HUMAN RESOURCES

Reconciliation File “Positive Pay”

1. CREATING A POSITIVE PAY FILE AFTER COMPLETING THE WARRANT
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M Task 2529: Create HR Check Download File
Create HR Check Download File

o Enter the required Check Date range (it may be

Required: Enter Bank Code [PAYR ™ [PAYROLL - CITIZENS BANK . a .
Required: Warrant Check Date Range [nmddyyyy] From: |12[|12[|15 T“:IUT-Feb-ZUW' the Sal’l’l_e fOI' bOth the i‘FI‘Ol’n and “TO date lf
Optional: Warrant# Range From: l—Tu:l— Only a Slngle Warr‘ant IS needed).
Runas @ Preview C Prnt O PDF e The warrant range is optional. A lookup is
oD € e N e e available on the Warrant # range to allow the
selection of warrants or to help ensure that the
: : AT Bk correct check date is used.
pabuisiat el | e If selecting [Yes] to view the file, you must exit
01-Dec—-2016 21-Dec-2016 N 31-Dec-2016 PAYR 27-Feb-2017 THERESA - ..
01-Dec-2016 31-lec—2016 N 31-Dec-2016 PATR 27-Feb-2017 THERESA the file for the process to finish.
01-Mec—2016 31-Ter—2016 WE 31-Mec—2016 PAYR 2d-Feb-2017 THFRESA

E testhrpst.txt - AdmTed *** Read Only ***+

File Edit VYiew Insert Format Help

Dl|a| Sl a &[] B

5765432 1100000805340000069402030117 JONES, APRIL  APRIL JONES
Create Check File to Bank I 95765432110000058058350000041165030117 BOMNNELL, KAREN KAREN J BOMNELL
95765432 11000008083 6000003 6809030117 FARRINGTON, LYNLYNN FARRINGTON
9576543211000008083700000373582030117 KATZ, LAWRENCE LAWRENCE L KATZ

f = . Do oyou wank b view the file? S8T654321100000808350000075039030117 MARTINIS, KEITHEEITH 4 MARTINIS
I._ _.l Click N ko Skjp Wiew S8T7654321100000805390000029353030117 POTTER, MARIE MHARIE M FOTTER
= Click. Y¥ES to View File S87654321100000805400000057954030117 WALDEN, MARIE JMARIE J WALDEN

S87654321100000805410000050000030117 BOSTCN MUTUAL LEOSTCN MUTUAL LIFE INS. CO.
S876543211000008058420000627310030117 U3 TREASURY - PUS TREASURY - PAYROLL

Yes | Mo I 4| |

3
For Help, press F1 Ln 1, Col 1 MUM

<& TedRE - HR_Bank_Recon_2529_THERESA[1].lis 192.162.168.24

File Edt Format Options A re Or‘t Of the
[Guweten =] 2] B|s|ufm=] | BEEEE] P . .
oo checks contained in
Z5Z29-HRREP: HRENKTAPLET.RED Printed 14-Jul-2017 at 15:09:44 by THERESA Page 1 - -
Town of ADMINS the file is produced,
Create HR Check Download File .
B k: PAYROLL - CITIZENS BANK
- Account: 98765432110 along Wlth a nOte On
Export File Location: z:\transfer\testhrpst.txt the EXport File
Date Check Amount Voided Cancel Date Name Locatlon
0l-Mar-2017 0080834 694,02 JONES, APRIL '
01-Mar-Z017 0080835 411.88 BONNELL, KAREN J
01-Mar-2017 0080836 368.09 FARRINGTON, LYNN
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