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Concept

This topic demonstrates how to generate the Positive Payment File. The Manual Positive Pay process is a two-step process that should be run at the end of the day to: 

1.) Format the payment data, and 

2.) Produce a payment flat file to be sent to the bank. 

The file is used as an audit check for comparing all payments presented to a banking institution that are issued within PeopleSoft.

Warning: POSPY processes in Pay Cycle Manager should always be in a Completed status once you complete the Positive Payment Process. POSPY processes that are not in a Completed status will be unavailable for use. Once all 9 POSPY processes are left in a status other than Completed, you will not be able to run Positive Pay. Since all institutions share the same 9 POSPY pay cycles, this also affect other institutions ability to run Positive Pay.

Topic Objectives:
Upon completion of this topic, you will be able to:

- Identify the two steps that are a part of the Manual Positive Pay process.

- Define what the Positive Payment File is used for.

- Run the Manual Positive Pay process and generate the Positive Payment File.

	Assumptions

	You have negotiated a positive pay agreement with your bank and the bank has approved the file format.


	Dependencies/Constraints

	The positive pay file does not include EFT or ACH direct deposit payments.  It is assumed that this information would be redundant for your bank since this information is already provided in the PPD/CCD+ direct deposit files.

You must establish the Positive Pay Format and Header record as specified by your bank per business process AP.010.050 - Establishing Positive Pay Format and Transmittal Codes.

Institutions that wish to begin creating positive payment files for their bank, should contact OIIT prior to implementing in production.


Additional Information

Procedure

For this topic, imagine that pay cycles have been completed for the day, and the positive pay file needs to be created so it can be sent to the Bank. Let’s see how this is done.

	Step
	Action

	1.  
	Click the Accounts Payable link.
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	2.  
	Click the Payments link.

	3.  
	Click the Pay Cycle Processing link.

	4.  
	Click the Manual Positive Payment link.

	5.  
	Click the Look up Bank SetID (Alt+5) button.
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	6.  
	Click an entry in the Bank SetID column.
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	7.  
	Click the Look up Bank Code (Alt+5) button.
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	8.  
	Click an entry in the Bank Code column.
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	9.  
	Click the Look up Bank Account (Alt+5) button.
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	10.  
	Click an entry in the Bank Account column.
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	11.  
	Click the Look up Step Group Name (Alt+5) button.
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	12.  
	Click an entry in the Step Group Name column.
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	13.  
	Confirm that the Format and File option is selected.

	14.  
	Click the Process button.
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	15.  
	Once you click the Process button, you will be taken to Pay Cycle Manager. The Pay Cycle will be POSPY.

Note that POSPY pay cycles function like RSTRT pay cycles beginning at 1 and will increment by the system up to 9.

	16.  
	You will first run the Format Positive Payment process that will update the positive pay status to selected in the Payment Table.

	17.  
	Server Name should be PSUNX.

	18.  
	Click the Process button.
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	19.  
	Click the Refresh button.

Note that once the process is Running, the Process Monitor link will become inactive.
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	20.  
	Confirm that the status goes to Formatted.

	21.  
	The second step is to run the BOR Positive Pay process that will create the Positive Pay file and report.

	22.  
	Confirm that the Server is PSUNX.

	23.  
	Click the Output Type list.
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	24.  
	Since Printer or File is not a valid Output Type for use by USG, click the Web list item.
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	25.  
	Click the Process button.
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	26.  
	Click the Refresh button.
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	27.  
	Once the status is Completed, the Process Monitor link will become Active again. Click the Process Monitor link.
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	28.  
	To retrieve the positive pay file and report, click an entry in the Details column for the BORIF029 process.
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	29.  
	Click the View Log/Trace link.
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	30.  
	Click an entry in the Name column. The Positive Pay file is a .txt file and the Positive Pay Report is a .PDF file.

As required by your institution, you may wish to copy the positive pay file to an archive directory and make notes as to the actual transmission of the positive pay files.
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	31.  
	Congratulations. You have just completed the Generating the Positive Payment File topic. Below is a summary of the key concepts of this topic:

- The Manual Positive Pay process is a two-step process that should be run at the end of the day. The process consists of formatting the payment data and producing a payment flat file to be sent to the bank.

- The formatting step updates the positive payment status in the payment table for the payments selected. 

- The Positive Payment File is used as an audit check for comparing all payments presented to a banking institution that are used within PeopleSoft.

- After the Positive Pay flat is generated, you will need to transmit it to the bank per your bank’s instructions.

End of Procedure.
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