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How To Export Positive Pay

1. Bank Reconciliation > Main > Positive Pay Export
2. Select the Export Settings
3. Click Proceed

] Positive Pay Export (NEX) 9/26/2024 = O X

To export unreconciled checks, highlight the Export Setting from the list below, then click Proceed.

Export Setting Description

BEE R

s

3 Mew Export Setting... Import Setting Definitions... cancel 72N

4. Verify that the Export path is directed to the correct location.

5. Ensure you enter the correct Bank Code
& Positive Pay Export Processing . O x

Export Path | Wnexpaxsage\>age\Postive Pay) ||E ]
Include Checks Already Exported | |

Reconcile Checks After Exporting |:|

Batch Number 0

Runtime Date Option
Runtime Option 1
Runtime Option 2

Select Field | operand | value
Bank Code Equalte = A ]
Check Humber Al -

Check Date All v_

Dollar Amount Al Z

o

Microsoft Print to POF - -
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6. Select Print

Select a location to save the Export Log in pdf format

8. After reviewing the check information to be exported, click Yes when prompted to
proceed with the export and to create the export file.

~

E] sage 100 d

2 Do you want to proceed with the positive pay export?
L™ )

9. Go to File Explorer > Sage > Positive Pay (same path location as the export location)
> DATA(E:) » Sage » Postive Pay

~
Name

5] 092524A.csv

f5] 092624A.c

Type: Microsoft Excel Comm
Size: 6.79 KB

10. Select the Positive Pay file to review before sending it to the bank.

Export Positive Pay previously exported

1. Bank Reconciliation > Main > Positive Pay Export
2. Select the Export Settings
3. Click Proceed

] Positive Pay Export (NEX) 8/26/2024 - ] X

To export unreconciled checks, highlight the Export Setting from the list below, then click Proceed.

Export Setting Description 4
(% &
a New Export Setting... Import Setting Definitions... Proceed Cancel 0 )
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Verify that the Export path is directed to the correct location.
Ensure you enter the correct Bank Code

Select box “Include Checks already exported”

Enter Check Date or range of Check dates

N o o s

= positive Pay Export Processing - O et

Export Path |1\n expaxsage\Sage\Postive Payl |@
(inciude Checks Arsady Expored  [v])

Reconcile Checks After Exporting D

Batch Number 0

Runtime Date Option
Runtime Option 1
Runtime Option 2

Select Field | Operand | Value | |
Bank Code Equalte ~|A
Check Number Al -
[Check Date Equalto ~ | 08/26/2024 = ]
Dollar Amount All -
pre— |
I
lag?

| Microsoft Print to PDF ~| Preview 9

8. Select Print

9. Select a location to save the Export Log in pdf format

10. After reviewing the check information to be exported, click Yes when prompted to
proceed with the export and to create the export file.

E] sage 100 d

\::-) Do you want to proceed with the positive pay export?
-

1. Go to File Explorer > Sage > Positive Pay (same path location as the export location)
> DATA(E:) » Sage » Postive Pay

~
Name

H:] 092524A.csv
B 092624A.cs1>9

Type: Microsoft Excel Comm
Size: 6,79 KB

12. Select the Positive Pay file to review before sending it to the bank.
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