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AP.010.050 Establishing Positive Pay Format & Transmittal Codes
[bookmark: pp_ref_BEFORECONCEPT]
Concept

This topic demonstrates the Positive Pay Formats and Transmittal Codes. GeorgiaFIRST Financials provides eight positive pay file formats: 

1) Universal
2) Wachovia/First Union
3) Bank of America
4) SunTrust (PNV)
5) BB&T (PNV)
6) Bank of Middle GA (PNV)
7) Synovus (FLF)
8) Wells Fargo

If you wish to generate positive pay files with a format other than Universal (Format 1), you must specify the format in the BOR Installation Options. If you make no selection on this page, the file will be produced in Format 1.

Many banks require a special transmittal code to appear in the first line of each Positive Pay file. This enables them to identify the account number to which it relates more easily. If your bank requires that the same code be included in the first line of each Positive Pay file, you must establish this code prior to generating a Positive Pay file. The Header record will then automatically be included as the first record in every Positive Pay file created.

GeorgiaFIRST is unable to provide header records that change with each transmission (EX: a header containing the amount, date, or number of transactions). 

Refer to Business Process document, AP.040.030 Generating the Positive Payment File for additional information and requirements. 
Topic Objectives:
Upon completion of this topic, you will be able to:
- Navigate to the custom BOR menu to find the Installation Options page.
- Know the values to be populated to enter a unique Positive Pay Transmittal Code.
- Create a Positive Pay transmittal code.

	Assumptions

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




	Dependencies/Constraints

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



Procedure

In this demonstration, you will follow the navigation to select a Format and add a Positive Pay Transmittal code. 
	Step
	Action

	1. [bookmark: ID0x00000090] 
	Click the BOR Menus link.
[image: Action area of the screen image]

	2. [bookmark: ID0x00000091] 
	Click the BOR Utilities link.

	3. [bookmark: ID0x00000092] 
	Click the Installation Options link.

	4. [bookmark: ID0x00000093] 
	Enter your SetID and click the Search button.

	5. [bookmark: ID0x00000094] 
	Click the Type list.

	6. [bookmark: ID0x00000095] 
	Select the Positive Pay list item.

	7. 
	Click the Format list.

	8. 
	Select the Format list item accepted by your banking institution.

	9. [bookmark: ID0x00000096] 
	Click in the Transmittal Code field.
· If your bank does NOT require a transmittal code and does not want a header record, leave the word none (lower case, no spaces).
· If your bank does require a transmittal code and header record, enter that information in the field (no spaces).
EXAMPLE: RECONCILIATIONHEADER000520002619223400

	10. [bookmark: ID0x00000098] 
	Click the Save button.

	11. [bookmark: ID0x00000099] 
	Congratulations. You have just completed the Establishing Positive Pay Format & Transmittal Codes topic. Below is a summary of the key concepts of this lesson:

- If your bank does not require a transmittal code and does not want a header record, leave the word none (lower case, no spaces).
- If your bank requires that the same code be included in the first line of each Positive Pay file, you must establish this code prior to generating a Positive Pay file. 

Now that you have successfully established the Positive Pay Format & Transmittal Codes, refer to business process AP.040.030 Generating the Positive Payment File for additional information and requirements.

End of Procedure.
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