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BRC PositivePay File Creator - QuickBooks Desktop
Introduction

Thank you for your interest in the PositivePay file creator for QuickBooks, by Big Red Consulting!
Use the PositivePay file Creator to create positive pay / secure check files to submit to your bank. 

This tool integrates with QuickBooks Desktop. It pulls your checks directly from your company file and uses them to create positive pay files, so there’s no need for any data re-entry.

We’ve written this document to ensure you have a smooth start when using the add-in. Please review it completely.
QuickBooks is a registered trademark of Intuit, Inc.

The PositivePay file creator for QuickBooks and this document are copyrighted by Big Red Consulting.
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Overview

The PositivePay Creator works within QuickBooks as an add-In. Once installed it appears on the QuickBooks menu. To use it you can launch it directly from within QuickBooks.
How to use the PositivePay file Creator
To use the add-in, select Create PositivePay file from the QuickBooks Banking menu. The main dialog window will appear. Pick the QuickBooks bank account from the Account list, then your bank from the bank list.

Then enter the requested information including the date range, your bank routing and account numbers, and other options.
Click Create PositivePay File to create the file.

Then submit the resulting file to your bank

What is included in my PositivePay file?

The PositivePay Creator searches for all types of checks in the bank account you select and includes them in the PositivePay file when they meet the bank’s criteria. This includes standard bank checks, paychecks, payroll liability payments, bill payments, and sales tax payments.

In most cases, newly issued checks that have check numbers and are not marked cleared or reconciled are included in the PositivePay file.

In most cases, Voided checks are also included.  See the section in this document for handling voided checks for details.

Checks that are usually excluded:

· Checks that are cleared or reconciled
· Checks that don’t have a check number

· Checks for 0.00 amount (unless they’re also Voided)

Most banks ask for similar information for their files in various file formats. Typically, banks request these fields:
· Date

· Check Number

· Amount

· Payee

· Type: New Issue or Void

Often PositivePay files are difficult to read. When creating your PositivePay file, you can select the option to also create the “Positive Pay Summary Review” file, which will produce a second file, one that is more human-readable. This file will list all of the checks in your bank account for the period, and a status for each check. The status indicates whether or not the check was included in the file, and if not then why not.
You can open the file in a text editor like Notepad or spreadsheet program like Excel for review.

Main Window
When you launch the PositivePay Creator, its main dialog window will appear. It will look like this but with few fields filled in the first time. Once you use it, your settings are saved for you next session.
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Settings are saved for each bank account you use. So, you can set up different bank accounts numbers, dates, the output file name, and other settings per acount. Similarly, the Skip checks option saves your export history by account.

You can use the PositivePay Creator with multiple bank accounts and multiple company file. If using it with multiple company files, be sure the bank account names are unique to avoid mixing up settings for two different accounts.

Field by Field Description
Account

A list of the bank accounts in your company file. Pick the account to use.  If the bank has sub-accounts and you enter checks in them, and also want the checks to be included, check the “Include Bank Subaccounts” box.
Date Range

The date from which to pull checks. If you elect the Set date range option, then the date range will be set automatically for you.
Some banks want you to submit all of the uncleared checks each time you submit a file. In this case, enter a date range wide enough so that you don’t miss any uncleared checks.

Other banks only want to receive each check once. In this case, you can enter a narrower date range and also use the “Skip checks” feature to ensure you only include each check once. See below.
Bank

Pick the appropriate bank file format.

If your bank is not listed, or the bank’s file type you need is not listed, you may be able to define a custom format that works.

The Add/Edit button allows you to create and edit custom bank file formats. You can define both CSV and fixed-field length files.
Custom entry fields - per bank

After picking the bank format, appropriate fields will usually appear. Some banks don’t require any. Your bank account number is usually required, and sometimes the routing number as well. Some banks ask for other fields as well, which sometimes contain very specific information you’ll get from your bank.
Include checks with alpha-numeric check number

This option lets you include or exclude checks that have check numbers that include text. For example, 1224A or B554. When selected, these checks will be included with only the numeric part of the check number.
Skip checks included in prior exports

This feature lets you wantonly pull checks using a wider date range, including date you may have used before, and it automatically excludes checks that were included in prior PositivePay file. 
The History button opens a window that lists all of the check previously export. If needed, you can select and delete one or more at a time, and then you can export them again.
Output File

The file name for your PositivePay file. A default is presented and if you change it to another name or location that is remembered. 
Create Positive Pay Summary Review file

Creates a human-readable report for you that includes data about the PositivePay bank file.  Review it and/or keep it for your records. It lists all the checks found in the account and whether or not they were included in the PositivePay file.  For checks not include, a reason is given.
Creating a Custom File Format

In addition to picking file formats from the Bank list, you can also create a custom CSV or Fixed Length file. To create a new file format, click the Add button next to the Bank pick list. A window like the ones below will appear.

Comma Separated Value files
Pick the Comma Separated Values option to create a *.csv type file. Then select from the available field values up to 8 fields:
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Notes:

· For *.csv files, the fields are included in their entirety, with commas in-between.

· Fields are not truncated, and you don’t specify the field length.
· To skip a field, pick “Empty Field” from the field list.
· Optionally, you can include Void checks and the associated Issue/Void indicator field.

· Optionally, include a header record. When you do, you’ll see the Header fields as shown above.

· Optionally, omit the Amount decimal, and then the amounts will be represented as cents.

Fixed Length Field files

Pick the Fixed Length Fields option to create a fixed-width *.txt type file. Then select from the available field values up to 8 fields:
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Notes:

· Specify a field length for each field and it will always be that length. The PositivePay tool will add padding to the field or truncate it as needed to make each field the length you enter. 
· Numeric fields like the Check Number and Amount are automatically right justified and zero filled, while text fields like the Name and Memo are left justified and blank filled.

· The Date field length will automatically update to match the length of the date format selected.  In most cases that is what is required.
· To skip a field, pick “Empty Field” from the field list.

· Optionally, you can include Void checks and the associated Issue/Void indicator field.

· Optionally, omit the Amount decimal, and then the amounts will be represented as cents.

Skipping Checks Previously Exported

Some banks don’t want to receive the same check twice in different PositivePay files over time.

To make sure you don’t send the same checks twice, select the option “Skip checks included in prior exports.” You can review the checks that are remembered from prior exports by clicking the History button.
You’ll see a dialog window like this:
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On this dialog:

· The ID# is the unique ID created by QuickBooks and seen as the Trans # in QuickBooks in detail reports just as the Journal report.

· The Export # is an automatic sequence number generated by the PositivePay file.
· You can remove one or more checks from the list by selecting them and clicking Delete. Do this if you want to export certain checks again.
Handling VOID Transactions
When working with QuickBooks data, voided checks pose a particular challenge. This is because when you void a check in QuickBooks, its amount becomes 0.00. However, many banks want you to report the original amount of the check to help them match the check in your PositivePay file with a check that may be presented to them.
Note that some banks expect VOID checks as described in this section, and some will treat these as STOP payment requests. See the section below, and yet other use a CANCELLED concept. Be sure to read all three sections to see how things are handled for your bank.
To handle Voided checks for most banks (and STOP transactions for others) follow these steps:

1) Void the check as normal in QuickBooks, using the Void option from the Edit menu. This step makes it visible to the PositivePay Creator as a voided check.

2) Edit the check’s memo and add the original amount to the memo immediately after the first word in the memo, which must be “VOID:” Once you do this, the check memo should look something like these examples:

a. VOID: 12.34

b. VOID: 23.45 Other memo text here

Make sure that the amount you add has spaces before and after it, that it is the second ‘word’ in the memo.

The memo should follow this pattern on the check and in the bank register:
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3) Save the check. Repeat these steps for each Voided check that should be included in your file.
Handling STOP Transactions
When working with QuickBooks data, sending STOP transactions is a form of a VOID, as described in the previous section. 
This section applies to the following bank selections:

· Citibank - CitiDirect SDR
· Citibank - CitiDirect NA

For only the banks in the preceding list:

1. VOID transactions are those that were never issued and so will never be presented to the bank. For example, a misprinted check. To indicate a VOID transaction, void the check in QuickBooks as usual and then do NOT enter the original amount in the Memo field.

2. STOP transactions are those voided checks that you actually issued and the VOIDED and you don’t want the bank to pay them. To indicate a STOP transaction, void the check in QuickBooks and then follow the steps in the VOID section of this documentation.

Handling CANCELLED Transactions

When working with QuickBooks data, sending CANCELLED transactions is a form of a VOID, as described in the previous section. 
This section applies to the following bank selections:

· Wells Fargo ARP – CSV

· Wells Fargo ARP - Standard
For only the banks in the preceding list:

1. VOID transactions are those that were never issued and so will never be presented to the bank. For example, a misprinted check. To indicate a VOID transaction, void the check in QuickBooks as usual and then do NOT enter the original amount in the Memo field.

2. CANCELLED transactions are those voided checks that you actually issued, and then uploaded to the bank, and the VOIDED and you don’t want the bank to pay the check. To indicate a CANCELLED transaction, void the check in QuickBooks and then follow the steps in the VOID section of this documentation to add the original amount to the check. It will then be coded as CANCELLED.

Common Questions

Question: Will the PositivePay creator work with my bank?
Answer: It will work with your bank if your bank is on the list of bank file formats or if they accept a simple CSV or a fixed-length TXT file with your check records.
Question: What if my bank is not on the list?
Answer: You can try creating a custom file format. 
If you are unable to create a custom file for your bank (e.g. because the bank needs more fields or has specific formatting requirements), please send a support request to us and request that we add your bank to the list. If you have the bank’s file specification document, then please attach it to your request, as that will speed up the process.
Housekeeping

After first installing the PositivePay Creator the trial will start and it will run in trial mode for 30 days.
During or after the trial you can purchase and enter the product key to unlock it, and then it will run in fully registered mode.

Installing the add-in

Usually all you need to do is run the installer and then launch QuickBooks to see the new menu item at the bottom of the Banking menu.
Trial Period

Once loaded, the add-in is in “trial” mode. In trial mode and will work for 30 days once you first used it. During this time, everything works as normal, as it will after purchase.
Purchase & Entering your Product Key

To purchase the add-in, open the About & Purchase dialog from its menu and click the Purchase button, which will take you directly to the correct page on our website.

Or use this link to our site: PositivePay Creator for QuickBooks Desktop
As you complete your purchase, the order system will immediately send you an email with your receipt & product key.

When you receive your key, open the About & Purchase window again to enter your key.
Moving to a New Computer

To move to a new computer, the basic steps are to install the PositivePay Creator there and then to copy your saved settings.

On the current computer

1. Click Backup | Export Settings from the menu. Create the file, noting the location. The default file name will be BRC PositivePay Creator Settings.DAT.

2. Copy the file to the new computer.

On the new computer

1. Install the PositivePay creator on the new computer. You can get the installer again from our site from this page: Get the Newest Product Build
2. Launch the PositivePay creator from the QuickBooks Banking menu, and then click Backup | Import to import the settings file.
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