Positive Pay: CSV File

CSV File Format (Delimited)
CSV File Upload



Positive Pay: CSV File Format (Delimited)

Bank
& Trust Company

The Bank That Puts You First

= A4 & B, X
Bill Pay My Finances Mew Dashboard Settings

ACH Wires ARP Users Reporting File Status Transactions Stop Payments

s

Items Download Upload I Edit Upload Format I ARP Ach Exceptions List ACH Filters

Select Upload Format to Edit:

Select Delimited Format to Edit:

Delimited

Select Option... v

Select Option...
Add New...
Default Delimited
Chuck Test

Testy Test

Sarah Test

—

Click Cash Manager > ARP >
Edit Upload Format

Select “Delimited” in the
Upload Format drop down
menu

Select “Add New...” to
create an upload format
for your CSV file
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CSV File (Excel)
Example:

(I 20358 3/22/2022 Donald Duck 300.56
ZAN 20363 2/21/2022 Daffy Duck 456.79
e 20367 1/11/2022 Minnie Mouse 363.20
“8 20345 3/12/2022 Mickey Mouse 500.00
5
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Edit Delimited File Upload Format:

The following fields are required for a
CSV File: Account Mumber Select Option...

Account Type Select Option... v Chk Sav Christmas Club Gl

° CheCk H Debit/Credit | Sefect Option... | | Debit Indicator T
* |ssue Date & Date Format :m""
* Payee | o [T
* Check Amount (should be assigned Vot Date | ssect optin | - | Dot orma
the number for the column they Payee | 3 .
are in the CSV file in Excel)

Payee Address 2 Select Option...

Payee Address 3 Select Option...

Save the format at the bottom right of
the Screen Void Indicator Select Option. .. - ¥es Indicator

Stop Indicator Select Option... ¥ ¥es Indicator
Amount Format Default {Mo Format Validation}
Field Delimiter Comma [}

Text Qualifier Hone

Cancel Delete Reset
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The First Bank

Upload File For:

Upload File Type:

Saved Format:

Select the type of file you want to upload to identify the field and
positicn placement for your file. Once this layout is established, this
format will be the default layout for uploaded files of this type.

Enter the name of the file you wish to upload (seme browsers will
provide a Browse butten to help you find the file). Click the Upload
button. If you are consistently having trouble uploading your file, try
the 'Open Input’ method.

Operating v
Saved Upload Format v
Default Delimited -

Choose Filz | Ro file chosen

NOTE: Maximum upload file size is 4052 MEB.

After the CSV File Layout has been saved you are
ready to upload any outstanding checks or your
first Issue File.

1. Select Cash Manager > ARP > Upload

2. Choose the Account you are uploading for in
the first drop down menu

3. Under Upload File Type, select “Saved Upload
Format”

4. Under the Saved Format, select the Upload
Format you created from “Choose File” from
your computer

5. Click “Upload”
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You will then see the File Upload
Status screen with the ARP file

File Name Format Type Related Account Upload Date w Status
h H o d”
Positive Pay CSV Upload Example_format amount.csv Delim ARP Operating 2/11/2022 24432 PM Queued Statu S S OWI n g a S Qu e u e
MNACHA File Example - Chucks Test Company.txt NACHA ACH N/A 2/10/2022 24044 PM Uploaded
H o H 7 H
Chucks Test Company NACHA file.txt NACHA ACH N/A 2/10/2022 2:31:20 PM Uploaded 1. Click “Refresh List” until you
Chucks Test Company NACHA file.txt NACHA ACH N/A 2/10/2022 2:30:14 PM Uploaded see the Status Cha nge to
o H . 7

Chucks Test Company NACHA file.txt NACHA ACH N/A 2/10/2022 1:13:46 PM Uploaded Vl eW Deta | |S

Page 10/2 | 1 2 Next Los 2. Click View Details, verify the

Refesh s information is correct and

then click “Approve”

File Name Format Type Related Account Upload Date @ Status

Pesitive Pay CSV Upload Example_format amount.csv Delim ARP Operating 211/2022 2:44:32 PM View Details
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**Verify the information is

_— — — - _— correct and click “Approve”. If
S e oo = youdo not click Approve, the
— Issue File will not upload or
Successtul 00000020367 01112022 Minrie Mousz $363.20 go to the Bank. **

Duplicate ltem 00000020345 031272022 Mickey Mouse $500.00

Total: 4 check(s) $1,620.55

Ca ncel

o

Failure to approve the file will result in
receiving an Information Message
expressing the ARP items were not

approved and no items were submitted. ARP items approval was cancelled. Mo items were submitted.

[tems Download Upload Edit Upload Format ARP Ach Exceptions List ACH Filters
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Once approved, you receive an Information Message
letting you know the file was successfully uploaded.

You may also return to the File Upload Status screen
and check to see if it was Uploaded or Unapproved
(did not make it to the Bank).

Download

I E R CEEE Il ARP file was uploaded successfully.

Upload

NV
My Finances

Users Reporting

File Status

Edit Upload Format

5]

Mew Account/Loan Dashboard

ARP Ach Exceptions List

Transactions

K

Settings
Stop Payments

ACH Filters

File Name Format Type Related Account Upload Date v Status
Positive Pay Fixed Position ARP File.txt Text ARP Operating 2M1/2022 3:29:53 PM View Details
Positive Pay C5V Upload Example_format amount.csv Delim ARP Operating 2M1/2022 2:50:57 FM Uploaded
Positive Pay C5V Upload Example_format amount.csv Delim ARP Operating 2M1/2022 2:44:32 FM Unapproved
MACHA File Example - Chucks Test Company.txt NACHA ACH MNSA 2072022 2:40:44 FM Uploaded
Chucks Test Company NACHA file .t NACHA ACH MNAA 2M0/2022 2:31:20 PM Uploaded
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