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Agenda

e  Wimba Ground Rules

e Review Objectives

e Q&A

e Positive Pay Poll Questions

Wimba Ground Rules

e Use the chat box to submit questions
e Submit questions to “Main Room”
e We may hold some questions to the end of the session

Objectives

e Review how the Positive Payment process works

e Provide an overview of the Positive Payment Setup Tasks

e Review why the Process Monitor link is disabled when the Positive Pay pay cycles are running
e Identify what is included in Positive Payment files

e Discuss how to review the Positive Payment Report and file

e Demonstrate how to use the Positive Payment Reset page
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What is Positive Pay?

e Deterrent to check fraud

* Banks compare an organization’s record of
checks issued with checks presented for
payment

» Suspicious checks are referred to the check
issuer for approval

© 2010 Board of Regents of the University System of Georgia. All Rights Reserved. 6
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Using Positive Payment

Setting Up Pos Pay

GeorgiaFIRST Wimba Training Series

Positive Pay Process

* Work with Bank to determine accepted Pos
Pay formats

* Work with ITS to set up Positive Pay for your
institution

© 2010 Board of Regents of the University System of Georgia. All Rights Reserved.
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Positive Pay Process

* After Pos Pay is setup:

— For each day checks are produced, run Pos Pay
process at the end of the day
* Format & File
* Review report and file
* Save file and transmit to bank

© 2010 Board of Regents of the University System of Georgia. All Rights Reserved. 8
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Positive Pay Setup Tasks

» Before initiating Pos Pay Setup, contact ITS
— ITS provides testing environment
— Produce test file before going live with Pos Pay

— DBI Required to set previous payments to proper
status

* Setting Up Positive Pay Format
— Universal
— First Union/Wachovia
— Bank of America

* |f using a format other than Universal (format 1),
must specify that in the BOR Installation Options

© 2010 Board of Regents of the University System of Georgia. All Rights Reserved. 9

WGEQRGIAZIEST GeorgiaFIRST Wimba Training Series

Positive Pay Setup Tasks

* Setting Up Transmittal Code

— Many banks require a special code to appear in
the first line of each Pos Pay file

— Enables them to more easily identify the account
number to which it relates

— Once Transmittal Code is setup, it will
automatically be included as the first record in
every Pos Pay file created

— If not required, leave the word “none” in the field

© 2010 Board of Regents of the University System of Georgia. All Rights Reserved. 10
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Positive Pay Setup Tasks

* GeorgiaFIRST is unable to provide header
records that change with each transmission

* If your bank requires this, you will need to
manually modify the file before transmitting

© 2010 Board of Regents of the University System of Georgia. All Rights Reserved. 11

i Install Options " AM Errar Parms ) Check Print Opts | Transmittal Codes

SetiD: 27000

Find | view Al First (4 g or 1 ¥ Last
Type: | Positive Pay ¥ Format: |02-Wachovia/FirstUnion v F[=

Transmittal Code: |none

Save | S\ Returnto Search ErAdd

Install Options | AM Error Parms | Check Print Opts | Transmittal Codes
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Running the Pos Pay Process

* Running the Pos Pay Process

— Accounts Payable > Payments > Pay Cycle
Processing > Manual Positive Payment
— Enter/Select:
* Bank SetID
* Bank Code
* Bank Account

* Step Group Name = Bor_PositivePay (Manual Positive
Pay Group)

* Options: Format and File

© 2010 Board of Regents of the University System of Georgia. All Rights Reserved. 13

Manual Positive Payment

‘Bank SetlD: 27000 | peachtree University
'‘Bank Code: IMOPERQ.  \wachovia Bank, N.A.
‘Bank Account: IMOPR Q General Operating Account

‘Step Group Name: |Bor_PositivePay  |Q Manual Positive Pay Group

& Format and Fi
(*) Format and File Bracoas

O File Only

Save Motify

GeorgiaFIRST Wimba Training Series For Training Use Only
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Running the Pos Pay Process

System takes you to Pay Cycle Manager
Pay Cycle = POSPY

— Functions like RSTRT pay cycles, beginning at 1
and incrementing by the system up to 9

Run “Format Positive Payment” first
— Server Name should be PSUNX

Next run “BOR Positive Pay” process
— Server Name should be PSUNX

— Output Type should be Web

© 2010 Board of Regents of the University System of Georgia. All Rights Reserved. 15
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Disabled Process Monitor Link

* Once you start running the processes (Format
Positive Payment and BOR Positive Pay), the
Process Monitor link will become inactive

* Once BOR Positive Pay process has a status of
“Completed”, the Process Monitor link will
become active again

© 2010 Board of Regents of the University System of Georgia. All Rights Reserved. 16
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Disabled Process Monitor Link

* This is to remind users not to navigate away
from the page while the processes are still
running.

* If the ‘Pos Pay’ pay cycle is left in a “Running”
status, this prevents others from using that

pay cycle

© 2010 Board of Regents of the University System of Georgia. All Rights Reserved. 17
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Pay Cycle Manager

Pay Cycle: POSPY4 Manual Positive Payment

Selection Criteria ~ Approve Trial Register Reference Confirmation  Draft Staging Approval

Pay Cycle Status |
Status: Running Refresh Process Monitor

Pay From Date:
Pay Through Date: 07/12/2007
Payment Date: 07011212007

22:::(:::'9 Payments 0 Summary  Details D ay Cycle Reset
Server: PEUN Resel

[Pay Cycle Exceptions [

Pay Cycle Error  DiscountLost  DiscountDenied  Withholding  Bank Replacement

Pay Cycle Results Customize | Find | Vi

Main Information

Additional Info | [F=¥)

Process Description Bank Account Status Server Name  Output Destination
Process Format Positive Payment MOPER MOPR Confirmed PSUNX

@ save | QRetuntosearch | =] oty |

Format Positive Payment sets status to “S” for Selected.

Pay Cycle Manager
Pay Cycle: POSPY4 Manual Positive Payment
Selection Criteria  Approve Trial Register Reference Confirmation  Draft Staging Approval

[Pay Cycle Status \
Status: Formatted Process Monitor

Pay From Date:
Pay Through Date: 07/12/2007
Payment Date: 0711212007

gz::::(tlglf s . Summary  Detalls ayCyCIe Reset
d:
Server: PSUI Reset

[Pay Cycle Exceptions

Pay Cycle Error Discount Lost Discount Denied Withholding Bank Replacement

Pay Cycle Results
Main Information

Customize | Find | View A

Additional Info

Process Descrintion Account Status Server Name 'O_lllm
= = Twpe
Process | BOR Positive Pay MOPER MOPR Formatted | PSUNX v\ | Printer | |
Save I E\Returnto Search | [=] Notify
GeorgiaFIRST Wimba Training Series For Training Use Only
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TR R LY Disabled Process Monitor Link
Pay Cycle Manager
Pay Cycle: POSPY4  Manual Positive Payment
Selection Criteria  Approve Trial Register Reference Confirmation  Draft Staging Approval

Pay Cycle Status

Status: Running Refresh Process Monitor

Pay From Date:
Pay Through Date: 07/12/2007
Payment Date: Q71122007

gc:le(tlul;z Payments 0 Summary  Details IPay Cycle Reset
elected:
Server: Rese

jPay Cycle Exceptions

Pay Cycle Error Discount Lost Discount Denied Withholding Bank Replacement

Customize | Find |
Main information Y Additional Info

Output

Process Recreate Pos Pay Description Bank  Account Status Server Name e OQutput Destination
I Recreate Pos Pz IBOR Positive Pay MOPER MOFR Completed PSUNX Weh

& save | & Return to Search I [=] Motify |

BOR Positive Pay sets status to “C” for “Sent”.

Pay Cycle Manager
Pay Cycle: POSPY4 Manual Positive Payment

Selection Criteria  Approve Trial Register Reference Confirmation  Draft Staging Approval

Pay Cycle Status |
Status: Completed Process Monitor

Pay From Date:
Pay Through Date: 077122007
Payment Date: 0711212007

gc:let:ulie Payments 0 Surmmary  Details Ipay Cycle Reset
elected:
Server: PSUI 25el

Pay Cycle Exceptions

Pay Cycle Error Discount Lost Discount Denied Withholding Bank Replacement

Pay Cycle Results Customize | Find
Main Information Additional Info_

Process Recreate Pos Pay Description Bank Account Status Server Name }O%M Output Destination
£es ] Recreate Pos Pav[ BOR Positive Pay MOPER MOPR Completed @50[&73‘ Web
B save l E\Return to Search I [=] Notify |
GeorgiaFIRST Wimba Training Series For Training Use Only
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Positive Payment Files

* Process generates a Positive Pay file (.txt) and
a Positive Pay report (.pdf)
* The Positive Pay File contains:
— Check Number
— Check Status
— Check Amount
— Check Date
— Account Number

* File varies by format

© 2010 Board of Regents of the University System of Georgia. All Rights Reserved. 22
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Using Positive Payment

Pos Pay Files

View LogiTrace

Report ID: 1774 Process Instance: 3581 Message Log
Name: BORIF029 Process Type: SQR Report

Run Status: Success

Pogitive Pay

Distribution Node: DNODE Expiration Date:  |05/26/2007
File List
Name File Size (bytes) Datetime Created
POSPAY 081845 bd 810 071122007 9:18:56.000000AM EDT
Message Log 1,677 07/12/2007 9:18:56.000000AM EDT
borif029 3581.PDF 1,790 0741272007 9:18:56.000000AM EDT
Trace File 544 0741252007 9:18:56.000000AM EDT

Distribute To

Distribution .pyc4yiption ID
ID Type

User DWOODDELL

Return

{u:GEORGIAF/ES GeorgiaFIRST Wimba Training Series

Saving the Pos Pay File

* Save the file
— Right-click on file name
— Choose Save As
— Specify directory and save

© 2010 Board of Regents of the University System of Georgia. All Rights Reserved.
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Using Positive Payment

Pos Pay Reset Page
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Positive Pay Reset Page

* The Pos Pay Reset page allows a user to set
the Positive Pay Status on a set of payment
back to a status of “Not Selected”

* Allows the user to pick those payments up
again in a new file

— BOR Menus > BOR AP Use and Processing > Reset
Manual Positive Payment

* Payments can be reset by Payment Date or
Paycycle and Sequence Number

© 2010 Board of Regents of the University System of Georgia. All Rights Reserved. 25
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Positive Pay Reset Page

* To determine the Sequence Number:
— Can use BOR_POSPAY_RESET Query

* This query can also be used to determine the
Positive Pay Status of any payment

— Enter the Bank SetID, Code, Account, and Payment
Date range to see the Positive Pay Status of the
payments

© 2010 Board of Regents of the University System of Georgia. All Rights Reserved. 26
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Using Positive Payment
Pos Pay Reset Page

/ POSPAY_RESET_BOR

Manual Positive Payment Reset

*Bank SetiD: |27000 | augusta State University
*Bank Code: [FCOPRQ,  First Citizens Bank
*Bank Account: |OPER|/Q First Citizens Operating Acct
® Payment Date Payment Date: 08/25/2010 |5

O Pay Cycle and Sequence Number

Process

Save Notify

GeorgiaFIRST Wimba Training Series
© 2010 Board of Regents of the University System of Georgia. All Rights Reserved.
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R S R T B Pos Pay Reset Page
Bank SetiD: (27000 |
Bank Code: [FCOPRQ,
Bank Account: [OP—E_R“ Q
Begin Payment Date: |08/25/2010 |[51
End Payment Date: |08/26/2010 |5
View Results
Download results in . Excel SpreadSheet CSV TextFile (5 Kb)
[4] 1-18 of 18 [
1 27000 FCOPR|OPER (252165  Wilkes,Ravon Y 08/25!2010f 45.000 | 27BNR 0/cHK [C 108/25/2010
|2 [27000/FCOPR|OPER  |252181  |Wesley Audio l0sr2512010|  875.000|27DLY 262|CHK |C 108/25/2010
3 127000 FCOPR|OPER |252166 | Construction Perfected, Inc. 108/25/2010 1500.000 | 27DLY 262|/CHK |C 08/25/2010
4 |27000|FCOPR|OPER |252170  |Pollock Company l0s/25/2010|  81.030|27DLY 262/CHK |C |08/25/2010
5 (27000 FCOPR|OPER (252173 |Xerox Corporation 08/25/2010| 544.270|27DLY 262/CHK |C 08/25/2010
6 |27000/FCOPR|OPER |252174 |Augusta Data Storage, Inc. |08/25/2010|  50.000|27DLY 262/CHK  [C |08/25/2010
7 27000 FCOPR|OPER 252167  Goff Electric 08/25/2010| 1689.000 | 27DLY 262/CHK |C 108/25/2010
8 [27000|FCOPR|OPER |252175 |De Gruyter |08/25/2010|  250.000 27DLY 262/CHK |C |08/25/2010
9 ‘27000 FCOPR|OPER 252178  Symyx Solutions, Inc. 08/25/2010|  312.420 | 27DLY 262/CHK |C 108/25/2010
1027000 |FCOPR |OPER 252179 L“c°m5°“ Reuters (Tax & ACOUNting)  |oac0010| 3050.000|27DLY 262/CHK |C 08125/2010
11/27000 [FCOPR OPER 252168  |Marks Clearing & Grading, Inc. |08/25/2010  265.000 | 27DLY 262/CHK |C 08/25/2010
12/27000 |FCOPR|OPER 252169 |NowDocs (Taylor Corp) |08/25/2010|  150.000|27DLY 262/CHK |C 08/25/2010
13/27000 FCOPR|OPER (252171 | Sandarg,Robert 08/25/2010|  80.370/27DLY 262/CHK |C 108/25/2010
14|27000 FCOPR|OPER 252180  |USA Mobility Wireless, Inc. 08/25/2010|  211.440 27DLY 262/CHK  |C 108/25/2010
15/27000|FCOPR|OPER 252164 Murugappan Aarthi 08/25/2010| 785.000 27BNR 40/CHK [C 08/25/2010
16/27000|FCOPR|OPER (252172  |W.R. Toole Engineers, Inc. 0812512010  814.900|27DLY 262/CHK |C |08/25/2010
|17 27000 FCOPR OPER |252176  Motorola - Palmetto 800 |08/25/2010|  836.000 | 27DLY 262/ CHK |C 1081252010
|18/27000|FCOPR|OPER 252177  |SD Clifton Construction, Inc. |08/25/2010 43631530 | 27DLY 262/CHK |C 08/25/2010
/ POSPAY_RESET_BOR
Manual Positive Payment Reset
*Bank SetiD: [27000 |Q Augusta State University
’7.
*Bank Code: |FCOPRQ  First Citizens Bank
*Bank Account: [OPEREQ First Citizens Operating Acct
(O Payment Date : o
Pay Cycle“27DLY (3
(® Pay Cycle and Sequence Number T T—— Number\ 282 Q
Process
& save | [Z] Notify
Reset Page sets status back to “N” for “Not Sent”
GeorgiaFIRST Wimba Training Series For Training Use Only
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Bank SetlD:
Bank Code:
Bank Account: [oPER|Q
Begin Payment Date: [08/25/2010 |5
End Payment Date: 68726720167\@
View Results
Download results in :  Excel SpreadSheet CSV TextFile (5 kb)
1]1-18 of 18§
1 27000 [FCOPR (OPER 252165 Wilkes,Ravon Y 081252010 45.000 27BNR 40 CHK 08/25!2010
2 |27000 [FCOPR [OPER (252177  |SD Clifton Construction, Inc. 08/25/2010 | 43631.530 27DLY | 262/CHK N
3 27000 FCOPR |OPER (252181  |Wesley Audio 08/25/2010 875.000 27DLY 262 CHK N
4 (27000 |[FCOPR |OPER  |252167 | Goff Electric 08/25/2010 | 1689.000(27DLY | 262|CHK [N
5 127000 FCOPR OPER 252168  Marks CIeanng&Gradlng Inc. 08/2512010 265.000 27DLY | 262/CHK [N
6 27000 FCOPR OPER 252170  Pollock Company 08/25/2010 81.030|27DLY 262/CHK  |N
7 127000 [FCOPR (OPER 252176  Motorola - Palmetto 800 08/25/2010 836.000 27DLY | 262/CHK N
8 27000 FCOPR OPER 252171 | Sandarg,Robert 08/25/2010 80.370 | 27DLY 262|CHK [N
9 127000 FCOPR OPER 252180  USA Mobility Wireless, Inc. 081252010 211.440 | 27DLY 262 CHK N
10|27000 [FCOPR |OPER 252175  |De Gruyter 08/25/2010 250.000 | 27DLY 262|CHK [N
11/27000 FCOPR [OPER 1252169  |NowDocs (Taylor Corp) 08/25/2010 150.000 27DLY 262 CHK N
12(27000 [FCOPR |OPER 252172 |W.R.Toole Engineers, Inc. 08/25/2010 814.90027DLY | 262|CHK [N
13/27000 [FCOPR |OPER 252179 | Thomson Reuters (Tax & Acounting)Inc.  |08/25/2010 | 3060.000 | 27DLY 262 CHK N
14|27000 FCOPR |OPER |252164  |Murugappan Aarthi 08/25/2010 785.000 27BNR 40/CHK |C 08/25/2010
1527000 FCOPR OPER 252174  Augusta Data Storage, Inc. 08/25/2010 50.000 27DLY | 262/CHK N
16|27000 FCOPR (OPER 252178 | SymyxSolutions, Inc. 08/25/2010 312420 27DLY | 262|CHK [N
17 |27000 [FCOPR |OPER  |252166  |Construction Perfected, Inc. 08/25/2010 | 1500.000 27DLY 262 CHK [N
18/27000 [FCOPR |OPER 252173  |Xerox Corporation 08/25/2010 544,270 |27DLY 262/CHK N
GeorgiaFIRST Wimba Training Series For Training Use Only
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Conclusion

Objectives
e Review how the Positive Payment process works

e Provide an overview of the Positive Payment Setup Tasks

e Review why the Process Monitor link is disabled when the Positive Pay pay cycles are running
e Identify what is included in Positive Payment files

e Discuss how to review the Positive Payment Report and file

e Demonstrate how to use the Positive Payment Reset page

Archive

e The archive for this Wimba Training Session will be available no later than end of day,
September 3, 2010.

e The archive and training materials will be posted to the GeorgiaF/RST website:
http://www.usg.edu/gafirst-fin/training/archives/
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