SOFTPRO POSITIVE PAY

SELECT Creating/Re-Creating a Submission File

The Positive Pay utility helps to prevent check fraud by creating a list of checks authorized for payment. You create
the electronic submission file and send it to the bank. The bank compares any checks presented for payment against
this pre-authorized 'list’. Follow these steps to create (or re-create) a Positive Pay submission file.

Creating a Submission File

1. From the ProTrust ribbon, click New Positive Pay
n ]l =@ == PositivePay [New] - SoftPro Select - =]
ProForm Pro10%9 360
New Ledger Ledger Search Reports =~ New Recondhiation TS e New Group Deposit + IBA Interest N New PositivePay ~
Ledgers Recondiliation Accounting
2. Select the date range " Start Page PositivePay [New] X
3. Select the Trust account Criteria
. . Date from: FG,.'DI;’ZDH - l through FB;QS;’ZUH - l e
4. Rarely u§ed, checkn Include preypusly submfcted st occounts DTG e =]
transactions ONLY if the submission batch failed
. . Qutput format: I LI
and you are recreating it
¥ Include previously submitted transactions Show Transactions |
5. Click the Show Transactions button o e
6. Select the checks for inclusion in the submission file (check the header check box to select all, or check the
individual items
7. Click the Export button
Transactions
I Export J
Check Number | Date | LedgerlD | Payee | Amournt | Status
12345 6/06/2014 F¥OMTR-14-0157 Kelty Williams $4 86000 Voided
R59000030 4/23/2014 FOMTR-14-0015 Misty Mack 550000 Voided
h55000031 4/23/2014 FKOMTR-14-0010 Keller Wiliams Advantage 2 420000 Posted
hA55000032 4/23/2014 F¥OMTR-14-0010 Tammy Wales 5120000 Posted
H55000033 4/23/2014 HKOMTR-14-0016 Felly Williams $4175.00 Posted
595000034 4/23/2014 HOMTR-14-0013 Happy Homeowners 220000 Voided
R99000035 4/23/2014 FOMTR-14-0006 Tim Smith 5100000 Posted
H55000036 4/23/2014 HKOMTR-14-0010 Mortgage Brokers R Us £75.00 Voided
S55000037 4/23/2014 F¥OMTR-14-0016 Broker Mart Ca. $1.015.00 Posted
H55000038 4/23/2014 HKOMTR-14-00716 Century 22 $2200.00 Posted
[ Roannnnis AFFLH1A Y¥AMTR-1AD1E lidee listar 210 i
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8. Navigate to the location of the check file; click Save Save | 3 PTWinPPY | « &y B

5] matttest bxt
| Readie, b

\

© 2014 Fidelity National Financial

Flename:  [20011204 (e
Save a3 bype: | Test Files [“at) =| Em:liil
&
Page 1 of 2

Dated: 09.04.2014



SOFTPRO POSITIVE PAY

SELECT Creating/Re-Creating a Submission File
9. Click OK to acknowledge the file has been  HuaiEl
created ) ThePostive ay processis conglte and e et e bas been savedto C:Docuents and Setogs| e Destip .
\‘H Tt is your resporsibiity to send this file to the bank.
=y

It is your responsibility to transmit the electronic Positive Pay file to the bank.

10. Depending on your Operation/bank’s procedures, you can copy the submission file to a disk, attach it to an
email, or upload it to the bank’s website

Re-Creating a Submission File

You only need to recreate a submission file if it failed.

1. Click the drop-down arrow to click the Positive Pay

<:> SEl LheC 2L enng
Search button - Change Trust Account
New Group Deposit + IBA Interest - M_ _
4 ®=__New PositivePay

Q,’ PositivePay Search
I 1

2. In the List sessions run prior to drop-down, select | il |

the submission file date you wish to recreate st sessions un porto:(E702720_D ooty )
3. Click the Apply button Date | Time [ Trust Account
Date Time Trust Account
4. Highlight the appropriate submission file 07/02/2013 10:51:24 AM Code1

5. Click the Recreate button

[ Open (([Recreate [} Cancel | [ Hebo |

6. Follow Steps 7 — 10 in the section above: Creating a Submission File
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