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POSITIVE PAY | CHECK UPLOAD FORMATS 

 
This must be done before you can upload positive pay items! 
 

SELECT THE PAYMENTS TAB  POSITIVE PAY  CHECK UPLOAD FORMATS 

 
 

CLICK “CREATE NEW FORMAT” (TOP RIGHT)  
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SELECT “DELIMITED” AT THE TOP.  

YOUR .CSV FILE MUST BE IN THE COMMA DELIMITED FORMAT. 
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DECIDE HOW YOUR ISSUED CHECKS WILL BE ARRANGED IN THE FILE. 

ENTER FORMAT NAME 

› Under Item Amount, choose “Decimal Included” if you will be using the decimal in your file 
› Choose your Issued Date Format and Void Date Format 
› Checking Indicator= C 
› Savings Indicator= S 
› Void Indicator= V 

 

FOR EXAMPLE:  

› Column 1 (A): Issued Date 
› Column 2 (B): Item Number 
› Column 3 (C): Payee 
› Column 4 (D): Item Amount  
› Column 5 (E): Account 

number 
 

 
 

Ensure that the Item Amount column (D) in Excel is 
 formatted as "Number" with 2 decimal places. 
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CLICK SAVE.  

 
 

POSITIVE PAY UPLOAD FORMAT WAS SAVED. 

 
 

 


