Heartland Positive Pay
QuickBooks Issue File Export

This guide is meant to aid users in exporting check file data from QuickBooks. There are two methods of
exporting the check file data from QuickBooks. Both options are outlined below. These examples are from the
QuickBooks desktop version. The first option is using a Quick Report from the checking account. The second
method is using the Check Detail Report, which requires more actions for the user to take.
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Exporting from QuickBooks Account Register

1. From QuickBooks, use Ctrl+A to open the account listing from any screen.
2. Click once to select the appropriate account to pull the Check File.
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3. Once the Check Report has been populated, use Ctrl+Q to create a Quick Report from the selected

account.
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a. Select the Date drop-down menu to choose a specific date or date range for the transactions to
display in the report. Based on the range that is selected, check items that can be displayed can be
for a specific date, a specific quarter, month or even a date range that the user selects.
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b. Click Customize Report button.

The Modify Report screen displays. By using the Customize Report

feature, the user will be able to manage the amount of information contained in the report prior to
exporting the report to Excel. The user can select and/or remove items that are not needed in the

report.
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c. Click the Filters tab. In the listing of Filters, select Transaction Type. This will allow the user to remove
the transaction types that are needed for the check file.

Eris peay [mers HeagesFociar Fonts & Numpes
EHOCHIE FLTRH CURAENT FfER CHORCE S
sl Fibs TewnsaBonTips
Acoung Finnacla Bank
Witipks Tiansmctsn Tipes
Srip Via i Dale Cusdoem
Tarmglale
Humpie Transacnsa Tipes
Tarmg
Tranz pcionTies
I Chick
Wiaar Typa
» Diopogit
TRAN SACTIHTYFE FILTER v C AR (| (. e
Sales Recapl
Choose The tppe of iransach P
sebach 5 eearal BRngacEon fy | el
Tegndacton Types ' Craddl lama
Jaumal
Credil Card
= At
Coany Craoe
-
CCanm Rpund

d. From the Transaction Type drop-down menu, select Multiple Transaction Types. This will allow the
user to select multiple check types within QuickBooks. For this example, we have used Check and
Bill Payment. Click OK to confirm the transaction types.
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g.

e. From the Modify Report screen, select OK to proceed. The requested changes to the report will
display.
[ e w AT M i 5 B e e Coarmal 9
e AQDED |
-re Civberork Laasing, LLC
The ACCOEnt QuickREport
B B o ol By 1. O
T L B Ll Wa——re [T L ] B
P w base EL TR
te o SO g e L :
From the QuickBooks toolbar, click the Excel drop-down menu and select Create New Worksheet.
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The Send Report to Excel pop-up window appears. Select Create New Worksheet > In New
Worksheet and click the Export button to continue.
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h. Excel will open and the Excel file will populate. Within the Excel file, remove all rows that are blank
under the column header “Num”. By removing these items from the check file, items that do not have a
serial number assigned to them will not be uploaded into the Positive Pay System.
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i. Remove the “Balance” column. This information is not needed for the Check File upload to PRO-
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j. Select File > Save As and save the workbook.
i. Choose the File Name.
ii. Choose the Format. The file format for this file must be Comma Separated, Excel 97-2003

Workbook or Excel Workbook.
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k. Click Save and close the workbook.

4. Login to Business Connect, select the Commercial tab and then the Fraud Protection and EDI Services
option.
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a. Select the green Submit button to enter Positive Pay services.

- _000000000__]
Heartland ® - -
Bank =15

Dashbaaid At Haniled w5l

& iafd Seningi St

Positive Pay

5. Select the Heartland Bank Positive Pay Service Module.

L o & L]
bl & Ghirp Lal-LFY 1 Wiy 10N Al CLS
A1 [1]
a - O
A 5 Fnrey [ T [ [#]

6. Fromthe Heartland Positive Pay module, select Manage > Issue Templates to create an issue template.
This will allow the user to map the exported information from QuickBooks so the file is read correctly
when uploaded to Positive Pay. The user will also be able to save this template for use in future issuance

file uploads.
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7. The Issuance File Templates page displays. This page lists the saved Issue File Templates available for
the Client to use and allows the user to create a new template for use. Select Create New Template.
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9. Creating the Issuance Template to the Exported Information from QuickBooks:

a. Template Name

Create a name for the template using information that will allow the user to easily identify this
template in the future. For this example, the template name is QuickBooks Export Type 1.

Template Name File Type" Template Siatus
uickBooks Famsoet Ty 1 sedect file type - Arthee -
b. File Type

Select the appropriate file type based on the file type used to save the Excel document. For this
example, the file type will be Excel Workbook.
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c. Template Status

The Template Status drop-down menu defaults to Active status. Leave the status as Active.

Template Name File Type' Temgpdate Status
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d. Number of Header Rows

Refer to the Excel file that was created. A Header Row will be any row above the check information
that does not contain actual check information for presentment in the Positive Pay Module. For this
example, the header rows have been highlighted yellow. The number of header rows should be 2 in
the template.
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e. Number of Footer Rows
Refer to the Excel file that was created. A Footer Row will be any row below the check information
that does not contain actual check information for presentment in the Positive Pay Module. For this
example, the footer rows have been highlighted yellow. The number of footer rows should be 2 in the
template.
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Template Level

The default value of Client will be presented and will not allow a different selection to be made.

Multi-Line Payee Name Separator.

This feature is not currently available for items exported out of QuickBooks.




Ternplate Mame File Type’ Template Status
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h. File Mapping

i. Serial Number

1. Enter the column number that the check number/serial number is presented in the Excel
document. For this example, the Num column is highlighted yellow. The column number for
Num should be 9 in the template.
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i. Amount
1. Enter the column number that the amount is presented in the Excel document. Select
fractional dollars if the dollars and cents are separated by a decimal. If the dollars and cents
are not separated by a decimal, select whole numbers of cents. For this example, the Amount
column is highlighted yellow. The column number for Amount should be 17 in the template.
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ii. Status

Remove the checkmark from this box. The export from QuickBooks does not contain this
information. The user can add this information manually if they choose to. If the column is
added, the box will need to remain checked and the column number will need to be entered
for the Positive Pay system to accurately read it. For this example, the Status field is not being

1.

used.
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If the Status box is unchecked, the user should be aware that any issuance loaded with
negative amounts or a $0 amount will be treated as Void.

ii.  Account Number

The exported information from QuickBooks does not include an account number. Leave the

1.
box unchecked and the File Column field blank. For this example, the Account Number field is

left blank.

O Status® ] Treat Negative Amount As Void®

O Account Number?

iv. Issuance Date

The Issuance Date is located in the “Date” column in the Excel document. The user must
check the box and enter the column number for the system to read the issuance date
correctly. For this example, the Date column is highlighted yellow. The column number for

Issuance Date should be 7 in the template.

1.
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v. Payee Name

1. If the Client is set up to use Payee Positive Pay, the user will need to select the box and enter
the column number for the column labeled “Name” in the Excel report. For this example, the
Name column is highlighted yellow. The column number for Payee Name should be 11 in the

template.
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vi. Additional Issue Fields

1. Additional issue fields are available for client use to allow clients to record any additional
information into an issuance file to be used for historical or reconciliation purposes. In the
example below, the client has additional issue fields configured: Company Name, Invoice,
and Address. For the purposes of Export from QuickBooks, the user should disregard these
fields as they do not apply to the export process.
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vii.  Click the Save button. A success message appears, and the user will be returned to the

Issuance Templates page. The new issue template will display in the list of templates.
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Exporting from QuickBooks Reports

10. From QuickBooks, select Reports on the Tool Bar.
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11. Select Banking from the drop-down menu and click Check Detail from the Banking sub-menu.




12. The Check Detail Report will display.
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a. Select the Date drop-down menu to choose a specific date or date range for the check items to
display in the report. Based on the range that is selected, check items that can be displayed can be
for a specific date, a specific quarter, month or even a date range that the user selects.
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b. Click Customize Report button. The Modify Report screen displays.
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c. Select the Filters tab.

Koty Hepof, Lheck Dt

Covgiem Filery Bl paten¥ cofer Farts & Wembsn
HOREN TN (= e R U= o ]

¥ 3 in Aoround
I = e prasoat| R bR BT

L
T ... e i
i ik Jelad?

| APy Mo Curie Cushom
Arrssind T TranascionTygs  Uulipls Tranaaden T
Eilling Sist T For oaiail ROOSIE Msloing
[=TEE =
L v
Al FLfER i)

Cheans B fpa s of gorounts o g 5oe0ls amaml Bbom e

R0 Bl Bl Wb e B o] i il Sl il

o e in e rap (Balance Sred el 3oooumds oniy)

Tl ma more_
Rigverl
s o -




d.

In the listing of Filters, select Account from the drop-down menu.

i. Select All Bank Accounts to pull all checks issued from all bank accounts for which the user has
QuickBooks access.
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ii. Selecta single Bank Account to pull checks issued from a single bank account.
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iii. Under Include Split Detail?, click the button next to “No”.
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iv. Under Current Filter Choices, select Detail Level, and then click the Remove Selected Filter
button.
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v. Select Transaction Type from the Filter menu. Select Multiple Transaction Types from the
Transaction Types submenu.
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vi. From the Select Transaction Type drop-down menu, select the check transactions to appear in
the Check File. For this example, Check and Bill Payment options were selected. Click OK to
confirm the transaction types.

Display
CHOOAE FILTER
Select the Transaction Tvpes from the
Soaerh Filters BEL Fen dick O -
SCher & Cancel |Pinnace Bank
Templabe Deposi |' <ui (10
Temms Invoice Cus b

TransactionTy =~ S3kes Recsin |
Vendar Type Fayment I
\ierded Credil Memo

Rarmowe Safa i i

TRANSACTION| TPE FILTEN
Choose the bype of ransaction trom e drog-down sk Te

select several transaction pes, choose Muliple
Transacion Trpes '

Tell ms more..
Rgyvan




e. From the Modify Report screen, select OK to proceed. The requested changes to the report will
display. From the QuickBooks toolbar, click the Excel drop-down menu and select Create New
Worksheet.
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f. The Send Report to Excel pop-up window appears. Select Create New Worksheet > In New
Worksheet and click the Export button to continue.
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g. Excel will open and the Excel file will populate. Within the Excel file, remove all rows that are blank

under the column headers “Type” and/or “Num”.
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h. Remove all blank columns.
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i. Select File > Save As and save the workbook.
i. Choose the File Name.

ii. Choose the Format. The file format for this file must be Comma Separated, Excel 97-2003
Workbook or Excel Workbook.
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j- After saving, close the Excel workbook.

13. Sign into Positive Pay by accessing the Commercial Tab and selecting the Fraud Protection and EDI
Services option.
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a. Select the green Submit button to enter Positive Pay services.
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Positive Pay

14. Select the Heartland Bank Positive Pay Service Module.
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15. From the Positive Pay module, select Manage > Issue Templates to create an issue template. This will
allow the user to map the exported information from QuickBooks so that the file is read correctly when
uploaded to Positive Pay. The user will also be able to save this template for use in future issuance file
uploads.
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16. The Issuance File Templates page displays. This page lists the saved Issue File Templates available for
the Client to use and allows the user to create a new template for use. Select Create New Template.
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17. The Create New Template screen appears.
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18. Creating the Issuance Template to the Exported Information from QuickBooks:

a. Template Name

Create a name for the template using information that will allow the user to easily identify this
template in the future. For this example, the template name is QuickBooks Export Type 2.

Template Mame File Type’ Template Status
JulckBooks Export Type 2 selpct file type w Arthye v
b. File Type

Select the appropriate file type based on the file type used to save the Excel document. For this
example, the file type will be Excel Workbook.

Termplate Nama File Type’ Template Status

QulckBooks Expodt Type 2 sesecl file nype ¥ ATUVE T

Mumber of Header Rows’ s S Template Level’
Client w

Mudti-Line Payes Mame Separator | i )

c. Template Status

The Template Status drop-down menu defaults to Active status. Leave the status as Active.

Template Name File Typa' Template Status

QulckBpoks Export Type 2 select flle type =l ACTeE o

Murmber of Header Rows’ Number of Footer rows’




d. Number of Header Rows

Refer to the Excel file that was created. A Header Row will be any row above the check information
that does not contain actual check information for presentment in the Positive Pay Module. For this
example, the header rows have been highlighted yellow. The number of header rows should be 2 in
the template.

A B iz D E F

1 Type Num Date Name Account Original Amount
2

3 |Check T:H}M 05/13/2020 Citibusiness Platinum Pinnacle Bank -45.09
4 |Check TSH}DZ 06/01/2020 Pinnacle Bank (v) Pinnacle Bank -3,751.35
3 |Check 7}04}3 06/03/2020 American Express Pinnacle Bank -39.00
& |Check 7}0-04 06/15/2020 Citibusiness Platinum Pinnacle Bank -13.26
7 |Check TSH}DE 06M16/2020 American Express Pinnacle Bank -3,701.19
& |Check TSHSH}E 06/16/2020 American Airlines VISA  Pinnacle Bank -233.1
% Check T}D-D? 06/M6/2020 Lowes Pinnacle Bank -4,933.02
10 |Check T}D-DE 0710112020 Pinnacle Bank (v) Pinnacle Bank -3,853.24
11 |Check T}I}I}Er 07/06/2020 American Express Pinnacle Bank -1,000.00
12 |Bill Pmt -Check TIHM'I} 05/04/2020 Eastzide Utility District Pinnacle Bank -207.62

e. Number of Footer Rows

Refer to the Excel file that was created. A Footer Row will be any row below the check information
that does not contain actual check information for presentment in the Positive Pay Module. For this
example, the footer rows have been highlighted yellow. The number of footer rows should be 2 in the

template.
A B C D E F

1 Type Hum Date Name Account Original Amount
2

3 |Check T}I}M 05M3/2020 Citibusiness Platinum Pinnacle Bank -45.09
4 |Check T}I}DZ 06/01/2020 Pinnacle Bank [v) Pinnacle Bank -3,751.35
53 |Check 7}1}03 06/03/2020 American Express Pinnacle Bank -39.00
& |Check 7}1}04 06/15/2020 Citibusiness Platinum Pinnacle Bank -13.26
7 |Check 7]-!}!}5 06/16/2020 American Express Pinnacle Bank -3,701.19
8 |Check TIH}I}E 06/16/2020 American Airlines VI5A  Pinnacle Bank -233.71
g |Check TIH}I}? 06/M6/2020 Lowes Pinnacle Bank -4,933.02
10 |Check T}D-DE 07/01/2020 Pinnacle Bank [v) Pinnacle Bank -3,853.24
11 |Check 7}0-0'9 07/06/2020 American Express Pinnacle Bank -1,000.00
12 | Bill Pmt -Check 7}0-11} 05/04/2020 Eastside Utility District Pinnacle Bank -207.62
13 | Bill Pmt -Check 7}1}11 06/01/2020 Eastside Utility District Pinnacle Bank -234.74
14 | Bill Pmt -Check 7}1}12 07/02/2020 Eastside Utility District Pinnacle Bank -143.18
15

16 |Total -18,155.40
17




f. Template Level
The default value of Client will be presented and will not allow a different selection to be made.

g. Multi-Line Payee Name Separator.
This feature is not currently available for items exported out of QuickBooks.

Template Mame File Type Template Status
. i 55 Exq T Tiyee 2 Exred W | } e e LT
Nurmber of Header Rows” Humber of Fooler rows' Template Level’

Mudti-Line Payes Mame Separator; |

h. File Mapping

i. Serial Number

1. Enter the column number that the check number/serial number is presented in the Excel

document. For this example, the Num column is highlighted yellow. The column number for

Amount should be 2 in the template.

A B C D E F

1 Type Num Date Name Account Original Amount
2

3 |Check 7}001 051372020 Citibusiness Platinum Pinnacle Bank -45.09
4 |Check T:ruuz 06:/01/2020 Pinnacle Bank (v) Pinnacle Bank -3,751.35
3 |Check T}Dﬂﬂ 06/03/2020 American Express Pinnacle Bank -39.00
& |[Check T}DM 06/15/2020 Citibusiness Platinum Pinnacle Bank -13.26
7 |Check '0005 06M16/2020 American Express Pinnacle Bank -3,701.19
8 |Check T}Dﬂﬁu 06/16/2020 American Airlines VISA Pinnacle Bank -233.71
% |Check T}Dﬂf 06M16/2020 Lowes Pinnacle Bank -4,933.02
10 |Check TJDDEF 07/01/2020 Pinnacle Bank (v) Pinnacle Bank -3,853.24
11 |Check T}DUB 07/06/2020 American Express Pinnacle Bank -1,000.00
12 |Bill Pmt -Check '001'0 05/04/2020 Eastside Utility District Pinnacle Bank -207.62
13 |Bill Pmt -Check 7}011 06/01/2020 Eastside Utility District Pinnacle Bank -234.74
14 |Bill Pmt -Check 7}012 07/02/2020 Eastside Utility District Pinnacle Bank -143.18

16 |Total -18,155.40




ii.  Amount

1. Enter the column number that the amount is presented in the Excel document. Select
fractional dollars if the dollars and cents are separated by a decimal. If the dollars and cents
are not separated by a decimal, select whole numbers of cents. For this example, the Amount
column is highlighted yellow. The column number for Amount should be 6 in the template.

A B C D E F
1 Type Num Date Name Account Original Amount
2
3 |Check TZH}IM 051312020 Citibusiness Platinum Pinnacle Bank -45.09
4 |Check T:H}I}E 06/01/2020 Pinnacle Bank (v) Pinnacle Bank -3,751.35
3 |Check TZH}I}S 06/03/2020 American Express Pinnacle Bank -39.00
6 |Check T:HII-IM 06M5/2020 Citibusiness Platinum Pinnacle Bank -13.26
7 |Check T:H}I}E 06/16/2020 American Express Pinnacle Bank -3,701.19
8 |Check TZHIH}E 06M6/2020 American Airlines VISA Pinnacle Bank -233.71
3 Check T:H}I}? 06/16/2020 Lowes Pinnacle Bank -4,933.02
10 |Check T:H}I}B 070172020 Pinnacle Bank (v) Pinnacle Bank -3,853.24
11 |Check T:HII-I}E! 07/06/2020 American Express Pinnacle Bank -1,000.00
12 |Bill Pmt -Check 0010 05i04/2020 Eastside Utility District Pinnacle Bank -207.62
13 | Bill Pmt -Check 0014 06/01/2020 Eastside Utility District Pinnacle Bank -234.74
14 |Bill Pmt -Check 0012 07/02/2020 Eastside Utility District Pinnacle Bank 143.18
15
16 |Total -18,155.40

iii. Status

1. Remove the checkmark from this box. The export from QuickBooks does not contain this
information. The user can add this information manually if they choose to. If the column is
added, the box will need to remain checked and the column number will need to be entered
for the Positive Pay system to accurately read it. For this example, the Status field is not being
used.

Add  Input Fleld’ File Colurmn Field Format
Serial Mumiser
Amount i Fr 4]
Whiale 1234])
S LT Treat Megatsve Amount As Vold

If the Status box is unchecked, the user should be aware that any issuance loaded with
negative amounts or a $0 amount will be treated as Void.



iv. Account Number

1. The exported information from QuickBooks does not include an account number. Leave the
box unchecked and the File Column field blank. For this example, the Account Number field is
left blank.

Status? [J Treat Negative Amount As Void®

Account Number?

v. Issuance Date

1. The Issuance Date is located in the “Date” column in the Excel document. The user must
check the box and enter the column number for the system to read the issuance date
correctly. For this example, the Date column is highlighted yellow. The column number for

Issuance Date should be 3 in the template.
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A B C D E F

Type Num Date Name Account Original Amount
Check 7}04}1 05/13/2020 Citibusiness Platinum Pinnacle Bank -45.09
Check T}D-DZ 06/01/2020 Pinnacle Bank (v) Pinnacle Bank -3,751.356
Check 7}04}3 06/03/2020 American Express Pinnacle Bank -39.00
Check 7}0-&4 06/15/2020 Citibusiness Platinum Pinnacle Bank -13.26
Check 7}04}5 06/16/2020 American Express Pinnacle Bank -3,701.19
Check T}D-DE 06/16/2020 American Airlines VISA Pinnacle Bank -233.11
Check T}D-L'l-? 06/ME6/2020 Lowes Pinnacle Bank -4,933.02
Check 7}0-&3 0701/2020 Pinnacle Bank (v) Pinnacle Bank -3,863.24
Check 7}009 07062020 American Express Pinnacle Bank -1,000.00
Bill Pmt -Check 7}0'14} 05/04/2020 Eastside Utility District Pinnacle Bank -207.62
Bill Pmt -Check 7}0'11 06/01/2020 Eastside Utility District Pinnacle Bank -234.74
Bill Pmt -Check 7}0'12 07022020 Eastside Utility District Pinnacle Bank -143.18
Total -18,155.40

vi. Payee Name

1. If the Client is set up to use Payee Positive Pay, the user will need to select the box and enter
the column number for the column labeled “Name” in the Excel report. For this example, the
Name column is highlighted yellow. The column number for Payee Name should be 4 in the
template.



A B C D E F

1 Type Num Date Name Account Original Amount
2

3 |Check 7}0-01 05/13/2020 Citibusiness Platinum Pinnacle Bank -45.09
4 |Check IEI-EI-I}E 06/01/2020 Pinnacle Bank (v) Pinnacle Bank -3,751.35
3 |Check IIEI-IZI-I}S 06/032020 American Express Pinnacle Bank -39.00
& Check T}U-M 06/15/2020 Citibusiness Platinum Pinnacle Bank -13.26
7 |Check IIEI-IZI-I}E 06/16/2020 American Express Pinnacle Bank -3,701.19
& |Check T}D-I}E 06/16/2020 American Airlines VISA Pinnacle Bank -233.71
9 |Check IEI-EI-I}? 06M6/2020 Lowes Pinnacle Bank -4,933.02
10 [Check IIEI-IZI-IZI«E- 0710112020 Pinnacle Bank (v) Pinnacle Bank -3,853.24
11 [Check T}U{FEI' 07/06/2020 American Express Pinnacle Bank -1,000.00

vii. Additional Issue Fields

1. Additional issue fields are available for client use to allow clients to record any additional
information into an issuance file to be used for historical or reconciliation purposes. In the
example below, the client has additional issue fields configured: Company Name, Invoice,
and Address. For the purposes of Export from QuickBooks, the user should disregard these
fields as they do not apply to the export process.
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i. Click the Save button. A success message appears, and the user will be returned to the Issuance
Templates page. The new issue template will display in the list of templates.
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Loading the QuickBooks Issue File

19. From the Heartland Positive Pay Module, select Perform > Issue File Load.

1]
4

Heartland Positive Pay  fManage ~ | # Perform = oll REpOITS =

Issue File Load
hanual Issue Entry

Paid No ic
aid Mo Issue Batch Template

20. The Load Check Issuance File page appears.

Issue File Load

Termglats to Uss With lisus File

Selecr termplane chat mulohes ksue fle fornar

21. Select the Template drop-down box to select from a list of existing templates. Select the appropriate
template. For this example, QuickBooks Export Type 2 will be used.




[ssue File Load

Template to Use With [S5ue File

Lreats Mew [ermplats

kBooks Export Type 2 |

-

22. The template selected was created without the Account field enabled. A drop-down box will display so
that the appropriate account can be selected. Select from the list of accounts. For this example, ABC
Heating — xxxx1555 will be used.

Issue File Load
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23. The file upload interface will appear. Click the Browse button to select the appropriate file or drag and
drop the file into the box indicated on the interface screen.
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24. Once the file is selected, it will be displayed in the upload interface.

Issue File Load
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25. Click the Upload button to proceed. Once the file has loaded successfully, the
Issuance File Status page will display and will be eligible for editing in the Issue
Warehouse.
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