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AP.040.030 Generating the Positive Payment File

	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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