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	How to Create the Positive Pay Extract File




Overview

Starting in XX, 2010, XYZ Company is implementing the Positive Pay function for accounts payable checks.  This function protects the company from check fraud.  

With normal check processing, the person cashing a check presents the check at their bank and it is automatically cleared at our corporate bank.  There is little that can be done to prevent a fraudulent check from being cleared.

Positive Pay enables our company to submit a weekly electronic file of checks that have been written.  The electronic file is used by our bank to verify that each check number/check amount is valid BEFORE clearing the check.  Since stolen checks and counterfeit checks will not be included in the electronic file, they will not be cleared and will be returned to the payee’s bank.
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	STEP 1: Run the Crystal report called “Weekly AP Positive Pay”



	INSTRUCTIONS

a. Open the Crystal Reports software program.

b. Go to > File > Open and open the folder called:

X: \ MACSQL \ Crystal Reports \ Accounting
c. Select the report called “Weekly AP Positive Pay” and press the OK key.

d. Press the F5 key to run the report.

e. The program will request that you select the beginning and ending date range.  

f. Press the “OK” key to start processing the report. 
g. Verify that the resulting list of checks is within the range that you intended.




	STEP 2: Exporting the Positive Pay file




	INSTRUCTIONS

a. From the Crystal software, go to > File > Print > Export

b. A box will appear with two selections to be made (see sample below):

· Format: choose “Text”

· Destination: choose “Disk File”

c. The next box that will appear will ask you to save the exported file.

· The name of the file should be “Weekly AP Positive Pay.txt”

· Save the file to: X: \ MACSQL \ Crystal Reports \ Accounting
d. Once the file is saved, it MUST be renamed before sending it to the bank.  This step is very important.

e. Using the Windows Explorer software, rename the file to the name specified by our bank.

f. This file then needs to be e-mailed to our bank after each check printing.
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