continue § Cancel

1.10.4.6 | have one source file but multiple databases. How do | split the file into the correct
database?

Q: | have one source file, but multiple Positive Pay databases. How do | split the file into the
appropriate database?

A: Use an import filter. See Filtering Imports.
1.10.4.7 | have a non-standard date format. How do | use it?

Q: | have a non-standard date format. How do | use it in Bank Positive Pay?

A: A non-standard format is a format which isn't supported by your Windows (Control Panel, Regional
Settings) Settings.

A date format of 31/12/2002 is non-standard in the United States, but is standard in the United
Kingdom.

To import non-standard formats, use a Custom Date Import (CDI).
From the main menu, select File, then Options, then General.

In the Import tab, set "Custom Date Import (CDI) G/L:" to On
Select Format, (31/12/2002, 2002/12/31, etc...)

Select a separator, (slash, colon, hyphen, none)

If the date is embedded within another field, see My date field is embedded within text.
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1.10.4.8 My date field is embedded within text. How do | import it?
Q: My date field is embedded within text. How do | import it?

Use a Custom Date Import (CDI).
From the main menu, select File, then Options, then General.
In the Import tab, set "Custom Date Import (CDI) G/L:" to On

In "CDI: Source Format G/L", select your date format from the dropdown box (31/12/2002,
2002/12/31, etc...)

In "CDI: Separator G/L", select your separator, (slash, colon, hyphen, none)

In "CDI: Embedded Start G/L" enter the date's first position (counting from the left) within the field. For
example, when date is in a field by itself, this position is 0. If there were three characters prior to the
start of the date, you would enter 4.

1.10.4.9 My bank requires a login record

Q: My bank requires a login record. How do | set up Bank Positive Pay to provide one?

A: Alogin record, if used by the bank, is the very first line in an Bank Positive Pay file, even before the
file header record. It is used by the bank to identify the sender. Distinct from Bank Positive Pay
identification, the bank will use this information for processing and tracking purposes.

1. Obtain the specific login record from the bank.

2. Start the software, load the account you have created in Bank Positive Pay.

3. Select Settings > Transmission options. If you are using a version prior to 2013. Select File menu
> Options > Transmit to Bank.

4. Scroll to the Local File tab.

5. Key in the login record exactly as specified by the bank into the textbox labeled "Login record"

6. Click Close to save your changes.

Bank Positive Pay will now include the login record in every Bank Positive Pay file made in that account.
1.10.4.10 ActiveX component can't create object

This is an environment issue typically related to:

--failed installation

--ActiveX component became unregistered

--lack of permissions/rights to the user

--another software package (other than Treasury Software) was installed after ours, and their settings
over-wrote ours.

Steps:

Elevate rights

1. View the error and confirm that the first error that they are seeing is related to this. If there is
another error prior to this, address the other error first.

2. Have their IT representative log into their workstation with administrator rights. See if the issue can
be re-created.
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If the issue was not re-created - it is a permissions issue. Have their IT rep elevate the user's rights.
Pay attention to the rights in the c:\Program Files\Treasury Software directory (and subdirectory).
Stop here.

If the issue was not re-created, continue with #3.
Attempt to re-register the component

3. Identify the component that is not working (lookup the line code) and attempt to register it.
If the Operating System is later than Windows XP, please follow the instructions for registering a

component at: http://www.treasurysoftware.com/support2-Vista-register-dlls.html

If this is a new installation - uninstall and reinstall. Otherwise perform an upgrade.

If this is a new installation and the software has not worked before:

4. If they are on desktop, backup their c:\Program Files\Treasury Software\version 201X XX\data
directory to the their network.

5. Uninstall through the Control Panel.
When finished - delete the c:\Program Files\Treasury Software directory

6. Download a current copy of Treasury Software and install it.
It is critical that you watch the installation of the software and confirm that there were no errors during
the installation. It is possible to have an error and ‘click through it' to continue.

Test the new installation. If there is still an error, escalate the issue at this point.

1.10.4.11 ADO/MDAC Re-Installing

1 - Yes...After a clean install, the first error message received was the
“SwitchPrograms_SampleData” after clicking the ACH Universal Sample Account Demo from the
welcome new users screen.

ADO - FAQ - http://support.microsoft.com/kb/183606 (link on the page is to the MDAC download)

MDAC Downloads - http://msdn2.microsoft.com/en-us/data/aa937730.aspx
1.10.5 Maintenance - Desktop

Overview

The articles in this section provide information on backing up and restoring your database (Desktop
platform only) as well as how to upgrade ACH Universal and apply current service packs.

Database

See Database Backup for information related to scheduling and working with database backups.
See Restore Database for information on how to restore a database from a backup.

Archiving

See Database Archiving for information on archiving records. This is for efficiency rather than backup
purposes.
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Upgrades and Service Packs

See Upgrade ACH Universal for steps on upgrading ACH Universal to the most recent version.

See Download Service Pack for steps on how to download and install the most recent service pack.
1.10.5.1 Database Backup

Overview

Backing up is a necessary part of working with all data. By backing up Bank Positive Pay on a regular
basis, your data will be current in the event of an emergency and you will minimize data loss. Note:
This article only applies to the Desktop platform. Contact your Database Administrator for procedures
and policies regarding SQL Server backups.

Database backups are safeguards against unforeseeable computer errors (file corruption, system
failure). By creating regular database backups, the chance of data loss is minimized as there will be a
regular backup in place. Bank Positive Pay is set by default for automatic backups. This can be turned
off (not recommended) or your own backups scheduled according to your own needs.

Internal Database Storage

Bank Positive Pay stores all information for each account in a .brd file. There is 1 brd file for each
account and they share the same name. For example, if you create an account named Payroll, there
will be a Payroll.brd database file that contains all the data imported into that account. Never place the
brd file on a network drive and attempt to share it among multiple workstations. Multiple workstation
licenses should only be used for totally separate database files (through totally separate accounts). If
you need to share data, you must use the SQL Server platform.

Regardless of using Bank Positive Pay default backup policy or implementing your own schedule, the
backups are numbered automatically by Bank Positive Pay for identification. The most recent backup
will always have the extension .brl. The next most recent backup will have the extension .br2 and the
third most recent backup will have the extension .br3. If a database restoration is needed, restore
using the br1 file first (as it is the most recent). By default the backups will be placed into the same
directory as the .brd. It is highly recommended that the backups are always stored in the same
directory with the brd file.

Automatic Backups (not for disaster recovery)

By default Bank Positive Pay will backup your database in a pre-determined schedule.

Note: The program uses this as a protection against database corruption. These backups are stored
on the same drive as the production database, and therefore will not proved for any protection on a
hard drive crash or if there is any damage to the computer.

It is highly recommended to leave this option on. If you wish to turn it off:

From the main menu, select File, then Options, then General.

Select the System tab. Change the "Backup data on exit" option to No. Click Close to save your
changes.

Manual Backups - Disaster recovery
From the main menu, select File > Backup.

We highly recommend backing up to a server that is backed up off-site.
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1.10.5.2 Restore Database

Overview

Follow the steps below on the Desktop platform to restore a database backup. For example, if the
database becomes corrupted, restoration would be required.

Database Restoration Procedures

Please follow the steps at:
http://www.treasurysoftware.com/Support/support2-corrupt-database.aspx

1.10.5.3 Database Archiving

Database Archiving

Archiving is used to move older records from your main account database to a separate archive
database. This offers improved speed and efficiency in working with the main database. The archived
records are still accessible through ACH Universal for reports as needed. Archived records can also
be restored to the main database should the need arise.

Before archiving records, you must create an account to hold the archive. The archive account name
should match its main counterpart with " _archive" appended to the name. For example, the archive
account for an account "Payroll" should be "Payroll_archive." See Creating An Account for steps in this
process.

Select File from the main menu, then Archive/Restore. Click the Archive/Restore tab. You will see
Figure 1 (below).

53 Archive/Restore l = | = |_ﬂhr

Aru:h'r'.rerﬂestnrel SOL Server Maintenance

-

About ] Instructinnsl

Archive/Restare

Alloves the user to manage databaze records by moving older records to a zeparate 'archive’
ACCount.

--Each account in vour system has a comesponding 'archive account, in which records may
be moved ta [archive), or from [restare].

--To perform rezearch with records which have been archived, you do not necezsanly need to
reztare them. You can open the archive account, just ag you waould a regular accaount, and
run reports.

Done
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The textbox shows that the archived records will be stored in Payroll_archive.brd. All records up to
8/31/2007 will be archived. All records after that date will remain in the current account database (in
this case, Payroll).

When the settings are correct, click Start. A prompt will appear containing the number of records to be
archived. Click Yes to archive the records, No to cancel.

When the archive is finished, click OK on the confirmation box. Click Done.
Restoring Archived Records

Follow these steps to restore archived records to the main database.
Select File from the main menu, then Open/Select Account.

Select the archive database (ends in"_archive™).

Select File from the main menu, then Archive/Restore. Select the Archive/Restore tab. You will see
Figure 2 (below).

. Archive/Restore |Z| |E| fE

Fecords will be restored TO:

||::'\|:|r|:|gram files treasunseaftware'datapayrall brd

YWhat do you want o regtare?

EA0/2006 j Period Ending D ate - Records in this peniod and all LATER

perods will be restored.

|ritiate Restare

Start

Done

Figure 2 - Restore

The textbox will show the main account database name (in this case, Payroll). Select the beginning
restore date. All records more recent then this date will be restored to the main database.

When the settings are correct, click Start.

Click Yes to confirm the restore or No to cancel. A message will be displayed confirming the restore
has been completed. Click OK.
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Click Done.
1.10.5.4 Download Service Pack

Updates

A Service Pack update is an in-cycle release that modifies some features of Bank Positive Pay. This is
distinct from an upgrade which requires a setup file be downloaded and used. The Service Pack can
be downloaded and installed automatically through Bank Positive Pay.

Download Service Pack

Automatic:

From the Help tab select Software > One Click Update.

If you are using a version prior to 2013. From the main menu select File > Updates > Service Pack >
Automatic.

If you have an Internet connection, click Yes to proceed with the download.

Bank Positive Pay will automatically download and install the newest service pack if not already
installed.

When prompted, close and restart Bank Positive Pay to complete the service pack installation.

If you have any issues with the automatic process please try the manual process.

Manual:

From the Help tab select Software > Manual Update.

If you are using a version prior to 2013. From the main menu select File > Updates > Service Pack >

Automatic.

Please follow the steps outlined on the form.

-l Service Pack Update ‘ ﬁ

Instructions

This form enables you to manually download and update your system. |t is often used when local security setting prohibit an automated
update.

Step #1 - Download the file from the link below and save it to your computer.

http:ihwww tress urys oftware. com/updates/updates 201301 zip

Step #2 - Select the File Location of the Service Pack |

Step #3 - Click Update Service Pack Update Service Pack

Close
Zi|

L ~

1.10.5.5 Desktop Platform Upgrade

Overview
Bank Positive Pay upgrades are released periodically to enhance functionality and offer new features.

Please follow the steps at our Support Center:
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http://www.treasurysoftware.com/support2-Install-Center.html

1.10.6 Legacy Help

We are proud of our continual development of Bank Positive Pay.

This folder contains help topics relevant to older versions of Bank Positive Pay. While the screens and
instructions may not apply to your version, we have included them to support our existing client base.

1.10.6.1 Accounts

Overview

All data imported into Bank Positive Pay are organized around an account. The account represents a
bank account used in the Bank Positive Pay files for making payments or receiving payments. This can
be a checking account, depository account, or even a savings account.

Read Before Proceeding!

Never use the Sample account for live data. This account is for demonstration purposes only. Every
time Bank Positive Pay is started, data in the Sample account is automatically deleted. This includes
any live data. Avoid possible data loss and always use an account created and set up specifically for
your organization's data. See Creating An Account to begin that process.

1.10.6.1.1 Creating An Account

Why create an account?

Bank Positive Pay with a built-in account, Sample. Do NOT use this account for live data. The data
imported into Sample is deleted every time the program is started. From the standpoint of your
organization's data, this is not what you want. The first step in using Bank Positive Pay is to create an
account for your company data. If you need multiple accounts, follow the steps for each account.

Steps
There are actually two parts to creating an account in Bank Positive Pay.

1. Create the account
In this step, you give the account a name and set the accounting period.

2. Setup the account
In this step, you fill out the specifics of the account: Bank account number, Bank ABA/Routing
Number, and other information that identifies your company in the ACH file.

The steps must be done in this order and both steps are required for an Bank Positive Pay file to be
created.

Next Step

Create the account

Bank Positive Pay © 2017 Treasury Software


http://www.treasurysoftware.com/support2-Install-Center.html

Bank Positive Pay

1.10.6.1.1.1 Account Creation

Overview

Account Creation is the first step in the process of creating an account for your company data in Bank
Positive Pay.

Create Account

Select File from the main menu, then New Account. You will see the Account Creation Wizard (Figure
1 below).

YWelcome to the Account Creation Wizard

E ach account containg its own zettings and can be customized ko fit pour
needs,

E ach option haz already been 2et o the most common zettings [defaults].

Add an Account

" CREATE an account + ADD it to wour catalog.
Always zelect this optian if pou are the only one wzing this system.

~ ADD an EXISTIMG account to your catalog.
Select f another user created the accaunt.

Cancel Hest »

Figure 1 - Account Creation Wizard

The two choices are:
e Create a new account and save it to local catalog (most common choice)
e Open an already created account and add to local catalog

Leave the default and click Next.
Name The Account

On the next screen (Figure 2 below), name the account.
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Create the Account

The Account name:

-l be prezented on all reports

--will identify the account in the ‘Account Selectar’

--iz uzed az the file name on vour hard drive [no special characters pleasze]
--heeds bo be unique from ather account names already in the pragram

-z the only zetting in thiz Wizard that cannot be eazily changed

Accaunt Mame ||

Enter the name af yaur bank account [far example
‘checking’, ‘payrall’, 'State_Bank', etc..]

Cancel ¢ Back Mest »

Figure 2 - Name Account

Best practice is to use a name that is descriptive of its purpose (for example, 'Checking' for a checking
account instead of 'Account 1").

There are only 3 rules for names:
e Start account names with a letter, not a number
e Spaces are not allowed. Use an underscore or internal capitalization for clarity
e It must be unique from other accounts

Set Accounting Periods
On the next screen (Figure 3 below), set the accounting periods used for the account. Months, the
default, is the most common choice. Note: May not be visible in all versions.

Click Next.
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Accounting Periods

Your account haz been created and the Accounting Periods have been set
to ‘Months' by defaulk.

Accounting Peniods can be manthly, 13 periods of 4 weeks each, 4-4-5,
weekly, daily, or any custom accounting perod that wou use.

Accounting Periods
& Morths [default)
{7 Other Accounting Periods
[¥ Setup periods now

Motes:
--Perniodz are optional with Positive Pay.
--Penods are needed if uzing Account Beconciliation in addition to Positive Pay.

Cancel ¢ Back

Figure 3 - Accounting Periods

Switch to New Account
The next screen (Figure 4 below) allows you to switch to the newly created account and begin using it
or stay in the current account. You can always switch to the new account at any time later.

Click Finish..
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Congratulations!

You have successfully zet up the 'Checking'
account.

Frarm here

(¥ Switch accounts and work in 'Checking'.

" Continue warking in your curent account,

Cancel ¢ Back

Figure 4

Proceed to Account Setup

The final screen (Figure 5 below) that appears during the account creation process allows you to
proceed immediately to Account Setup (click Yes) or skip setup at this time.

Enter tramsmittal information? - [ ]

Would vou like to enter/maodify your ACH transmission information now? (Yes -
recommendled)

Mate: This would be the information that you received fram your bank. You can
always enter or modify your entries from the main menu at 'File’, "ACH Setup’

Yes Ma [

Figure 5

Next Step

Account Setup
1.10.6.1.1.2 Account Setup

Overview
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In Account Setup, you will enter account information to identify your organization's bank account in the
ACH file.

Required

You must have already completed Account Creation.

Steps

Select File from the main menu, then ACH Setup.

The ACH Setup Wizard will be displayed. Click Next.

In Figure 1 (below), you will begin to enter the information that identifies your organization in the ACH
file. This is used by your bank, which is processing the ACH file, to identify the proper account to use

for the transactions. Unless explicitly stated, all fields are required.

Pleasze enter az provided by pour bank/financial institution. - File |nformation

Immediate Destination Cade - [t iz tupizally vaur Bank's ABA/Routing number [tatal 9

digitz). Used in File Header [recard 1 positions 5-13) [pozae 066
Immediate Destination Mame - The name of pour bank. or service provider. b aximum

of 23 characters. Used in File Header [record 11* positions 41-63) |Barnk of &y Town
Immediate Origin (D - Assigned by pour bank - tpically either an ABA #, or your 130009783
Federal ID. kax 10 digits, typically only 9 uzed. Uzed in File Header [record '1'

pogitiong 14-23).

Immediate Origin Mame - Your company's name - per the Bank's records. A
maximum of 23 characters. Uszed in File Header [record 1" pozitions B4-8E] |Y'3'Uf Caompany

Figure 1 - ACH Setup (Screen 2 of 6)

Immediate Destination Code
The ABA or Routing Number of the bank processing the ACH file. For example, if you are transmitting
the file to ABC Bank, it would be the ABA or Routing Number of ABC Bank.

Immediate Destination Name
The name of the same bank from Destination Code. Maximum length is 23 characters.

Immediate Origin 1D
This is bank-assigned. In most cases it is your organization's Federal Tax ID number, although
sometimes it is the ABA Number. You must obtain this from the bank.

Immediate Origin Name
Your company's name, as listed in the bank's records. Maximum length is 23 characters.

After filling out each field, click Next.
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Pleaze enter az provided by vour bank.financial institution. - Batch Information

Company Mame - *'our company's ‘short’ name which will be displayed on pour
cugtamer's, employee's, vendor's bank statementz. kMax of 16 characters. Used in |Y'I'Uf Campany
Batch Header [record '5' pogitions 5-20]

Company |D - ldentifies pour company, divizion or sub-unit. Typically will be vour
Federal I with a leading 1" [rotal 10 digitz).  Can alzo be your DUMS with & leading 1ESFIFTTTT
'F, or bank assigned with a leading 'S Often, based on the Immediate Origin Entry.
Ilzed in B atch Headers/Footers [records 'S’ positions 41-50 and '8 pozitions 45-54)

Originating DFI - Typically your Immediate Destingtion code, without the traiing check |a0288105
digit. 8 digitz [records ‘%' pozitions 30-97, '6' positions 80-87 and '8' pozitions B0-87].

Pre-fill common entries

Advanced Batch Processing [optional]

Separate Batches by Onigination Account - Mulbiple Source [Ongination] Accounts - Tepically uzed by payroll
r
procezsars and ather service bureaus handling multiple source/arigination accounts. [default un-checked]

Company Dizcretionary Data [not displayed on recipient's statement]. Batch |
Header [record 'S, pogitions 21 - 40)

Figure 2 - ACH Setup (Screen 3 of 6)

Company Name
Can be the same as Immediate Origin Name from the previous screen, but Company Name is limited to

16 characters. This is the name that will show on customer, employee, and vendor bank statements.

Company ID
In most cases, this is the Federal Tax ID. If you entered ABA Number for Immediate Origin ID on the

previous screen, you should most likely enter the Federal Tax ID here. If you entered the Tax ID
before, you can enter it again.

Originating DFI
In most cases, this is the same as the Immediate Destination ID from the previous screen with the last

digit left off (making this 8 digits).

Pre-fill Common Entries

Click this link to fill the information in the above fields with information based on that entered in the
previous screen. For example, Company ID will match Immediate Origin ID and Company Name will be
the first 16 characters of Immediate Origin Name. Using this link is strictly optional.

Advanced Batch Processing
Check the box to separate file batches by origination account. In the textbox, enter any discretionary

data you wish to include. For more information on this topic, see LINK Using multiple origination
accounts

When finished, click Next.
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Apphcation - Standard Entry Clagzz Code

Select the primary (defaul] NACHA Al except CTXEDI |PPD - Personal -
farmat pau will be uzing.

(" CTXEDI Subsets [EPN STP 820 =]

Qffset Record - 'Balanced' Files [only if requested by your bank)
| Offzet record required Offzet ABAFouting # | 156530466 Offzet Account #§ |383224413

Preferences - These have not been pre-determined by your bank.

Default text bo be included on vour Cugtomer's, Employee's, YWendor's bank
statement [a.k.a. Batch Description). & simple entry such az: Dues, Payroll, eFay AuitoPay
will zuffice. [10 characters max)

Default effective date. Automatically assigns the next available banking day, if 2 Mextday =
Saturday or Sunday iz selected.

Figure 3 - ACH Setup (Screen 4 of 6)

Application - Standard Entry Class Code

The default NACHA format is the PPD format. To change the default to a different format, select it
from the dropdown box. To use CTX, select the CTX-EDI Subsets radio button. This will use the EPN-
STP 820 format.

For information on other non-CTX formats, see LINK NACHA Formats
For information on CTX, see LINK CTX

Offset Record

If your bank requires an offset record, click this checkbox.

In Offset ABA/Routing #, enter the ABA or Routing Number for your organization's bank.
In Offset Account #, enter your organization's bank account number.

Only use an offset record if your bank notifies you that it is required.

Preferences

In the Default Text field, enter the description of the transaction that will show on customer, employee,
and vendor bank statements. For example, you might enter "Payroll" for a direct deposit payment to an
employee.

In the Default Effective Date dropdown box, select when you want the bank to process the transactions
or what the bank instructs you to enter. For example, some banks want an ACH file two days prior to
processing. Inthat case, change the dropdown to Two Days.

Note: The bank's rules determine the exact date of processing. Contact your bank for their exact
policies.

When finished, click Next.
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Defaultz - Far wour Customers, Emplavees and Vendors
Prafile Laakup - If uzging prafiles, the system can uze either 'Mame’ or 1D as the primary/unique figld. Maote: CTx

EDI must uze '™ame' ]
Select either: * Mame 1D Number

Checking or Savings Accounts

Test ta indicate 'THECEING' - Active when 'ACH_Checkingars avings' ":HK
field iz uzed in an impart file to distinguizh the tranzactions. - Used in
creating the tranzaction code for each record.

Congumer or Corparate Accaunts [only far PPDACCD ar PERACER]

Test ta indicate COMSUMER - Active when ‘ACH_Conzumer_Carporate’
field iz uzed in an impart file to distinguizh the tranzactions. Jzed to
determine whether PPD or CCD [and PER/CER).

|| il

Pre-natification

Fre-Mote DR /CR [optional] - If using prenotesz, ie. sending a test

tranzaction. Typically uzed in Payroll/Direct Deposit scenarios, |DH: Collect funds - Customers j

Figure 4 - ACH Setup (Screen 5 of 6)

Profile Lookup
ACH Universal has full support of profiles for creating payments. Profiles are not required by ACH

Universal, however, as it is capable of ad hoc payments. When using profiles, the lookup can be done
by Name or by ID Number (most common). You must ensure that the lookup field contains unique
records.

Checking or Savings Accounts
If your file contains a field that differentiates an account between a checking account and a savings

account, enter the appropriate checking account text into the textfield. ACH Universal will interpret all
other text as indicating a savings account.

Consumer or Corporate Accounts
Similar to Checking or Savings Account text above, use text in this field to identify a consumer account.
All other text in that field will cause ACH Universal to treat the record as a corporate account.

Pre-notification

Pre-notifications are used to test a transmission to ensure all settings are correct before transmitting
live data. A pre-note is indicated in your data by a 0 amount. In the dropdown box, select the
transaction type you wish to test (DR - collecting funds or CR - paying funds).

When finished, click Next.

The next screen is the last screen in the process. In most cases, you can simply click Finish. For
information on the additional options, see ACH Setup - Advanced Options LINK.

You have finished creating and setting up an ACH Universal account. You can now begin importing
data into the account and transmitting ACH files.

Next Step

Importing Transactions
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1.10.6.2 Help on Help

Help on Help

This page is intended to help us deliver a consistently formatted help page to our users.

Overview

We have users with different needs - some just want the facts (for task based help), and others want
to gain a full understanding of the various options. This creates a balancing act as to what and how
much detail we display in the help topics.

As an example - when designing the software's user interface, we are constantly balancing ease of use
vs. full control.

If we put all of the option switches and settings out in the initial software interface, the average user
might get overwhelmed and think that this is too complicated - and they'd be right.

We try to only initially display the switches that the average user would need for ease of use.
If a power user needs more granular control - we provide them a screen with the additional option
settings and switches.

In a similar manner - when writing help, we need to maintain a balance between ease of use for 'task
based' users and a full step-by-step reference guide for detailed review.

Topic page creation / formatting:

When naming the topic page, please keep in mind good SEO practices (no cramming, etc...).
Repeat the name of the topic at the top of the page (important for those printing). Please skip a line
before typing.

The first sentence or paragraph should be a summary of what this page intends to tell the user.
Think of this as a marketing proposition - as to the benefits of the feature and this page.

If a topic is similar to other features - ie. 'Creating reversal records' vs. 'Return Files' - please note that
on the page - and point them to possible other pages.

If you are creating multiple pages on a topic, please create a new folder.
Please leave enough white space at the top for ease of reading.

Content

1. Re-use of topics. Please link to existing topics as needed (do not copy or write your own).
For example, if a user needs to perform a backup - you can provide them with a basic File > Backup
command in the text, and then provide them with an internal link to the detailed backup page, such as
this.

Please do NOT re-write the backup page in your topic, as it:

--takes the conversation off course as to the underlying topic,

--you're rewriting something that already exists (may conflict with something that already exists)
--if we change that function in the future, we might not be able to find all instances to update.
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If the topic does not already exist (such as backup), this would be an excellent time to add one.

Note: Do not copy portions of our existing help file to new locations. This may cause us to be penalized
by the search engines for 'duplicate content', as well as require us to maintain multiple sets of
instructions - if we update, etc...

2. Use screen shots when possible
Many users don't read, they search/skim.
Golden rule - each page should have at least one graphic or screen shot.

Screen shots are a major topic, we'll address separately.

3. Fonts, colors etc...

Please stick with the black and the default font for all text. That way, we can change the default font
from Arial to anything we want in one setting. Use bold and larger sized font as needed for headings.
Exception: When writing on a screen shot - you'll want to to use something that stands out, such as
red.

When working with FAQ's, the question should be in italics and the answer should be in the regular font.
Remember: We want to draw their eyes to the short (shorter) questions. That is what they are

scanning for. Therefore, if you bold or do any other formatting, it should be on the question, not the
answer.

1.10.6.2.1 Help on Screen Shots

Help on Screen Shots

This page is intended to help us deliver a consistently formatted help page with concise screen shots to
our users.

Overview

As many users search/skim - visual aides are critical.

They provide a 'landmark’ to the user - they can say to themselves - "that's the spot where I'm at".
There's no right or wrong, here are some thoughts below.

Again, it's a balancing act between getting to the point and not overwhelming / cluttering the file vs.
providing detailed information.

If displaying steps in a process, start with a screen shot of our Home Page (do not start with the
Welcome New User screen). The one exception to this is in our Getting Started help.

Do not show common or easily understood screen shots. For example, if there is a pop-up message

stating 'Press OK to continue’, you do not need a screen shot of it. Simply note it in the narrative.

You can start the first screen shot on the tab they need to go to. You do not need to point to the tab.
For example, if the user needs to start the Maintenance window, see below, note:
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--we show the Home Page in the background

--the first arrow is FROM the Settings tab (we do not need to point them to the tab)

--the arrows are red, and 'thin' - a setting of about 3 in Snag it. We do not need to make the arrows
thicker, as we are not trying to draw attention to the arrow.

Arrows
For showing logic flow, use thin arrows, preferably red (for consistency).
If you need the user to take an action and click on a button to take action, feel free to make it thicker.

HOME SAMPLES PROFILES REPORTS SETTINGS QUICKBOOKS HELP

( "'p i Encrypt Dat

Cb == Encryp
Access C - Migrate to SQL
Control E]:_'\.:rg: Password Setup Options Day A( B File Location Express, SO Server

Sam p|3 & Maintenance

Lntd.&oca.mlsfﬂ*te| Pemdal Reguter| sQL | Test Permawnl] Swich ngrnmsl Other | C

Edi/Listing | Detete Accounts | Ede Sort By Order | Delete Data |

1

9 Uise this window to change the location of a data [ bid) file on vous hard divve.

Note: Data fles should ALWAY'S be on your local hard diive. [f wou need to share data, obtain a muli-user SOL o 1
i I Citrt bcense. To change the location, copy the bed file to the new location using VWindows Explorer. Then select
the account and chck 'Change File Location” to point to the new location. 2
b
Locating a data fike on a network drive WILL CAUSE CORRUPTIOMN. 3
Import Transactions Hame Location u
b best C:\U sers'Pubbich Treasury S oftwarehdatahlest bed 4
Sample W sers\Publich Treasury Soltware\data\S ample. bed
L

Change File Location P
C

Close P

Screen shots

Please resize the screen shot so it doesn't go over 820 pixels in width (or so). Otherwise, the shot will
be truncated in the initial window display and the user will need to scroll right and left to read all of the
text on the page.

After your initial screen shot orienting the user and providing landmarks on how to get to a panel or
popup window - feel free to zoom in and only show the popup window.

In general, do not truncate popup windows or panels - it is better to resize them.
If there is no choice, use a graphic effect in Snag it to show that it was cut off.

Write critical and major points the user needs on the screen shot. Assume the user may not be reading
the text.

If there are multiple steps on one screen shot, include numbers to indicate the order.

Use Snag-it's feature to capture the entire popup window - including the border. This frames the
context of the graphic.

If we're asking the user to enter data into fields (ie. ACH setup) - make sure that there is data in the
fields.
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Also, make sure that your narrative data matches your screen shots (if you mention 10 transactions in

the narrative, make sure the screen shot shows 10).

1.10.7 Bank Express Codes

Bank Express Codes

Our Bank Express Codes enable you to layout your positive pay file format with our library of bank-

tested templates.

Let us know the bank you are transmitting to - and the format that they've assigned to you (many banks
have more than one format) - and we'll send you a three or four digit code that corresponds to that

layout.

Treasury Software maintains an extensive list of positive pay transmission formats for banks of all

sizes.

Please contact our support department to find out your code.

-

3. Cptions

Impl:lrtl F‘.E.‘p-l:ll'tsl S:.rsteml BAl l Resume Startup

l Custom l

“What iz a Bank Express Code?
The Bank Exprezs Code iz a quick and easy way to zet pour bank's trangmizzion file
format.

How do | get a Bank Express Code?
Pleaze email zuppaort311 @treasunyzoftware. com and attach vour bank's file format
in electronic format. Do not send private account information.

Enter your Bank Code

The bank code iz uzed when creating a new account and durning resume
gtartbup’ of an account. |t does not automatically apply to accounts already
created. To apply to an existing account click 'RBesume Startup'.

Bank Code: |'I 0o |Jpdate Bank [nformation

Bank Mame: |7 a0y Software

Don't want to use a Bank code [for whatever unknown reazons]? Switch to wour
account (it iz account gpecific], and form the main menu 'File', 'Options’, 'Tranzmit to

Bank', 'Data’ tab.
Cloze
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1.10.7.1 BMO

Check Issue File Formatter

Made available by Treasury Software Corporation

BMO 9 Harris Bank

Introduction
Welcome to Check Issue File Formatter, a check issue file creation and transmittal
software package provided by Treasury Software Corporation.

In order to participate in the BMO Harris anti-fraud Positive Pay service, as well as
certain Account Reconcilement services, you need to regularly send the bank a list
of the checks you issue from your checking account.

You have elected to use Treasury Software to create check issue files required for
transmission to BMO Harris Bank.

Please proceed to to the "Downloading the Software" section.

Download the Software

Requesting License Codes

Software Setup

Importing Your Check File

Creating and Transmitting the Positive Pay File to BMO Harris Bank

FAQ's

Obtaining additional Support - Phone Numbers
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1.10.7.1.1 Downloading the Software
BMO e Harris Bank

Download the Software

Ready to install? Please visit the following link to download the software.
http://www.treasurysoftware.com/download/index.aspx

On the download request page, enter your email address and select 'Positive Pay' - then click 'Submit'.

Download

Full Working version immediate download)

Trial Ui

e A T-uee trial Boenge.

Licensed cunkomers:

Afted initaling, wrnply enler

wonr oer

YO _rwm@‘fﬁul_l’.&nﬁmr.'mr‘

Meaie ielect which product yosi are Interested in,

ACH Unibversal ¥ Positive Pay Bk Reconcillat

=3 ~~o

After entering your email address and selecting Positive Pay you will need to click on the download link.

Most users - click 'Run'.
If you have advanced needs, click 'Save'.

Ready to install? Just click the link below: /
Click here to downlaad and install Treasury Software 2015 (41 MB)

Do you want to run or save TreasurySoftware_setup.exe from wanw. treasurysoftware.com? Save - If installing on another computer ’

Easy - Recommended for most users ——  Run Save | T Cancel

The installation process will start:
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54 Treasury Software 2015 - InstallShield Wizard “

Welkcome to the InstallShield Wizard for
Treasury Software 2015

The InstallSheeld(R] Wizard will allow you to madify, repar, or
reove Treamury Softwane 2015. To continue, didk MNext,

You will be prompted to Accept the terms of the license agreement before you can continue

jod Treasury Software 2015 - InstallShield Wizard “

License Agreement
Flease read the folowing koense agreement carefully.

End-User Licenas Agresment (“EULA™)

THI3 AGREEMENT IS A LEGAL DOCUMENT. RERD IT CRREFULLY
BEFORE COMPLETIMG THE INMSTALLATION PROCESE AND USING THE
EQFTWARE. IT PROVIDES A LICENSE TO USE THME SOFTWARE AND
CONTAINS WARRANTY INFORMATION AND LIABILITY DISCLAIMERS.
BY INSTALLING AND USING THE SOFIWARE, YOU ARE CONFIRMING
RCCEPTANCE OF THE SCFIWARE AND AGREEING TO BECOME BOUND
EY THE TERMS OF THIS AGREEMENT. IF YOU DO HOT WISH TO

P B P AT SSLERT PR TUT FRISFRE T BT AR RS S

% [ accept the berms in e kense agresment h Print

() [ o not socept he berms in S boense agreement

IrestalShisld

<Bak || heas Careed

Complete the InstallShield Wizard accepting the default settings until complete. The Treasury
Software icon will be saved on your Desktop
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g Treasury Software 2015 - InstallShield Wizard ﬂ

InstaRShield Wizard Completed

The IrstaliSheeld Wizerd has sucoessfully installed Treasury
Software 2015, Chak Finish to et the wizard

ﬁ:ﬁﬂ

Congratulations. The software is installed.
1.10.7.1.2 Request License Codes

REQUEST LICENSE CODES

This initial session will enable you to create your initial check issue file that you will send to the bank but
you will not be allowed to use the software after an initial 7 use trial period. In order to use the
software to format your check issue file on an ongoing basis, you will need to submit a request for

license codes from the following web page:

http://www.treasurysoftware.com/zserver87514649352491113.aspx

The License Request Page
Enter the information requested - and select from the drop down list your bank contact.
Then click on 'Submit’

Once the request is approved by your BMO Harris Bank representative, you will receive a license via
email.
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BMO Hams License Request Page - Please fill in the fields below and click Submait.

Company Name : ABC
Your Name ; John Smath
Email Address : JohnSmatvi@abe com

Phone Number : (10
Dhgit Format)
Your Extension 123

Your Bank Contact Select Your Bank Contact | v
’ Eelar.'t Your Bank Comact i
Angulo, Amaya
Baker, Francing
Becker, Susan
Bednorz-Widelak, Sabina
Biesterveld, Candee

. Bowars, April . 1
Software is offered by Tr Bragg Tonya i BMO Harris Bank N.A_ and Treasury

Software Corporation are Busker, Mahssa h are not affiliated wath each other in
any way by common owy Butler. Aimes 1, or otherwase. The content,
availability, and processu Ehuzzrrlj;?acy Boftware products are the responsibility
of Treasury Software Cot Ciadk Cindy N.A. makes no representations or
warranties as to the suital Conway, Carmen pleteness or imehiness of the
information provided, ing Cook Lackie brvice provided by Treasury Software
Corporation. Banking prd o > ar oy ded by BMO Harris Bank NA_ and are
subject to bank and credi’ Dolphin, Shawn ind BMO Harris Bank™ are trade
names used by BMO Har Donovan. Megan r

Downey, Joe v

5551234567

1.10.7.1.3 Software Setup

INITIAL SOFTWARE USE

Follow the steps below to initiate the Positive Pay software.

1. Double click the Treasury Software Desktop icon

2. Click the Treasury Software icon. The Welcome New Users page will load.
3. Select the Bank Positive Pay option.

The Welcome New Users page will continue to display until the software is licensed. After licensing
the software, the program will load to the home page.
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Welcome New Users Utilities
ACH Universal

Create and Transmi ACH files in NACHA formel. Supports populer
ACH  formats such as CCD, PPD, and CTX.

Bank Positive Pay

Supports all major bank positve pay formats. Create and Traner.
wnair check issue files sutomatically and error fres

r u - Use an exiShng account

Entering License Codes

This initial session will enable you to download the file format software to create your initial check issue
file that you will send to the bank but you will not be allowed to use the software after an initial 7 use
trial period. In order to use the software to format your check issue file on an ongoing basis, you will
need to submit a request for license codes from the following web page:
http://treasurysoftware.com/zserver87514649352491113.aspx

When the license code is emailed to you, access the software and select File > Enter/remove License
Codes. The License Code entry box will appear.

©

Mew Account

Recent Accounts
Open Acedunt

Eqn:pl.._-

Deelete Sccount

Eecent dccounts

Upsize / Copy Account

Backup

Rsgtors

Fix

Emter / Remove License Codes

Exit

Enter the License ID and password, and click the Register “key.” You are now a licensed user . Select
“Close.”
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| (] Maintenance n .

Perocs  Regitter | 0L | Test Permissicns | Switeh Programa | Omer |
Erder bt D and passwand, ten chick Regisler ‘/o
Licrrem |0 [chests: ordd] [1 2734867839

Licenze paspword

Fughentication - || an Authenbication’ code  Subsenplion - IF & subtenphion sdendss Rimtncros boangn. 11 you red
ik astmaand] 1 o [ion-lnes Easdasd) code was aemaded 1o wou [onine [adsd) b e i & e faching.

fAngherhc she Exterad subserpltion Baverve Lcarme
Nole: Machine speciic and case senattive

: _ o |

Entering Bank Express Code
1. Onthe Bank Positive Pay home page, select the Setup icon
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LGRS
HOME SETTINGS
* E !, _EI -_'_'.". ]::, @ ’D ﬁ Delete Records

[% Delete Entire Import
Home Backto Quick Import Adda Untransmitted Go To Create Al
i - o - o (] Recarde Ta R
Welcome  Start ransactions * Record Records File Page  Reports D Mark Records To Resend
Mavigation Common Actraties Ooooops
Sample

Add a Record

Import Check Register

PN
>

Go To Create File Page

3@:

Selup

The following pop-up window will be displayed.
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. [ § Options n .

gt | Raperts | System | Resume Starup Brkfdd’lel Custom |

What i 8 Bark Exprass Code?
The Bank Express Code is & quick and easy way to et pour banks iangmission fils
Fosimiat

Hows dio | gest & Bank: Exguess Code?
Flaacs smad supportS 1 Eteacurysoftvans com and alach pous bank's s omat
in elecinones feimat. Do not serd pifvate sccount infommation.

The bari code i wped vhen co & e accourd and durng ‘resume

aubomatically apply bo acoounts albsady
ciesbed. To spply lo an accourd chok Fesume Stabup’.
Bark Code [a75

Uipdste Bank Infomation w

Bark Nams | -

Don't want bo ups a Bank cods (bor whatewel unknown isasons|? Swahch 1o yow
sccound [ i sccound specific]. snd fom tee man meny File', Dptions”. Transmet ko
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2. Enter in the Bank Express Setup Code in the Bank Code field.

« Type 875 if you are sending positive pay information only and not payee information (the
“Bank Name” BMO Harris Bank” will populate).

« Type 876 if you are sending Payee information for Payee Positive Pay (the “Bank Name”
BMO Harris Bank” will populate).

Click the Update Bank Information button.

3. Click Yes. _
Apply the code to this account? ﬂ

Would you like to apply the code for this account as well? (Yes - recommended)

—— Yes Mo

4.Enter the account number in the Your Bank Account Number field and enter the three digit bank
number 028 or 029 in the Your Bank Number field.

Note: This number will be assigned to you by BMO Harris Bank
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=] Account Wizard = = “

Fleate enbes the micmmashon below, &5 iequeshad for BMO Hams Bank

Yo Bark docount Nusbes
Your Bank Mumbes

I the indosmation i rol avadabls, senply peass e Tancel buthon. ous work up Gl now vl be zaved. Do not
wibs Hhes acnount untl pou enbed thes riloimshon

T rebum to thes screen ot & Laber tme, on the Settings bab, click the Tmpsol, System’ control, then the Fesume
Startup” tab

Cancel [ nea> |

3. Click OK on the “Update successful” message box. This indicates the program has been updated to
use the BMO Harris Positive Pay format. Notice that the Bank Name field text changed from “Treasury
Software” to “BMO Harris Bank” after entering Bank codes 875 or 876. This text change means the
Express Code has been entered successfully

4. Click Close.
[} Options ﬂ

import | Reports | System | Bal| Resume Startup | Bark Code | custom |
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Please proceed to the next section "Importing the Data".
1.10.7.1.4 Importing your check file

Import Check File Data

Bank Positive Pay
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Using the Check Register Import Wizard: follow this process to import check issuance transaction data
to create a check issue file for upload
to the bank.

Importing from QuickBooks™? See our QuickBooks Integration Wizard.

1. Start the Check Register Import Wizard by clicking the Import Check Register icon in the center of
the homepage or by selecting
Import Transactions off the top menu.

BMO Harris Bank

Go To Create File Page
Q
s

Setup

2. To import check data, you can browse and click “Select File” under the Folder icon.
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T General Ledger Import Wizard ES

Sedact the pouce fle lo mpod DR
ICut s Pt s st liom Ecced ho the grid bedow

Sedach & e bo mnpoit, o

Pazbe bomm Excel

Fiedd 1 Fisld2 | Fld3 | Fisldd | Fosld5 | Field 6 f!ﬂ?_FmE%

| | -

To select a file to import, select your file and click Open. Common file software types are Excel® (.xIs),

Access®
(.mdb) , Comma Delimited (.csv or .txt), tab delimited (.txt) and text (.txt).
L Select a file to import
T . o Tutanal » GLData w o earch GLDats o
Crganize = Mew foldes = N
. Puchive - Hame : Date modifed
CustemOutput
= ACH with_Accouwnts.ads
. Data .
B 0 ACH_with_Accouwntsad d
) . ke | Check Registerads 12/2004 1:01 P M
gE = CTX E/08/9005 1223 B M
. Reports : 5 ra 513 BRA B
To Bank = Customers eesiendors s B/272005 5 Pl v
) X BT EPM STP A20uds 2 MM
Tustoeial
. = Feb_GLads -
. ACHIExcel .
ACHDat = FederalPayroll-THP.xls o A 4TPM M
) — B GL Credit Card Dataods 12/13/2008 359 P
e &' March_GLaxds 216203 1:53 PM
. BankData
= ﬂm:rarbd'mg'.’:hecld.lst.xls 11262003 11:34 .. B
. ED12Excel 61 St (el . 1 AAY Al ki
noeEls o TS EVIS &L P y
GLDats =
., NerchantMumi
|karlfinediens ¥ ¢ >
File parne: | Chieck Register.ads w | Al files () w

9 ﬁ Qpen |'r Cancel

Notice the path and file name have now been populated in the General Ledger Import Wizard window.
Click Next to continue.
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T General Ledger Import Wizard H

Sebact the pourcs Ha in mpod OR
Lt and Paste the data iom Excel bo the grd beiow.

Sedart & e ho Inpart, o

|C".L| sors Pubbe\ T ey Solbwate\\TulonalG LD stat\Check Ragser d:

Paste hom Exced
Fiedd 1 Field2 @ Fwdd3 | Fieldd | Field5 | FieldE Fiﬁd?_FiddEg
.
=
. |
[+1 | i

Then chek ‘Next’
wo | [ ow | 5T i TR

The “Select a worksheet or range” screen is designed to allow the user to select the appropriate
worksheet from an Excel® file

that contains the data to be imported. If you can see your data from the Excel® file in the grid, simply
click the Next button.

If prompted to select a worksheet then please do so.

If you choose source data from a Microsoft® Excel® file, data can be copied directly from the Excel®
spreadsheet and pasted directly
to the software by selecting the Paste button.

A B cC D E F G

Date Check # Account Vendor/Description Amount Veid Account Bumber
171072018 46365 Main Around the Horn $7,251.52V 4444444
171072018 46366 Main Berglunds anabbkdp £6,637.61 44449444
171072018 L6367 Main Split Rail Baer L Ale 57,380,411 4444444
171072018 46368 Main Familia Arquibalds $953.19 4444444
171042018 463659 Main Santé Gourmet 57,036.54 499499494
171072018 45370 Main Seven Seas Imports §5,559.86 q444444
1/710/2018 46371 Main Botcom=Dollar Markecs 52,314.37 444494494
171052018 48372 Main Frnst Handel §6,8582.28 4444444
171072018 46373 Main Drachenblut Delikatesssn $7,918.62 4444444
171072018 46374 Main Piccoleo und mehr 53,652.62 4494494944
171072018 456375 Main Save-a-lot Markecs SEEE.43 4444444
17102018 46376 Main Hungry Coyote ImMpoIt Store 56,998.88 44494494
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Tt General Ledger Import Wizard [ x |

Sebact the pourcs He io mmpod OR
Lt and Faste the data hom Ewced bo the: gnd bedow

Selenrd @ filbe b inpat, o

Swiact Fis
Paste hom Esxcel
Fy Field2 | Fwdd3 | Fueldd | Field5 | FieldB | Fiedd 7 FWE%
e | |
Paie
I |
[«] I il

Then chek "‘Next’

Help I Cancel | [ Mot » I H |

The screen below shows the check issue data pasted from an Excel® Spreadsheet.
ir General Ledger Import Wizard

Sefact the souics fe i mmpod OF
Cut and Faste the data hom Exced bo the gnd below

Sdencd b b npoit. o0

Seiact Fis
Pasbe hom Excel
Field 1 Fald 2 | Fiedd3 Fiekd 4 Finkd 5 ﬁg
i [Date Check B |Accoudt |VendonDemcrphon | Amound |V
. & AENG | 46365 Main Aspund tha Hom fras1e2 |V

[y A VA0TINE | 4538E Main Besghunds snsbbkiop | $E.637 61
SII0/NG (46367 |Man  |SpkAslBesrbile [$7.360.01
AVALTINE | 45388 Main Familia Auguibalde $95313
FV1072N8 (46368 [Man | Sané Goumet $7.036.54
F VNG (46370 |Main  |Seven Seasimpots |$5.599.85
AEma 146301 M ain Botiom-Dolls Markeds  |$2314.37 _Iﬂ

4

4

Then chck "‘Mext'

Heo ] Cancel | [ bews | : |

Click the Next button.
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3. The General Ledger Column Mapping screen (below) enables the user to identify what information
is contained in each column on the import file.

Simply highlight a column, and then select the appropriate column mapping from the drop down for the
data.

Be sure to map the required columns:
--Date

--Check Number

--Amount/Amount Reverse Sign,

In addition, if you are enrolled in Payee Positive Pay, map:
Payee (Description)

i General Ledger Column Mapping n
Thsmuﬂk{s}wse‘eﬂmhaﬂiﬂnaﬂdﬂcﬂe snbcla!-lml'errdﬂe

-t skip the cobumn, Snd do not mgoet [rad)] ||ﬂEf¢l-.¢| j
~impor the column snd assign @ 1o & feeld [green)

“fow do NOT reesed 1o map every ield [ save as defaul
Resmesmbar: "o bepicaly oy nesd bo map Duste. Amcint

ared ChackMumber,

iy e W codumnne: youl need B imapecet [chick the column Lo sadect)

Field 1 Fsld 2 Faeld 3 Field & Foeld 5
iendon Thepcaption | Amount Wi

1/10/2008 daourd the Hom | $7.251.52 v
1AaNE Bt g mmrlﬁ.l'ﬁ'."m
1A2Me 1 : St Aol Bieer & Ak §7.360.41
1A2nE Famdhs Arqubaide |$55319 v

ey S P e ﬂ
[ERlHen|  Hew | | [T

Amount notes: The system expects issued (cut/printed) checks to be negative and voided checks to be
positive.
If your issued / cut checks are displayed as 'negative’, simply map them as ‘Amount’

However, if your issued / cut checks are shown as a positive amount - map the field as 'Amount
Reverse Sign'.

Example, in the screen below - the checks are displayed as 'positive, therefore we mapped the column
as 'Amount Reverse Sign'.

Reminder: Payee names should be mapped as Payee (Description) for those who are creating check
issue files with payee name
data.
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1 General Ledger Column Mapping ﬂ
Thsmeeﬂi:h)msehc!mhanhrnaﬂdecﬂe Snbcla!-luppnghrrdﬂe

b sk thes column, and do not mmpot [red] |||:Hu.i:| ;I
~mpord the column snd assign f 1o & field [green)

“fow do NOT resed 1o map every hield [ save an defoul
Resmember: “ou typicaly only need bo map Dalbe. Amount

ard CheckMumbar,

Oy enag the codumine you need 8o impon [chck the column lo selec]
[Fayes Descnpton) ]
Fiskd 1 Fiskd 2 Field 3 Fiekd 4 Fskd 5
Date Chesch 8
1102008 | 45385
1102018 | 46365
1INE | 48367
Imwzms [4362

M e L ey
Ly

[Bulnes| b | | [ tea>

4. Mapping notes:

« Debits: when importing debits as positive transactions, map the column for the amounts as
Amount_Reverse_Sign. This ensures

that the debits will be viewed as balance decreasing transactions.

*Account numbers are not required in the input data, and do not need to be mapped.

*Optional (the system automatically defaults the correct RA and VA) - Action indicator: Identify
void or deleted items. The action indicator should be included in the source data that is loaded to the
File Formatter software within a separate column:

- Register Adds: Default, no action necessary.

- Register Deletes: Action indicator of “D”.

- Void Adds: Opposite +/- of default items.

- Void Deletes: Opposite +/- of default items and action indicator of “D”.

*You need to map the columns only one time (or whenever you change the format of the input
data).

*The section above the column field numbers (Field 1, Field 2, Field 3, etc.) switches from red
to green ( as shown in the screen below) and lists the selected mapping. Repeat for all required
columns.

IMPORTABLE RECORDS

1. The “Review records” screen displays a list of the importable rows and invalid rows. To review the
list of Importable records, click on the + (plus sign). The records listing will expand and display a list of
importable checks, and the basic check information.
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(s § Review records n

Fievinw the sumimany b,

W it appeses comect, press Hed' bo continus. Othevase, chek the '+ sgn lo
the ledl of Hhe summany Lo renasse the detal

= ;ﬁ:lﬁetu\d:
Aot 8 of reconds From Ta
|l Ipeoitatie (8454 502 73 % 1hvane  1A0ang
B ol reaid
o) |l Il 10w 1
You just imported
Pret C I Neot > ;:..-L:::I:rd*..hh:n:

The invalid row is the row of column headings. The File Formatter automatically marks header rows,
footer rows, summation lines, and blank lines as invalid. For each row that is invalid, a check mark will
be placed in the appropriate column indicating why the row was invalid. In the screen shot below, the
invalid row was the column header - and therefore didn't contain valid transactional data.

[ § Review records

Fiewvinw the sumimany b,

I it appeses comect, press Hed' bo continus. Dthevate, chek the '+ sgn lo
the ledl of Hhe summany Lo renasse the detad

= [AN Riecerds |
Aot 8 of reconds Froem Ta
+ |l Ipeoitatde (8454 502 73 % 1hvane  1A0ang
B ol fesaid
= |. |rrvabed 1o | 1 |
Ll L] Desenplion Chmck [t Drveaiid
[Date  |verdwDen|Checke |
You just imported
our records. Click
Prirk | Cancel | | Heots |t

2. Once you have verified the importable information is accurate, click the Next button. If you wish to

cancel
the import process and try again, simply click the Cancel button.

3. Click Finish to complete the General Ledger Import Wizard.
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(s § Import completel! ﬂ

Congratulations!
Tha file has been succassilly mpoted
By completing this Wizard, you have leamed how
to setup an account, by simply mapping the
impark file weith our paoant and chek nter facs.
The Import process, along with the Transmission

process (next) can be fully automated using our
automation tools.

Press Fmish to close this window.
Then, from the Home Page, salact "Create Fila'.

| | ne |[CEma]

Please proceed to the next section "Create and Transmit the File".

1.10.7.1.5 Create and Transmit the Positive Pay File

Positive Pay File

Creating and transmitting a positive pay file to BMO Harris.

1. Select “Create File” to create the check issue file and begin upload process.

Bank Positive Pay
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Sample

1
=3 ¢
|

Add a Record

.

Import Check Register

PN

L

Go To Create File Page

R

Setup

2. Click the Go To Create File Page and then click on Create Issue File to create the Positive Pay file

Samgphs. Theew are BOS reconds 10 ansmd al s e, rangng from 0171 V2017 theu 120520128 Press the 'Create’ bution on the botiom of the page 10 create and Fansmil the e, I
yiou wash, you may e The reconds andion moddy any of the setings below

A rarsmnissaon method P not Deen Selecied. Please Fansmil B M maraly

“four trans misson fils can be found (afier pressng the bution beiow) at - G sers Pubic' Treasury Software! To Bank\sample_acoount_trarsmit b

Crosls lssus Fis

The created file will be saved as noted in the third paragraph displayed on the screen above.

*The first paragraph on the screen indicates how many records will be included in the transmission file
(in this example, there are 605 records).

« The second paragraph indicates the selected transmission method. (This will always be Web Upload.)
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« The final paragraph displays where the transmission file will be saved.

The default directory for the file is the C:\Users\Public\Treasury Software\To Bank

The default file name is the name of the account, followed by an underscore and the word ‘transmit’.
The file will always have a .TXT file extension.

3. The program provides you the option to view the recently created file. Select the Yes button if you
want to view and verify the file format.

View the file? EX|

File crested. Transmit the file per yaur procedures:
ClUsers' Publich Treasury Softeare’\To Bank\sample_sccount_transmittd
Wiauld you hke te view the file?

'

Yes | Mo I

4. The Check Issue File created is displayed below.

| sample_account_transmittxt - Notepad
File Edit Format ‘iew Help

FBBIJH,SE?EQ 00202001210000080a53297 A1,/11/17 EAST BAYSHORE AUTO M
289123456769 GODOR0O102000088349582 @1/15/17 BANK OF ANYCITY
898123456789 ooededaloloocasaaloede @l/15/17 FEDERAL TREASURY
88123456789  0O2E800124000000820889 91/15/17 STATE BOARD OF EQUAL
BOR123456789  0009029125000908121431 @1/15/17 STATE FUND
808123456789  00B92020120800900930834 @1/15/17 STATE BOARD OF EQUAL
GOE123456789  000OR0018T000201236289 81/15/17 QUICKBOOKS MASTERCAR
a8a123456789  00002221230002808952180 21,/15/17 CALOTL COMPANY
808123456789  0OBOD001090900000314688 Q1715717 STATE BOARD OF EQUAL
Q28123456789  0002R22110000200a71256 @1/21717 SERGEANT INSURANCE
aee12345678%9 coooegolllecooencn2and @l1/31/17 BAYSHORE WATER
GOR123456759  0009000112000000029580 81/31/17 BAYSHORE WATER
Bee12345678% ceocoopolllcecoenasizes @1/31/17 C.U. ELECTRIC
Bee123456789 cooDR0Qlldboooe80623680 @1/31/17 CAL TELEPHONE
820123456789  000Q000115806901375909 @1/31/17 PATTON HARDWARE SuPP
888123456789  0OS9eBR0]1so0B00081388@ @1/31/17 BAYSHORE CALOIL SERV

5. After file creation a web browser will then open to the BMO Harris Online Banking for Business
(OLBB) login screen:
https://www21.bmo.com
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Sign In to Online Banking for Business

CustormeriD: 111111
UsariD: 11111

Password: LD
Forge! my password ¥

[] Remembermy Customer ID and User 1D ?

PRTrusteer

Secure Yol Browsar

6. After you login to Online Banking for Business, select the Account Information tab and navigate to
File Transfer Facility (FTF).

Home Aocount ‘ayments Investments & Adminiztration Solutians
Information & Trading B &

Receivables Products Preferences Resources
Paymencs & Frint Help
Receivablas
fecount Transfer

ACH F'_1-,'|'.|I:-:1ls:?.- .Rr.'l.l:-i-.'db l:-s.u

far

File Tramster
b Facility
Lockbox lmaging

Recon Receivables Seniae Qwendsw
Management T

Tk = dvdvanta T =55 oppaituniies al home o

ou nesd & Seanined collscions pocsss The right

Stop Payment

lax Payment

Wire Payment

Wire Payment ‘=

Bulleting
Global Solutiors Condnuesd
I iy A U T
Cumion’ and Trort Ui ged v Emablish robustistemal conimis and user pemssns
Fagss
i . inted hillng o v
i b w
Acicraay Uer B £ Gres v §inkal eoktigne sre aoome sgh a mngis of y

7. Click Send File to initiate the file upload process.

« Select the appropriate Product and Document type from the dropdown menu
« Browse to attach your file

« Click Send File to upload your file.

Bank Positive Pay
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Send File

Produd AR _}

Docum-ant ISSUE_WITHOUT_PAYEE
Filie b0 send ISSUE_WITH_PAYEE

"-":-E\.‘-;' File Lend Fae

8. To view a history of sent and received files, go to Account Information tab > File Transfer Facility >
File History.

EMO Financial Group
BMO 9 BMD Harris Bank VIRaEiS 3 Wil prngnrt Ask s »

Account

Account Information k‘:_ Frin u

Baiancs R

File History
Eeh COnd ST BOOR
Chch Imadgng
Desinits Ondine Cards
=0 - HoL kN A thckrgmes -

Sale:hon

E-abaismenis

Fibe Trandder Facdity Search

Awcon Management

Drcaanbnsd R ST

1.10.7.1.6 FAQs

Frequently Asked Questions

Do | use Amount or Amount Reverse sign?

How do | delete a record?

How can | delete an entire import?

Do | use Amount or Amount Reverse sign?
Amount is used when the records on the file are issued checks, and the amount on the import file is
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listed as a negative amount. Amount_Reverse_Sign is used when the records on the file are issued
checks, and the amount on the import file is a positive amount. The File Formatter requires Issued
Checks to have a negative amount, and Void Checks to have a positive amount.

| entered the wrong Bank account number and/or Bank number. How do | fix this?

Click the Settings tab > Enter Bank Express Code. Select the Resume Startup tab

and click the Resume button. This will re-enter the Account Creation wizard and bring you to the page
where the Account Number and Bank Number are entered. Correct the entries as needed, click Next,
and then click Finish to save the changes.

How do | change where the Issue File is saved?
Click the Settings tab > Transmit to Bank. Select the Local File tab, and modify the Transmission file
location textbox. The Transmission File Location must include both a file name and extension (.TXT).

[ § Transmissign Options ﬂ
| Transmission Wethod | FI'Dl H‘D:\dnnm| Deyrammc Mnrn-'lgl E-mail Trangmas | »
Selact mansmizsion mathod
% Moo - Thes fle will be coaabed but rod ransmithed

T FTP and SSLFTP [FTPS) Meed cartfcates? Lse S5H below,

" S5HFTP [SFTF] - Saecured wing S5HZ 55H 5ot

r ‘Wish Uplaad - After e craston, the gpelam will open pou rbeinst
bicwwses. iow vell Hher peerform pow upload routine

[ it vmvnns My softvrane comanybown biml

r~ Emad - After b copation, the syshem vall aftach the fle to
an el

¢~ Other - Command ire intedace [thell] bo ancther soltware pack age
suach &6 Im:h'sWﬁ_FlP

[ 55H. DperPGP aned S5L with cestiicates wih W5_FTP inlegration
[see lab S5H, DperGP, S5L with cerificates’ for sehup)

I riost i atingy wath WS _F TP, mnbes the commard lne below
I Tost

Close Help

How do | delete a record?
Select the View tab > All Reports. From the drop down select the All Records Report and choose a
date range. Now select a record in the grid, and click the Red X on the toolbar.
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Adisnd  \View  Expodt

S @3 Y =X el

[M Recorts =] M Peods | From Ta Run
> o

Drag a colygh header here to group by that column

Ciabe ¥ Amount X MHame E ID_MNumbsr E Import_Mumber X SEC Code F Trarsmission_log E

%

OE2015 -53.088.33 Franchi S.pA 102 PR 102

» PEEEDE FFD
QANE2015 -5539.06 Bomom=Dollar M 1z FFD 02
QAER015 5287306 \Warsan Herkky 02 PPD "z
Q062015 5337454 La masson disse 102 PR 102
0ANE2015 -88057 55 Faenilia Arquibal 1z FFD 102
QA0ER015 5379761 Hungry Coyote L 02 FFD a2
0062015 -5T 24281 ‘warian Herkku 102 FFD 102
002015 -85.20945 Simnons bestro 02 FFD 102
QAE2015 =55.593.79 Folk ochfa HE 2 FFD e

How can | delete an entire import?

From the Home tab select Delete Entire Import. Highlight the import you wish to delete and click the
Red X on the toolbar. Deleting an import will remove all records from that import file from the File
Formatter database.

Adbions  View  Export
=0 O30 %= XHw» % RecordbDetal @
|h'rﬂ'ﬂﬂ|-ﬂ‘i“ = Parices _J From Ta Rurm

1
Crag a column heasds D group by that columr
Imnport_Mumk E ImportedOn X From E To E| Count Z Amcunt  E FileNsme X
0EN2205 0153, 01nn2018 ona2ms (454,802 73) Copry and Pasbe
102 030R2015 0914 CR0EZ015 03DE2015 o1 %445 £04 05} ACH_with_Acco
m 0302015 0355 12052018 1215208 2 (SE0000) Integration.sal
100 03042015 0254 oNuANT 12n5%2mae 53 (5507774 Z2) Integraton sgl

When Importing an Excel® file, my dates convert from MM/DD/YY to numbers. How do | avoid
this?

Close the Excel® file when you are importing it into the File Formatter. When the Excel® file is open
during the import process, Excel® converts the dates to Julian format, which will be rejected by the
File

Formatter for an “Invalid Date.”

Can | manually add a record without importing? Yes. Click Edit > Add Record and enter in the
check
information on the form. When finished, click OK.
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I need to resend a transaction to the bank, how do | do this? From the Home tab select Delete
Entire

Import. Highlight the import you wish to delete and click the Red X on the toolbar. Deleting an import
will remove all records from that import file from the File Formatter database. Now you can re import
your data and create the file.

How do | enter my license codes?

Click File > Enter/remove License Codes. Enter in the License ID and License Password and click

the Register button. If prompted to complete the Authentication process, please follow the instructions
provided on the screen.

Can | also select the ACH Universal or Bank Reconciliation option to format a check file to
transmit to BMO Harris Bank?
No. The Bank Positive Pay file option is the only option for selection by BMO Harris Bank clients.

Check Issue File Formatter is software offered by Treasury Software Corporation. BMO Harris Bank
N.A.

and Treasury Software Corporation are separate legal entities, which are not affiliated with each other
in

any way by common ownership, management, control, or otherwise. The content, availability, and
processing accuracy of the Treasury Software products are the responsibility of Treasury Software
Corporation. BMO Harris Bank N.A. makes no representations or warranties as to the suitability,
fitness,

accuracy, completeness or timeliness of the information provided, including any information or service
provided by Treasury Software Corporation.

Third party web sites may have privacy and security policies different from BMO Harris. Links to other
web

sites do not imply the endorsement or approval of such web sites. Please review the privacy and
security

policies of web sites reached through links from BMO Harris. Microsoft®, Excel® and Access® are
registered trademarks of Microsoft Corporation in the United States and/or other countries. Banking
deposit

and loan products and services are provided by BMO Harris Bank N.A. and are subject to bank and
credit

approval. BMO HarrisSM and BMO Harris BankSM are trade names used by BMO Harris Bank N.A.
Member FDIC.

1.10.7.1.7 Support Phone Numbers

Additional Support

Treasury Software - all questions related to the software and use

If you have questions regarding the check file creation and formatting process call 1.866.226.5732 or
access

online help at http://www.treasurysoftware.com/contact-us/index.aspx

BMO Harris Bank

If you have questions on how to upload your file via the FTF module of BMO Harris Online Banking for
Business,

call the Client Services Help Desk at 1.866.867.2173.
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1.10.7.2 Wells Fargo
Wells Fargo

This format is identical to 915, but it is used when there are multiple accounts, and the transmission
record needs to include the 'master' account number, and not the account number in the detail.

Note: Of course when transmitting the master account, the header record account number, and the
account humber in the detail will be the same.

Master bank account number This should be the same number in all of your account.

Bank number Typically a 3 digit number, but in no case larger than 5. Again this should
be the same in all of your accounts.
Full sign on record Again, this should be the same for all of your accounts. It will have been

provided by your bank and should be similar to
$$ADD ID=ABCDEFGH BID="COMPANY ARP INPUT FILE'

Bank account number - detail This is for the account you are working in. This will be the 'variable'
between each account.

s ™
(5 Account Wizard k . Elﬂlﬂ

Pleaze enter the information below, as requested for

Master bank acct # [Header]  [123456789

Bank nurber, 5 digits or less [Header] |?EI?

Full zign-on recaord, ie. $3400 ID=ABCDEFG etz [Header) |$$,.5,DD ID=ABCOEFGH BIC

Bank account number in detail [Detail] |EBBBBBBEEBB

[f the infarmation iz not available, simply press the 'Cancel’ buttan, vour wark, up bl nows will be zaved. Do naot
uze thiz account until pou enter thiz infarmation,

Toreturn to thiz zcreen at a later time, select from the main menu File', then 'Options', then the 'Aesume
Startup' tab.

Cancel < Back Mest »

How does this look in the transmission file output?

Bank Positive Pay © 2017 Treasury Software




Bank Positive Pay

Full sign on record

E$ADD ID=AGBCDEFGH BID='"Company ARPF INFUT FILE'I

8188888888883 200000725152ARCUND THE HOEN

Bank Master account Account number in detail

number number

Bank Express Code 918
1.10.7.3 Scotia Bank

Scotia Bank Positive Pay

Bank Express Codes: Please contact your representative for codes.

Note: There are two formats - CAN and USD. The only difference between
the two is the currency field in the header ('A") record, positions 35 - 37.
The Canadian format is auto-populated with CAD, the US with USD.

Setup and use

The vast majority of Bank Express Codes don't require a help page - but the format here is a bit
involved - if you choose.

You'll need to map (at a minimum):
--Date

--Check Number

--Amount

In addition, while an optional field, wee would also recommend:
--Payee/Description
All other fields are optional.

Only if you choose to map the optional fields - which relate back to 'Payee Image Zones' (refer back to
Scotia documentation), then map the fields per the following chart:

Treasury Software Scotia Bank
Textl Payee Image Zone 1
Text2 Payee Image Zone 2
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Text3 Payee Image Zone 3
Text4d Payee Image Zone 4
Text5 Payee Image Zone 5
Text6 Payee Image Zone 6
Text7 Payee Image Zone 7
Text8 Payee Image Zone 8
Text9 Payee Image Zone 9
Text10 Payee Image Zone 10

Again, these text fields and 'Payee Image Zones' are optional - and are only mapped if you have arranged to
do so with Scotia.

1.10.8 FAQ's
Enter topic text here.
1.10.8.1 | am switching banks but | need to keep my old account

If you ever decide to switch banks we recommend that you keep your old banks
Positive Pay account until the account is completely closed. What we suggest for
you is to create a new account. You first will need to get the new banks file format
and then we will send you the new bank express code. Once you receive your Bank
Express Code from Treasury Software you will want to setup your Positive Pay
software. To setup your software please do the following:

1. First let's setup a new account. You will want to first select File then select New
Account
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HOME REPCRTS SETTINGS HELP

? B H 5 O

A

Home Backto Cuick Imnport Adda Untransmitted Go To Create All
Welcome  Start Transactions = Record Records File Page Reports
Mavigation Commen Activities

Sample

Add a Record Import Check Register

©

Mew Account
Open Account
Delete Account
Recent Accounts

Upsize / y Account

Backup

Enter / Remove License Codes

Exit
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2. Select Create an account + ADD it to your catalog

B3 Account Wizard — O >

]
-+ W'elcome to the Account \Wizard

Each account cantaing itz own zettings and can be custamized ko fit yaur
needs.
Add an Account

- CREATE an account + ADD it to pour catalog,
Alwans zelect thiz aption if pau are the only one wzing this sustem.

~ ADD an EXISTIMG account to your catalog.
Select if anather uzer created the accaunt.

Cancel Hest >

3. Enter in the Name you want to call the account and make sure you select
Positive Pay. (See below) Then select the Next Button
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B Account Wizard — O >

-+ Create the Account

The Account name:
--will identify the account in the ‘Socount Selectar’,

-z uzed ag the file name on pour hard drive (o gpecial characters pleasze),

-z the only zetting in thiz “Wizard that cannot be easily changed

Account Mame  [MAME wOUR ACCOUNT]

‘checking’, ‘payrall’, 'State_Bank', etc..]

" ACH Universal * Pozitive Pay (" Bank Reconciliation

Cancel ¢ Back Hest >

4. Once your account is created select the SETUP icon on the main page.
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FILE HOME REPCRTS SETTINGS AUTOMATION HELP
| =L =
[ ] . L —= = Tne ||=|j
A0 @ 5 B B
Home Backto Cuick Import Adda Untransmitted Go To Create All
Welcome  Start Transactions = Record Records File Page Reports
Mavigation Commen Activities

My POSITIVE PAY

Add a Record Import Check Register

Go To Create File Page

x

Setup

5. Select the Bank Code tab and enter in the bank express code into the bank
code box and then select Update Bank Information
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B8 Options >

mpo Epo ystem esume Startup  Bank Code | Custom
Import | Reporis | Syst BAl | R Start Bark Code | Cust

YWhat iz a Bank Expresz Code?

The Bank Express Code iz a quick and easy way ta et your bank's tranzmizzion file
format.

Haowe do | get a Bank Express Code?

Fleaze email support311&@treasuyzoftware, com and attach vour bank's file format
in electranic format. Do not send private account infarmatian.

Enter your Bank Code

The bank code iz uzed when creating a new account and during 'resume
gtartup’ of an account. |t doez not automatically apply o accounts already
created. To an exizting account click 'Fesume Startup’.

Bank Code: Idpdate B ank. Infarmation ‘/

Bank Mame: |Treasury Software

Don't want to uze a Bank code [for whatever unknown reasong]? Switch bo pour
account (it iz account specific], and farm the main menu 'File', 'Options'. 'Tranzmit to

Bank', 'Data’ tab.
Cloze

6. Then select YES to apply the code.
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B9 Options

Impl:lrtl F‘.ep-nrts] Syrstem] BAl l Resume Startup  Bank Code l C.ustuml

“what iz a Bank Express Code?

The Bank Express Code iz a quick and easy way to set your bank's tranzmizsion file
format.

Haows do | get a Bank Expreszs Code?
| Fleaze emaill supportdl 1 @ireasumzoftware. com and attach vour bank's file format

Apply the code to this account?

Would you like to apply the code for this account as well? (Yes - recommended)

es Mo |

[ | BEnE WAMEFirzt Bank of Ay Town | |

Dan't want to use a Bank code [for whatever unknown reasonz]? Switch to your

account (it iz account gpecific], and form the main menu ‘File', 'Optionz'. Tranzmit bo
Bank', 'Data' tab.

Cloze

7. Then enter in the information on the next screen. This information may be your
banks routing number, account number or even a bank number. Now your "bank
number” will come from the bank. Then select NEXT to finish the wizard.
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B Account Wizard

+
] Please enter the information below, az requested for BMO Harniz B anl.

Yaur Bank Account Murmber

Y'our Bank, Murmber

|01 23456724
029

[f the infarmation iz not available, zimply press the 'Cancel’ buttan. our wark, up tll now will be saved. Do not

Lze this account untl vou enter this information,

Toreturn to this soreen at a later time, on the Settings tab, click the Impart, System’ contral, then the 'Besume

Startup' tab.

Cancel Hest >

8. Then select Finish to create your Positive Pay Account!
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B Account Wizard — O >

-* Congratulations!

Y'ou have successfully zet up the Wy POSITIVE
P&y" account.

Fraom here

{* Switch accounts and work in "My POSITIVE PAY"

Cancel | Finsh

NOTE: Once your account is created make sure you back up your account!

From the main menu, select File > Backup!

1.10.8.2 Can | have a bank express code for my bank.

If you need a bank express code for your bank you will need to do the following for
us:

1. Let us know what bank you are going to be working with each day.
2. Send us the bank file layout that your bank accepts.

If you are wondering what the bank file layout may be well that is the setup of how
your bank will accept your file. This normally comes in a written document from the
bank. It states the parameters of the width and justification of each item they want
in the file. A example of what we are looking for is below:
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Detail Record
FIELD FIELD

MNO. DESCRIPTION LENGTH POSITION VALUE FORMAT
] Right Justified

1 Account number 12 01-12 Mumeric Zero Filled

0 — Outstanding
2 Record Type Code 1 13 Alpha V — Void
) S10)

3 Chesk | Seral 10 14-23 Numeric Right Justified

Zero Filled

9{10)vog
Right Justified

4 Amount 12 24-35 Mumeric Zero Filled

Mo decimal, commas

or dollar signs

MMDDY Y

] 36-41 . ¥YMMDD
2 Date 8 36-43 Numeric MMDDYYYY
Y MIMDD

3. Once you get that document please contact our Support department and send it
to us.

4. If we do not have your bank format on file we will be happy to setup the file
format and assign it a Bank Express Code. The development team creates and
publishes these codes on Monday.

1.10.8.3 What do I do once | get my Bank Express Code?

Once you receive your Bank Express Code from Treasury Software you will want to
setup your Positive Pay software. To setup your software please do the following:

1. First let's setup a new account. You will want to first select File then select New
Account
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HOME REPCRTS SETTINGS HELP

? B H 5 O

A

Home Backto Cuick Imnport Adda Untransmitted Go To Create All
Welcome  Start Transactions = Record Records File Page Reports
Mavigation Commen Activities

Sample

Add a Record Import Check Register

©

Mew Account
Open Account
Delete Account
Recent Accounts

Upsize / y Account

Backup

Enter / Remove License Codes

Exit
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2. Select Create an account + ADD it to your catalog

B3 Account Wizard — O >

]
-+ W'elcome to the Account \Wizard

Each account cantaing itz own zettings and can be custamized ko fit yaur
needs.
Add an Account

- CREATE an account + ADD it to pour catalog,
Alwans zelect thiz aption if pau are the only one wzing this sustem.

~ ADD an EXISTIMG account to your catalog.
Select if anather uzer created the accaunt.

Cancel Hest >

3. Enter in the Name you want to call the account and make sure you select
Positive Pay. (See below) Then select the Next Button
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B Account Wizard — O >

-+ Create the Account

The Account name:
--will identify the account in the ‘Socount Selectar’,

-z uzed ag the file name on pour hard drive (o gpecial characters pleasze),

-z the only zetting in thiz “Wizard that cannot be easily changed

Account Mame  [MAME wOUR ACCOUNT]

‘checking’, ‘payrall’, 'State_Bank', etc..]

" ACH Universal * Pozitive Pay (" Bank Reconciliation

Cancel ¢ Back Hest >

4. Once your account is created select the SETUP icon on the main page.
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FILE HOME REPCRTS SETTINGS AUTOMATION HELP
| =L =
[ ] . L —= = Tne ||=|j
A0 @ 5 B B
Home Backto Cuick Import Adda Untransmitted Go To Create All
Welcome  Start Transactions = Record Records File Page Reports
Mavigation Commen Activities

My POSITIVE PAY

Add a Record Import Check Register

Go To Create File Page

x

Setup

5. Select the Bank Code tab and enter in the bank express code into the bank
code box and then select Update Bank Information
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B8 Options >

mpo Epo ystem esume Startup  Bank Code | Custom
Import | Reporis | Syst BAl | R Start Bark Code | Cust

YWhat iz a Bank Expresz Code?

The Bank Express Code iz a quick and easy way ta et your bank's tranzmizzion file
format.

Haowe do | get a Bank Express Code?

Fleaze email support311&@treasuyzoftware, com and attach vour bank's file format
in electranic format. Do not send private account infarmatian.

Enter your Bank Code

The bank code iz uzed when creating a new account and during 'resume
gtartup’ of an account. |t doez not automatically apply o accounts already
created. To an exizting account click 'Fesume Startup’.

Bank Code: Idpdate B ank. Infarmation ‘/

Bank Mame: |Treasury Software

Don't want to uze a Bank code [for whatever unknown reasong]? Switch bo pour
account (it iz account specific], and farm the main menu 'File', 'Options'. 'Tranzmit to

Bank', 'Data’ tab.
Cloze

6. Then select YES to apply the code.

Bank Positive Pay
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B9 Options

Impl:lrtl F‘.ep-nrts] Syrstem] BAl l Resume Startup  Bank Code l C.ustuml

“what iz a Bank Express Code?

The Bank Express Code iz a quick and easy way to set your bank's tranzmizsion file
format.

Haows do | get a Bank Expreszs Code?
| Fleaze emaill supportdl 1 @ireasumzoftware. com and attach vour bank's file format

Apply the code to this account?

Would you like to apply the code for this account as well? (Yes - recommended)

es Mo |

[ | BEnE WAMEFirzt Bank of Ay Town | |

Dan't want to use a Bank code [for whatever unknown reasonz]? Switch to your

account (it iz account gpecific], and form the main menu ‘File', 'Optionz'. Tranzmit bo
Bank', 'Data' tab.

Cloze

7. Then enter in the information on the next screen. This information may be your
banks routing number, account number or even a bank number. Now your "bank
number” will come from the bank. Then select NEXT to finish the wizard.
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B Account Wizard

+
] Please enter the information below, az requested for BMO Harniz B anl.

Yaur Bank Account Murmber

Y'our Bank, Murmber

|01 23456724
029

[f the infarmation iz not available, zimply press the 'Cancel’ buttan. our wark, up tll now will be saved. Do not

Lze this account untl vou enter this information,

Toreturn to this soreen at a later time, on the Settings tab, click the Impart, System’ contral, then the 'Besume

Startup' tab.

Cancel Hest >

8. Then select Finish to create your Positive Pay Account!
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B Account Wizard — O >
m .
-+ Congratulations!
Y'ou have successfully zet up the Wy POSITIVE
P&y" account.
From kere

{* Switch accounts and work in "My POSITIVE PAY"

Cancel

NOTE: Once your account is created make sure you back up your account!

From the main menu, select File > Backup!

1.10.8.4 How do | change the location of my Positive Pay file once it is create?

Have you ever wanted to change the default location of your Positive Pay file? By
default the location of your file is located at C:\Users\Public\Treasury Software\To
Bank\"Account name" .txt

You can change the location by following the steps below >

1. From the main menu select the Go To Create File Page icon.
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FILE HOME REPORTS SETTINGS HELP

ﬁ Ej !'. _——_El_ z§ ||=|j ES Delete Records

. ) B}“ Delete Entire Im
Home Backto Quick Import Adda Untransmitted Go To Create All

Welcome  Start Transactions * Record Records File Page  Reports 9 Mark Records T
Mavigation Commen Activities Coooops
Sample

>

Add a Record Import Check Register

Go To Create File Page

Setup

2. Then select Chage transmission file name/location on the right side of your
screen (see the red arrow).
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T HOME | REPORTS  SETTINGS  HELP
3 ==t — = = =
ﬁ ;j , .. 35; E‘i = |TD ER Delete Records

=

[3% Delete Entire Import =
Home Backto Quick Import Adda Untransmitted GoToCreate  All BAl  Transmission File QuickBooks
Welcome  Start | Transactions = Record Records FiePage  Reports | D MerkRecordsToResend | Upiliies  Consolidation  Integration
Navigation Common Activities

Qoaoops Utilities
There are no records to fransmit at this time.
A transmission method has not been selected. Please transmit the file manually.

Review uniransmitted records, add manual records, andlor delete
Your transmission file can be found (after pressing the button below) at - C:\Users\Public\Treasury Software\To Bank'sample_account_transmit txt

Change transmission file name/location

e

View archived transmission files
View last file

Create Issue File

3. Select the location where you want the file to go. This is the file that you want to
send to the bank!

#% Transmission File Save As

LN « 05(C:) » Users » Public » Treasury Software » ToBank v O Search To Bank el

Organize » Mew folder

# Graphics2016 Mame Date modified Type Size

Pelicies =] sample_account_transmit 4/10/2016 9:33 PM

w2

Text Document 2KB
f@ OneDrive
3 This PC

[l Desktop

Z| Documents
* Downloads
J‘) Music

&= | Pictures
B videos
e O5(C)

¥ Netwnrk 7

File name: POSITIVE PAY_transmit|
Save as type: | Text (*.txt)

# Hide Folders Cancel

4. Once the location has been changed select Close!
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1.10.8.5 Why didn’t my file transmit to the bank?

There are a number of different reason's why your file did not transmit to the bank. Take a look at the
list below to determine why it did not happen.

1st did you contact your bank and see how they wanted you to get the file to them?

Your bank determines the method on how the file can be sent to them. See the image below on the
different methods that ACH Universal has to offer, but again your bank is the one that determines it:

B3 Transmission Options x

{Transmission Method ] FTe | FTP Advanced | Dynamic Naming | E-mail | Transmi <[ »

Select transmizzion method

* Maone - The file will be created but not transmithed,
" FTP and SSL-FTP [FTPS] Meed certificates? Use S5H below.

~ ) ) .
S5H-FTP [SFTP] - Secured uzing 55H2 SEH Seffings

~ wieb Upload - After file creation, the spstem will open vour internet
browser, ou will then perform your upload routine.

|http:.-’a’www.treasurysnftware.u:u:uma’an_l,ltnwn.html

¢~ Email - After file creation, the system will attach the file ta
an email.

~ Other - Command ling interface [zhell] to another saftware package
zuch az |pawitch'z WS_FTP

r 55H. OpenPGF and 551 with cedificates with 'WS_FTP integration
[zee tab 'SSH, OpenPGF, S50 with certificates’ for zetup]

If not integrating with \WS_FTF, enter the command line below:

Cloze | Help |

2nd if the bank wants you to upload the file to them did you log into the banks
web site and upload the file?

If you did not log instructions from the bank regarding logging into your bank
site you need to contact them directly. They are the ones who can assist you
through this process. We do not have ID's or password's from the bank.
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3rd if you uploaded the file were there any errors?

If so tell us what the error is by filling out a ticket through our web site at:
Contact support

Make sure you supply us a screen shot of what the error is, that way we can
guickly diagnose the issue. Sometimes the error is a bank error and we will be
happy to point you in the right direction to resolve any types of errors. To
capture a screen shot from your PC you can utilize the key board stocks of
CTRL PRTSCRN and then paste the error in a document and send that to us
though our ticketing system on our site.

4th if you get an error using the automated system SSH-FTP send a screen
shot of the error and we will assist you with resolving this issue.

1.10.8.6 How do you changed bank account numbers?

Have you ever been in the situation where you need to change bank account
numbers because of one reason or another? You can do this in Positive Pay by
doing the following steps:

Open to account you want to change the bank account.

Select the SETUP icon on the main page.
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FILE HOME REPCRTS SETTINGS AUTOMATION HELP
=L S
[ ] . L —= = Tne ||=|j
A 8 5 6 B
Home Backto Cuick Import Adda Untransmitted Go To Create All
Welcome  Start Transactions = Record Records File Page Reports
Mavigation Commen Activities

My POSITIVE PAY

Add a Record Import Check Register

Go To Create File Page

x

Setup

Then select the Resume Startup tab then select Resume
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B8 Import, Settings - Options >

{ Resume Startup |

Impnrtl Repurtsl Syste ankl:u-l:lel l:ustnml

Resume the Starty

CALTION: Make sure that you are already in the account
that pou wizh to continue getting up. Usze anly if vou stopped
the ariginal zetup [heeded additional information].

Rezume

Cloze

Enter in your Bank Account Number and then select Next

Bank Positive Pay © 2017 Treasury Software



Bank Positive Pay

B Account Wizard — O >

+
] Please enter the information below, az requested for BMO Harniz B anl.

Yaur Bank Account Murmber |E|595959595
Your Bank Mumber — [029

[f the infarmation iz not available, zimply prezs the 'Cancel’ bulon. vour wark, up tll now will be saved. Do not

Lze this account untl vou enter this information,
Toreturn to this soreen at a later time, on the Settings tab, click (e Impart, System’ contral, then the 'Besume
Startup' tab.

Cancel

Then select Finish
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B Account Wizard — O >

-+ Congratulations!

Y'ou have successfully zet up the Wy POSITIVE
P&y" account.

Fraom here

{* Switch accounts and work in "My POSITIVE PAY"

Cancel

Then select CLOSE!
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2 Utilities

Utilities

This is a catch all for the various utilities included in all modules.

Please note that not all utilities will be listed, as this listing may be limited to your license level.

2.1 BAI File Creator
|

BAI File Creator

Use these instructions to create a BAI 2 formatted file from any any imported file - such as Excel, a
comma delimited (csv) file or tab delimited file.

1. Select BAI Utilities upon startup

Sample Account S

Select on the right

»

Advanced

Use an existing account - -
ACH Universal o
= and Transmit ACH files in NACHA format Supports popular ABA Listing

formate such as CCD, PPD, and CTX.

Bank Positive Pay
Supports all major bank positive pay formats. Create and Transmit your
check issue files automatically and error free.

= ACH-2-Excel

Bank Reconciliation
High Speed automated matching and exception reporting. Can be used
to match both financial as well as non-financial data

'» Use an existing account

2. Set the BAI switch (perform only once)

From the main menu select File > Options > General > System tab
Switch on the BAI format, and enter your ID and the receiver's ID.
Close the form when finished.
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(= Options =)

impaort | R:n-m@ EAl | Resume Startup | Bank Code | {:usdun'Il

System |
o +— =2

BAl Sender ID 053000047
Bal Receiver D 178383607 —l
|Sunaress Securite Meou Sunnress j

Sel file format to BAI File
Tum thez OM' to change the dedault format to B&J file format. Licensed separately.

Close |

3. Map the fields of the file that you are importing (perform only once)
a. Click on the wizard you wish to use.
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B3 BAl Utilities et

| Eal Uilities

BaAl-2-Encel Bl File Creation
Convert Bal [Bal 2] filez into cev/Exncel. Create BAl [BAl 2] files.

Cluick Cornvert- Select a file

Settings Cine-time setup

Cornvert many files at a time

W ant bo automate the processy See our Software Integration Kt for unattended options.

Tip: Use the file Excel2BAl.xls located in the as a template. Please see the below location of this file.

Windows XP: Program Files\Treasury Software\version 201X xxX\TutorialACHData\
Windows7 and later:C:\Users\Public\Treasury Software\TutorialACHData

Updated 1/29

2.2 BAl Merge

Merging BAI files
Yes, you can merge multiple BAI files into a single BAI file with BAI File Creator.

Setup overview:

--Turn on BAI.

--Map the import template.
--Set up an automation template
--Create a desktop shortcut
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Step-by-step instructions:
1. Enter into an account that has been created for the Bank Positive Pay module. If you haven't done
so already, click File > New Account.

2. Enter into Bank Positive Pay, and click on BAI Utilities.

Then click on '‘One-time setup'.
HOME = REPORTS  SETTINGS  HELP
A4 02 B 3 B

Quick mport Adda Untransmitted

Start Transactions = Record R

B3 BAI Utilities
.l 5 BAl Utilities

BAl-Z-Excel Bl File Creation
Corrvert BAl [BAI 2] fles into cow/Excel Create BAl [BAI 2]k

Quick Convert - Select afile ‘

Seffings One-tirme setup

Convert many files at atime

W ant to sutomate the process? See ow Softwate Integration Kit for unattended options:

3. Check the box 'Create BAI Files'

Click here to purchase

1. Enter/obtain a Bank Expre
2. Creale 2 new account

3. Impeort transactions from [
(QuickBocks users use the

4. Create a file to test with y

How do | change whera the |
Can you show the last trang:
Where are all of the transma:

Also, enter in the balance of your information. Include a default account number. Click Save, then

close the window.

Bank Positive Pay
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B3 BAI Utilities i

Create BAl files.
1. Check the box below, and enter the seltings as needed.
E 2 Import transactions via Excel or csv files.
- ﬁ- 3 Select Treate fie

General ] Advanced | Opening and Closing Balances (010/ 015, 040 / 045)

One-time settings
[V Create BAI fles [check to tum '0n')

(083000047 Sender ID (01 record - typically ABA number)
{021000038 Receiver ID [ record - typically ABA number)
|B=REBEEB¢B=E Bank Account # [only used if Bank Acct # zn't mapped during import)

|599 Default BAl code - Debit
|399 Default BAl code - Credit

Meed Help? See ‘Creating BAI Fies' hel Save

4. On the Home tab > click on the lower half of the Import Transactions button > select Import BAI
Files.
Select a BAI file and continue the wizard until you're at the Mapping Window.
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wr
1

m
o

o & =BT B B D
o 3 P &
Home Backto Quick Import Adda Untransmitted Go To Create Al Pro, Premier, Online
Welcome  Start Tilnsactions = Record Records File Page Reports Enterprise  Edition
Navigation mport Excel, comma/csv and tab delimited files (default) QuickBooks Integration
3 nport ACH Files
$9 Tmport BAI Files
!
a
L
Add a Record Import Check Register
5. Select the template 'Excel 2 BAI', check the save box.
Map the fields as noted below. Do not map any other fields.
Click Next - and then 'No' when prompted to map a check number.
Then click 'Next' and 'Finish' to complete the Wizard.
X

11 General Ledger Column Mapping

Thiz screen letz you select each column and decide:
=to skip the column, and do not import [red)

=import the column and assign it to a field (green).
‘You do NOT need to map every hield

Select a Mapping Template
Excel 2 BAI

¥ save as default

<] = 1. Select Excel 2 BAI
and check save

Remember. ‘You typically only need to map Date, Amount
and CheckNumber,

Only map the columns you need o import [chck the column to select]

B2l = 2. Map the fields as below
[ Date | Amount | Bark Account_Number mrﬂ
F1 F2 F4 F5 F&E F7 F8
ABA/RAouting Barik Ref Cust. Ref Text
1042272005 3466.85| 0101933933 021000018 [ooos7a23876 [Miami DEPOSIT LOCATI
10/22/2005 336375 | 0101999333 021000018 00088137654 Fort Lauderdale DEFOSIT LOCATI
10/22/2006 2625.75 | 0101933333 021000018 000860935783 Boca Raton DEPOSIT LOCATI
10/22/2008 18625/ 0101999999 021000018 00087793469 Paim Beach DEFOSIT LOCATI 7 |
K] | 2
[®ilHep|  Heb | Cancel Newt >

6. On the Settings tab > click on Software Integration Kit > select the first selection > click Add/Edit

Bank Positive Pay
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(?8 nerypt File

[ Change Password
Access
Control

0“‘ % TS oY= B hcchive/Rectore fi} f

Q Maintenance

Migrate to SQL Migrate to Remote  Citrix Sc.‘:.\aue Basic

Express, SOL Server Desktop, Citrix Maint g Multiple Accounts

Automation - Software Integration Kit (Custom Menus)

Processes Click here to purchase
[r— Automation - This account
—_— | This window enables you to create and sled process - including imparting,
— Ghe { m,_fle cr:;m anvd tansmis siopeas wel at reporrng To start, simply select a process 1. Enter/obtain a Bank Expi
2. Create a new account
3. Import transactions from
(QuickBooks users use th
Add a Recor 3 4. Create a file to test with
[ 3§ Sedection 1 0
‘/ Selection 2 0
Add/Edit Selection 3 0
Sedection 4 0 How do | change where the
Selsction 5 0 Can you show the last tran
Sebschion b 0 VWhere are all of the transm
Selection 7 0
Selection 8 0 -
Bun
x Close
Setup

On the Basic tab - enter as below:
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Automation - Software Integration Kit {Custom Menus)

Basic |M-.rnnccd Autunﬂhun| ﬂep-urtsl

This window enables you to create custom import selections from the main merw.  Typically used
when multiple import files of different farmats are imported, or to access advanced import
functionality, such as importing entire subdirectones.

‘What do you want to import? Delimited fles only [BAl and ACH i selected on advanced ]
" Single file

[C:A =

= Al files in a folder - all have the same format
|C\BankRec1\Test BAI Files =l

" SOL Insertion [Requires SOL Server Processor edition) SGAL Insertion - Selact fields

Select a mapping template
[ExcelzEal ;|/

This feature is available on select versions.

Close Sequence 1

On the Advanced tab - enter as below:
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Automation - Software Integration Kit (Custom Menus)

Basic Advanced | Automation | Rep-urtsl

Auchrve
[T Archive - After impotting, move file to the archive directory. Note: Freed-width test files cannot be archived

| .

[ Append archived file name with date | |
[ Append archived fle name with time | ]
File [data] format

" Tabular - inchudes all Excel, comma delimited [csv] and tab delimited files

" ACH File [use the Mapping Template 'ACH2Excel in the prior tabl. W New format [with text preface)
™ ACH Retum File (use the Mapping Template 'ACH Returns' in the prior tab)

[~ BAl JACH File corversions only [no import]. Corwerts on a 140-1 basis.

ACH-2-Excel and BAl-2-Excel output fles will be located at-C:\Uzers\PublichTreasury Software'Reports,

Unsupported formats

Other Settings

[T Imported Amounts Need Decimals (divide by 100)
r Ovemde Mapping Requirements [Amount] - Use when importing non-financial data in conunction with a
custom orolect. Also suporesses Void vs. lssued' check warning

Close Save

On the Automation tab - enter as below:
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Automation - Software Integration Kit (Custom Menus)

Basic | Advanced Automation Iﬂep-urtsl

Automating fram the command line
Command Line Group & 1 Change from 0 if automating (this i

Custom Action after import  [Positive Pay File - Create and Transmi

Tip: Y'our command e to ki [
| ["C:hambiIU]]\BHCDH.m“ FACCT ="BAl Test" /MENU /AUTO=1

Copy this to Notepad,

Go To Scheduled T ask Window

How to create an automation shortcut WO rd Etc"'

Custom Date Formats

[T Use custom date formats below. Over-ide global settings.

Select a format IMH!DD.-"I'Y "I Embedded start position 0 E
Select a delimiter * Modelimiter  7(slash)  -[(hypen) © :[colon)

Output directory for BAl-2-Excel and custom applications.

[ =
Close ave |

7. Open Windows Explorer, navigate to:
C:\Program Files (x86)\Treasury Software\version 2017 01 (or whatever build you are on)

Right click on BRCOM.exe and select as below:
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Mame Open fified Type Size
O LT E;' Rumn as adminkstrator

BRd b Troubleshoot compatibility ' . !

brBAF ini Bin to Start AN Config
L8 BreOM .exe & Edit with Notepads+ Ph Application 20,31

BRCOM exe makifest i BAANIF

¥ Morton Security
£23 BRCOM.sIn 5t
1 BRCOM11.5ua ﬁ TortoiseSVN P } 1a y Solu K

B ! brdtemplate.brd @ WinMerge ) le 1
B brdwemplateACH. brd @ Zip and Share (WinZip Express) 28 PM
B bratemplateep. brd 9 WinZip
K brdtemplateBR brd Upload using WS_FTP Upload Wizard

bratemplate-unused-fields Pin to tackbar 52 AM 1 [
uu] briullini Restore previous versions i £ Lonfiguratian

»  BRHelp.doc
BRScriptTablasACH. txt
BRScriptTablesBPP. o
BRSoriptTablesBR.

d to

Cut

Copy

> B Bhetooth device

[ Compressed (zipped) folder
Desktop (create shortout)

8. Right click on the desktop icon > select Properties > Shortcut
and copy in the parameters, so that the entire target looks like:
"C:\Program Files (x86)\Treasury Software\version 2017 01\BRCOM.exe" /ACCT="BAI

Test" /IMENU /AUTO=1

Click Apply
Right Click on the icon
F |
Cut
Copy
[ o
ERGEe Create shortcut
SHUTTCN Delete
Rename
File Insight
Properties

© 2017 Treasury Software
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£5) Automation Properties X

General Shortcul Compatibility Security Details Previous Versions

E a Automation
o

Target type: Application
Target location: 1000

Target: NBRCOM exe /ACCT="BAI Test" IMENU JAUTO=1|

Start in lG:'l.aamftl'L'l

Shorteut key:  |None

Rur: Numalwiru:*w e

Comment

Open File Location Fhang& lcon... Advanced ..

Confirm that thereis a
space here.

coes | oy

Now we're ready to test!

Tip:
Reminder - The system will NOT import/merge files that you've already imported/merged with -
so please rename the files as needed.
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1 * Test BAl Files

Name Rename files for testing

BAI_File2TEST.bai
| BAI_FileTEST.txt

Close the software.

Click on the icon to runit.

Check your output folder (typically C:\Users\Public\Treasury Software\To Bank\).

Troubleshooting:

--Make sure that you rename your source BAI files after each test (the system checks for duplicate file

names).
--Confirm that you have uses left in your trial license and/or you have entered license codes.

ACH2EXxcel - ACH Conversion Utility
|

Overview

ACH2Excel is a utility included with ACH Universal used to convert an ACH file to an Excel spreadsheet
(.XIs). You can use it through ACH Universal or through the command line.

ACH2Excel through ACH Universal
Using ACH2Excel through ACH Universal is the most common method.

From the Welcom New Users screen select ACH-2-Excel.
If you are using a version prior to 2013 select File > ACH-2-Excel.
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Welcome New Users Utilities

| l ACH Universal B w2
L% AC H Create and transmit ACH (NACHA) files

' Bank Positive Pay

Create and transmit Positive Pay files
ACH | ACH-Merge
Merge
Ask a Question | Use an existing account BA| | BAl Creator
+

Click the J and browse to the ACH file to be converted.
To do a quick conversion, click Done. This will convert the file and load it in Excel (as a csv value).

To specify file output options, click Output to open the Output tab (Figure 2 below).

Select how vou want to receive the resultz of pour ACH data corwversion:

~ Location of Output File

[T Output b a 'esv' fle located in the directary

! =]

Tranzaction file and Summary will have the zame base name as the zource file, but
with a .cay' extenzion. Summary file name will be appended with *_Surnmarny’.

- Integration - Treasury Software
[T Impart inta Treasum Software [enables further uge and ACH output)

The gpstem will corvert the ACH file to a cav [no relation to options above] file
during the impart process.

- Integration - Open Excel after converzion for
[v Tranzactional data

Done |

Figure 2 - ACH2Excel Output tab

Bank Positive Pay © 2017 Treasury Software



2.4

To output the conversion to a specific click, enable the Output to 'csV' file located in the directory
checkbox, then click the J button to browse to the appropriate directory.

To import the converted file into ACH Universal for further processing (such as an ACH Return File for
Returns), enable the checkbox.

Click Done to create the file.
Command Line Options
BRCom.exe /ACCT="account" /ACH2 /SRCE="input file name" /OUTD="output file name"

/ACCT - specifies account by name

/ACH2 - specifies to use the ACH2Excel utility

ISRCE - specifies file to be used as input (using absolute positioning)

/OUTD - specifies file to be used as output (using absolute positioning)

Valid source files include ARC, CCD, CIE, CTX, DNE, ENR, POP, PPD, RCK, TEL, TRC, TRX, WEB,
XCK. Note: Some formats may require further parsing.

Syntax Example
If Treasury Desktop was installed in the default location:

c:\Program Files\TreasurySoftware\BRCOM.exe /ACCT="sample" /ACH2 /SRCE="C:
\transmit.txt" /outd="c:\testACHdetail.csv"

Reminder:
Turn on/off appropriate settings. From the main menu 'File’, 'ACH File Conversion', 'Output' tab -
unselect open in Excel afterwards.

Notes for all applications:

- The order of the parameters is not significant

- Capitalization is not significant

- When specifying a file name (SRCE), use the full file path and name within quotes. When using
mapped drives, remember that the path should be centric/relative to the machine where Treasury
Desktop is located, not the machine issuing the trigger/command.

- Place the account name in quotes.

Working with multiple users and multiple account:

Each command line trigger - will create an independent instance of the application. There is no limit to
the number of instances.

If processing simultaneous command line requests, use different accounts (Samplel, Sample2, etc...)
to minimize any record locking issues. If this is not an alternative, consider processing sequentially, or
using our Control Panel.

For Web and Citrix based applications, please contact a Treasury Software support representative.

Notification of Change ABA Merge Utility
|

Overview

The Notification of Change Merge Utility enables users to Import an ACH file and generate Notification
of Change transactions for each record which has the old ABA number.
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The Notification of Change (COR) entry will contain the new ABA number as the corrected data, as well
as 'C02' (Updated ABA number) as the NOC code.

After the Notification of Change transactions are created, you can create an ACH file to send, just like
any other ACH file.

Notes:

--Transactions in the ACH file which do not have the old ABA number are ignored.
--This utility is only available in the Banking Edition

Setup
We recommend that you print this page prior to starting.

1. Create a new account specifically for this utility
From the main menu select File > New > Create and complete the New Account Wizard. When
finished, it will prompt you if you want to 'Enter your transmission information now?". Click Yes.

2. ACH Setup wizard
Note: If you did not select 'Yes' in the step above, simply select ACH Setup Wizard from the Home tab.
If you are using a version prior to 2013 select File > ACH Setup to start the wizard.

a. On screen 3 of 7 select COR - Notification of Change.

By ACH Setup L] 5

Please enter az provided by your bank Afinancial inztitution. - Batch [nformation

. } . Pre-fill common entries
Compary Mame - 'our company's ‘short’ name which will be dizplayed on pour _———————

cugtomer's, employee's, vendor's bank statements. Max of 16 characters. Uzed in |
Batch Header [record '5' positions 5-20) Example f'our Compary'

Compary |0 - Identifies your company, divigion or sub-unit. Topically will be your
Federal D' with a leading "' [tatal 10 digits].  Can alzo be your DUMNS with a leading |
'3, ar bank assigned with a leading 'S, Often, based on the Immediate Origin 1D, Used  Eyample 130009783
i Batch Headers/Footers [records '8' pogitions 41-50 and '3 pozitions 45-54]

Originating OF - Typically your Immediate Destination code, without the trailing check, |
digit. 8 digits [records 'S pozitions 80-97, '6' positions 80-87 and '8' poszitions 80-87).

Ew=ample '20283106"

Application - Standard Entry Class Code

Select the primary [default] HACHA o Al except CTH-EDI
format you will be using.
Mote: T=F iz CCO.

{|COR- Matifization of Change

(" CTXEDI Subsets  [EPN STP 820 |

Screen 3af 7 Help Cancel < Back | Mext > | |
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b. On screen 7 of 7 click on the 'NOC-COR' tab.

Enter the old and new ABA numbers.

We recommend checking the 'Auto-delete’ feature. This feature addresses the ACH records you will
be importing that do not use the old ABA number. As these records are of no use to you, we can
provide the housekeeping functionality to remove them. However, if you wish to keep them - leave the
checkbox unchecked.

Click 'Finish' to save your updates.

B ACH Setup =[S |-
cTX | WEB | Reversals | Pre-Note and Misc | International | PBRICER (retired) NOC-COR ]Advanced] PR

Motification of Change - creates ACH-COR files [Banking edition anly]
Thiz screen enables a bank to notify oniginators of a change in AB& number.

Touze:

1. Set thiz account to 'COR- Motification of Change' on the third zcreen of ACH Setup. [once]

2. Enter the old and new ABA numbers below. [once)

3. Import an ACH file from the main menu Import > ACH Files > ACH Files.

4. Create an ACH file az vou normally would. ACH Universal will create a corective MOC enty with
code 'C0Z - Meed to comect ABA number' for every tranzaction with the 'old’ routing number.

Old ABAfrouting nurnber 12291 7056
MNew ABAfouting number (221070007

[v Auto-delete hansactions which do not have the old routing number [cleanupk

Screen 7 of ¥

Help Cancel ¢ Back | | Finizh

c. Import Safety Locks - recommended (not required):

We highly recommend putting the Import Safety Locks 'On'.

From the main menu select File > Options > General > Import tab. Scroll to the bottom and turn the
Safety Locks 'On'.

This prevents your users from accidentally trying to import the ACH file from the main screen icon. If
they try to import from the main screen it will only convert their ACH file to Excel, it will not import the
file.
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9. Options

S

[mpart lRepurts.l S'_.rs.tem] Reszume Startup | Bank En-l:le] C.ustuml

| Import

ACH Batch Description - Show on many

Mo

Suppress void check warning on imporf

No

Suppress prompt to show file after creg

Prompt to Display

Supprezs duplicate checking at record-
Import Safety Locks

Import Safety Locks

Dizables importz from the home page iconz. Reguires the user to start an impoart
fram the main menw. Highly recommended when uging custom impart menus
[zoftware integration kit] or non-standard imparts [fram the main menu).

Cloze

Use:

Import ACH file received

Import your ACH file received from the Federal Reserve Bank (or other processor) from the main menu
at Import > ACH File > ACH File.

Import Reports  Transmit Control Panel

Transactions

Transactions [CTX-EDIT)

Customers, Employees, Wendaors

ACH File (Including Return Files) 3 |
Period List

Column Mapping Template - Import
Automation and Integration - Setup ]

Return File

=b ACH File

Create new ACH file containing NOC's

Click on the 'Create ACH File' button on the home page, then click on the 'Create ACH File' button on
the creation page.

Bank Positive Pay
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Add A Record

Create ACH File

Note: The count on the creation page is for all transactions in the file, not just the NOC transactions.

Done - Congratulations!

Bank Positive Pay © 2017 Treasury Software



Treasury Management



Treasury Management

3 Treasury Management

Treasury Software supports many types of transmission files, including those for:
--Integrated Payables

--Card Services

--Wire transfers

and more.

These formats are included within our Bank Positive Pay Automation edition.

Within this help category are Bank Express Codes relating to different formats.

3.1 Integrated Payables (1180)

SN

Regions Bank Integrated Payables

Treasury Software can now integrate with QuickBooks to create an
Integrated Payables file that is compatible with Regions Bank (SunGard
processing).

The output file can be then uploaded to Regions OnePass™.

Treasury Software creates a file with the following fields:
--Payment Amount

--Payment Number

--Check Date

--Payee/Vendor Name
--Payee/Vendor Address
--Payee/Vendor Address Line 2
--Payee City

--Payee State

--Payee Zip

--Payee/Vendor Number
--Remittance information

Unique field
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The fourth field (Payee/Vendor Name) meets the requirements of
SunGard/Regions Bank in being unique to each vendor, as this is pulled
from the profile name (Vendor name) within QuickBooks.

Sample File
i} Regions Bank - SunGard Integrated Payables.txt - Notepad - o
File Edit Format View Help
120.00,1001,04/08/2018, SULT ADVERTISING,P.0. BOX 783,,BAYSHORE,CA, 94326, WAYNE SULT ADVERTISI, 8409 ~

65.00,1002,08/16/2018, COMPUTER SERVICES BY DJ,101 MAIN ST,,BAYSHORE,CA,94326,COMPUTER SERVICES BY, 1JK90
104.00,1003,09/26/2018, CONNER GARDEN SUFPLIES,189 OLD BAYSHORE RD, ,BAYSHORE,CA, 94326, CONNER GARDEN SUPPLI,R 594
126.26,1004,09/27/2018,CAL GAS & ELECTRIC,P.O. BOX 5037, MIDDLEFIELD,CA,6 94482,CAL GAS & ELECTRIC,769369-370R v

€ >

Integrated Payables with Treasury Software's Bank Positive Pay
While the Integrated Payables and Positive Pay files have different
formats, the processes are virtually identical.

Unless noted otherwise, all processes are the same for the two formats.

Please follow the same instructions and videos within our Bank Positive
Pay module.

Ready to get started? See our setup page.

3.1.1  Setup - Integrated Payables

How to create Regions Bank (SunGard) Integrated Payables
files from QuickBooks

1. Upon start up, enter into Bank Positive Pay from the Welcome New User page
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Welcome New Users Utilities

ACH Universal RO enoeca
L% AC H Create and transmit ACH (NACHA) files

(= Bank Positive Pay

l ~—— Create and transmit Positive Pay filee

ACH-Merge
econcile your bank accounts Merge

Ask a Question I Use an existing account BAI BAIl Creator
| +

2. From the Home page, click Setup.
Enter in 1180 and click Update - complete the Wizard.
Close the popup window.
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#e06
HOME = VIEW  SETTINGS  HELP
)

#0¢ 835 B 8 DI &

& Delete Entire Import

Home Backto Quick Import Adda Untransmitted Go To Create All BAl T
Welcome  Start Transactions ~ Record Records File Page Reports 4 Mark Records To Resend Utilities
Mavigation Commaon Activities

Ocooops

import F!eporh] Systernl BNl Resume Startup | Bank Code || Custom

‘What is a Bank Express Code?

The Bank Express Code is a quick and easy way to set your bank's transmission file
format.

How do | get a Bank Express Code?
Please emai support911@treasuysoftware, com and attach your bank's file format
in electionic format. Do not send private account information.

Add a Recorg

Ertter your Bank Code

The bank code is used when creating a new account and during ‘resume
startup’ of an account. It does not automatically apply to accounts already

e T°:”€ j UEnter 1180, ciick Updat
nter cli ate.
Bank [1180 Update Bark Information F P

Bark Narme: IH egions Bank

Don't want to use a Bank code [for whatever unknown reasons)? Switch bo your
account [it is account specific], and form the main menu ‘File', ‘Options’. ‘Transmit to
Bank', Data' tab.

3. Create a new account within ACH Universal
Click File > New Account and complete the Wizard.

4. Open QuickBooks to the company that you want to use.

From the Home tab in Treasury Software, click QuickBooks Integration to start the Wizard and see
your data.

LICIO]

m HOME Y
ﬁ Ej !"' 57] = a ﬁ B Delete Records W'@

. - [% Delete Entire Import .
Heme Backte Quick Impert Adda Untransmitted Ge To Create Al Bal ransmission File

Welcome Start | Transactions = Record Records filePage Reports % MarkRecordsToResend | Utilities  Consolidation

QuickBooks
Integration

lavigation Common Activities

You'll be prompted by QuickBooks to allow Treasury Software access to the company file (gbw).
Please allow so, third option.
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3.2

Bank Positive Pay © 2017 Treasury Software

_________ Anapplication is requesting access to the following QuickBooks
company file:

Larry's Landscaping & Garden Supply

Access may include reading and modifying CuickBooks data as well as
enhancing the QuickBooks user interface.

THE APPLICATION CALLS ITSELF
Treasury Software

S, )
A
@ CERTIFICATE INFORMATION
Description:

Developer:  Treasury Software Carp.
Developer identity has been verified by:
Symantec Class 3 Extended Validation Cede Signing CA - G2

QUICKBODKS SOLUTIONS MARKETPLACE
Learn about applications that integrate with QuickBooks

Do you want to allow this application to read and medify this company file?
"MNo

© Yas, prompt each time

#® Yes, whanever this QuickBooks company file is open ‘—---—-

~ Yas, always; allow access even if QuickBooks is not running

Allow this application to access personal data such as Secial Security Numbers and

customner credit card information. Tell me more

Continue... Cancel Help

Continue the Wizard to view your data.

When viewing your data, you can also create an Integrated Payables file.

The above is an overview to get set up. Please see our video tutorials and instructions for Bank
Positive Pay.

Commercial Card (1190)

Regions Bank Commercial Card
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Treasury Software can now integrate with QuickBooks to create an
Commercial Card flat file that is compatible with Regions Bank
(Encompass AOC-Solutions processing).

The output file can be then uploaded to Regions OnePass™.

Treasury Software creates a file with the following fields (all required fields
are populated):
MerchantCode (Required)
InvoiceNumber (Required)
InvoiceDate (Required)
InvoiceAmount (Required)
TaxAmount
DiscountAmount
FreightAmount
ClientPaymentCode
ClientReferenceNumber
Description

UDF1Label

UDF1Value

UDF2Label

UDF2Value

UDF3Label

UDF3Value

UDF4Label

UDF4Value

Unique field

The first field (MerchantCode Name) meets the requirements of Regions
Bank in being unique to each vendor, as this is pulled from the profile
name (Vendor name) within QuickBooks.

Sample File

E Commercial Card - Regions Bank and Encompass AOC Solutions.txt - Notepad =
File Edit Format View Help

"BAYSHORE WATER","01/03","1/4/2019",26.8%," ", ",» ", " ",1018,"BAYS HO}{L PRINT AS WATER" T T,
"NOLAN HARDWARE AND SUPPLIES "N/A","T/10/2018" 2380 og,™ =, =, "," ", 1021, "NOLAN H.ARD ARE M.ND SUPE‘LIES
£ >
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Commercial Card with Treasury Software's Bank Positive Pay
While the Commercial Card and Positive Pay files have different formats,
the processes are virtually identical.

Unless noted otherwise, all processes are the same for the two formats.

Please follow the same instructions and videos within our Bank Positive
Pay module.

Ready to get started? See our setup page.

3.2.1  Setup - Commercial Card

How to create Regions Bank (Encompass AOC Solutions)
Commercial Card files from QuickBooks

1. Upon start up, enter into Bank Positive Pay from the Welcome New User page

Welcome New Users Utilities

ACH Universal RO enoeca
Create and transmit ACH (NACHA) files

Bank Positive Pay

Create and transmit Positive Pay files

ACH-Merge
econcile your bank accounts Merge

Ask a Question I Use an existing account BAI BAIl Creator
| +

2. From the Home page, click Setup.
Enter in 1190 and click Update - complete the Wizard.
Close the popup window.
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L ICIS
HOME = VIEW ETT HELS
ﬁ m e.. EI q I:% ﬁ ES Delete Records @

) Da Delete Entire Import
Home Backto Quick Import Adda Untransmitted Go To Create All BA

Welcome  Start Transactions ~ Record Records FilePage  Reports © MarkRecords ToResend | Uilities
Navigation Common Activities Coooop
Sample

—

Iimport Reponsl S;mem] BAII Resume Startup Ba‘ktadelf.‘ustnml

‘what is a Bank Express Code?
The Bank Express Code is a quick and easy way to set your bank's ransmission file
format.

How do | get a Bank Express Code?
Please email support311@teasurysoftware.com and attach your bank's file format
in electrorec format. Do not send pirvate account information.

Add a Record Enter 1190, click Update.
Enter your Bank Code
The bank code is used crealing a new accourt and dunng ‘resume
startup’ of an account. If does not automatically apply to accounts already
created. To apply to wisting account chck ‘Resume Startup”.

Bank Code: [1130  [[Tjpdate Bank Infomaton |

Bank Name: |C!eg ons Bank

Don't want to use a Bank code [for whatever unknown reasons]? Switch to your
mw%[i [ &cwn! specific), and form the main menu File', 'Options’. Transmit to
' ‘Data’ tab.

Go To Create

Close

3. Create a new account within ACH Universal
Click File > New Account and complete the Wizard.

4. Open QuickBooks to the company that you want to use.
We're now going to create a field to identify the vendors that you want to pay with Commercial Card.

Select any vendor and click edit.
Go to the Additional Info tab, then click Define Fields.
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B Vendor Center: Bayshore Water

& NewVendor. ¥ & |5 — o=

. '.renuors VENDOR NavE Bayshore Water
; CURRENT BALANCE 0.00 How do | adjust the current balance?
. Active Vendors
i Address Info CUSTOM FIELDS

VENDOR TYPE | Utility =
; anmem Selﬁngs DHSCOUNT AVAILABLE
| MNAME B
| ACheung Limited Tx Satlings
| Bank of Anycity
| Bayshore CalQil Ser... ] .
' Bayshore Wa Select a vendor and click edit.
| Bruce's Office Mach...

| C.U. Electric [“~gdditional Info Go to the Additional Info tab, click Define Fields

| Cal Gas & Electric

| Cal Telephone

| CalOil Company

| City of Bayshore

| City of East Bayshore

| City of Middlefield

| Custom Kitchens of ...

. Daigle Lighting

| Davis Business Ass...

| Dianne's Auto Shap

| East Bayshore Auto ...

| East Bayshore Tool ...
Define Fields

| Employment Develo...
| Express Delivery Se...
| Fay, Maureen Lynn, ...
| Federal Treasury

. Funds Transfer Vendor is inactive “ Cancel Help
. Gallion Masonry

| Rrast Stataunda Bank TrTIT

Account Settings

Type in the word Payables. Check the Vendor column. Click OK, then OK again.

VENDOR HavE Bayshore Water
CURRENT BALANCE. 0.00 Set up Custom Fields for Names 2

Use for:

Agdress Info Label Cust Vend Empl “
e ot i Cancel
Payment Settings Discount Available -
IPavables ] Help
Tax Seftings @
Type in:
Account Settings Yp
Payables
Additional Info

Vender is inactive “ Cancel Help
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This will create a field within QuickBooks called Payables.
Enter in the word Card for any vendors that you want to pay with Commercial Card.

= dit Vandor - o x
VENDOR MAME -Bmhnr& Water
CURRENT BALANCE 0,00 How do | adjust the current balance?
Address Info CUSTOM FIELDS
ENDOR TYPE m =
anmam Seuimﬂ DISCOUNT AVAILABLE
Account Sefttings
Additional Info Flag the velndors that you wa rﬁ to pay by Ica rd,
by entering the word Card in their profile.
Define Fields
Vendor is inactive “ Cancel Help
5. Now switch back to Treasury Software - we're going to integrate the two systems.
From the Home tab in Treasury Software, click QuickBooks Integration to start the Wizard and see
your data.
L 1CIC)]
HOME e o 2
| Delete Records ) =
A0y 8 5 B B D~ %0
Home Backto Quick Import Adda Untransmitted Go To Create All " cle Entire Import BAl Transmission File CQuickBooks
Welcome  Start Transactions * Record Records File Page  Reports ¥ Mark Records To Resend

Utilities  Consoclidation ntegration

Navigation Common Activities

You'll be prompted by QuickBooks to allow Treasury Software access to the company file (gbw).
Please allow so, third option.
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An application is requesting access to the following QuickBooks.
company file:

Larry's Landscaping & Garden Supply

Access may include reading and modifying CuickBooks data as well as
enhancing the QuickBooks user interface.

THE APPLICATION CALLS ITSELF

e Y Treasury Software
W
@ CERTIFICATE INFORMATION
Description:
Developer:

Treasury Software Caorp.
Developer identity has been verified by:
Symantec Class 3 Extended Validation Cede Signing CA - G2

QUICKBODKS SOLUTIONS MARKETPLACE
Learn about applications that integrate with QuickBooks

Do you want to allow this application to read and medify this company file?
" MNo

© Yas, prompt each time

#® Yes, whanever this QuickBooks company file is open ‘—---—-

~ Yas, always; allow access even if QuickBooks is not running

Allow this application to access personal data such as Secial Security Numbers and
customer credit card information,

Tell me more

Continue... Cancel

Help

Continue the Wizard to view your data.

When viewing your data, you can also create an Commercial Card file.

The above is an overview to get set up. Please see our video tutorials and instructions for Bank
Positive Pay.

Treasury Software technician note:

The Bank Express Code will auto-populate the custom code 367. This code is needed to read the
value in the QuickBooks Payables field.
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