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Running the Positive Pay Process 



Section #:  PAY 437 


	Description
	This process describes how to run the Positive Pay process.  Positive Pay is method to prevent check fraud that many banks are requiring their customers to use.  

The Positive Pay method requires the check issuer to prepare a formatted check file that includes details about each check issued.  This file is transmitted to the bank and the bank compares checks received for payment against the items included in the file.  The bank identifies items that do not match and then presents the rejected items to the issuer for its consideration of payment.

	Conditions
	· Transmittal Code field on BOR Transmittal Code page (Board of Regents, BOR Utilities and Options) has been set to Pos Pay.

· If your bank requires a Header to be included in your file, you must put the Header information in the Transmittal Code field on the BOR Transmittal Code page.  If this field is left blank, no Header will be printed.

· The Account # used in the file is pulled from the Source Bank Table (Setup HRMS, Common Definitions, Banking, Source Bank Accts). Be certain that this account number is correct.

	Source Documents
	Institution Specific

	Output Information
	Positive Pay file to transmit to bank

	procedure

	Path
	Board of Regents, BOR Payroll, Interfaces, Positive Pay

· Enter an existing or add a new Run Control ID to access the page.

	Step 1
	Page: Positive Pay

· Report Request Parameters group box

· Pay Run ID: Enter or select the appropriate Pay Run ID.

· File format options group box

· Select the appropriate file format option.

· Universal

· Wachovia/First Union

· Bank of America
· Click on Run to display the Process Scheduler Request page.

· Server Name: Leave blank.

· Type: Web

· Format: PDF

· Click on OK to run the process, which returns you to the Positive Pay page. 

· Click on the Process Monitor link to display the view the Process List page.

· Verify the Run Status is Success.

	
	· NOTE: If you would like to review your positive pay file prior to transmitting it to the bank, you can:

· Click on the Details link to display the Process Details page.

· Click on the View Log/Trace link to display the View Log/Trace page.

· Click on the Trace File link to review the sqr results. 

· Click on the pospay[Pay Run ID].txt link to review the file.

	Step 2
	· Transmit the Positive Pay file to your bank in the prescribed format.

	General Information
	Three formats are available.  Specifications for these formats are shown below:

· Universal

· Position 1: Void Indicator (either blank or V)

· Position 2-11: Check #

· The SQR will print a 10-digit number or pad the number with zeros if less than 10.  If account # is greater than 10, the SQR will print the first 10 digits.

· Position 12-21: Check Amount

· Position 32-40: Blank

· Position 41-46: Check Date (MMDDYY)

· Position 47-80: Blank

· Wachovia/First Union

· Positions 1-13: Account #  

· The SQR will print a 13-digit number or pad the number with zeros if less than 13.  If account# is greater than 13, the SQR will print the first 13 digits.

· Positions 14-23: Check #

· Positions 24-33: Check Amount

· Positions 34-41: Issue Date (YYYYMMDD)

· Position 42: Void Indicator

· Position 43-80: Optional Data and Filer

· Bank of America

· Positions 1-12: Account # 

· The SQR will print a 12-digit number or pad the number with zeros if less than 12. If account# is greater than 12, the SQR will print the first 12 digits.

· Position 13: Void Indicator

· Positions 14-15: Filler

· Positions 16-25: Check #

· Positions 26-37: Check Amount

· Positions 38-43: Issue Date

· Positions 44-80: Optional Data

· NOTE: If you do not bank with Bank of America or Wachovia and your bank requires a positive pay file, you may have to modify the results of one of the above formats to meet your bank’s file specification requirements.
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