Check Issue File Formatter

Using the Positive Pay File Formatter to upload Positive Pay files
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Introduction
Welcome to Check Issue File Formatter, a Positive Pay file creation and transmittal software package.

In order to participate in the BMO Harris anti-fraud Positive Pay service, you need to reqularly send the bank a list of the checks you
issue from your checking account. This program enables you to create the check issue files in the format required for transmission to
BMO Harris Bank.

Getting Started Save the installation file to your “desktop” for easy access.
DOWNLOAD THE FILE FORMATTER SETUP FILE —
Open your web browser and go to the following url: Saveirt [ @ Deokiop H oo E

http://treasurysoftware.com/zserver87504649352491113.html

)My Documents

'J 17708 on AO71647

. My Mebwork Flaces

£ Citrixe Program Neighborhood
.Eﬁ, DocumentDirect 2.3

[sp¢ Lotus Motes 3.5

|L2) Desktop files Fram old PC
|0) Sample Check Issue Files
= LMSetup. exe

p MetMeeting

[50) Shortout ko Product

Click on the link labeled “Click here to download and Install
Treasury Software 2012 (30MB)” to download the Setup File.

BMO 9 Harris Bank

BMO Harris Bank customers.

Your Bank Express Setup Code is:
875 - Create check issue files without check Payee information
or

876 - Create check issue files including check Payee information

File name: Tra.a:::

Please contact your BMO Harris representative with any questions related to the
appropriate Bank Express Setup Code.

j Save I
j Cancel

Save as type: IApp\icatmn
E

Ready to install? Just click the link below:

Click here to download and install Treasury Software 2012 (30 MB)

Download to the file destination,
g Sov-insaling on anihr somputer in this case the Desktop, and once

ey Pt e e > et | e the download is complete, the

. installation file icon will display.

e e o Contar Double click the icon to install the

software on your PC.

After clicking the link, select to Save the installation file. The InstallShield will appear.

File Download - Security Warning x|

i'._% Treasury Software 2012 - InstallShield Wizard

Welcome to the InstallShield Wizard for

Mame: TreasurySoftware_setup.exe Treasury Software 2012
Type: Application, 32.2MB

From: weww, breasurysofbware, com

Do you want to run or zave this file?

The InstallShield(R) Wizard will install Treasury Software 2012

on your computer, To continue, click Mext,
Fiun Save Cancel

|© ‘wihile files from the Internet can be useful, this file type can

potentially harm your computer. | pou do not trust the source, da not
win or zave this software. Wwhat's the risk?

WARNING: This program is protected by copyright law and
international treaties,

= Back. ‘ I Mext = b Cancel |

You will be prompted to Accept the terms of the license
agreement before you can continue.

Check Issue File Formatter
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i".\!" Treasury Software 2012 - InstallShield Wizard

License Agreement

Please read the follawing license agreement carefully,

Treasury Software Corp. ﬂ

End-Tser License Agreement [(“EULALY)

THIS AGREEMENT IZ A LEGLL DOCUMENT. READ IT CAREFULLY
BEFORE COMPLETING THE INSTALLATICW PROCEZS AND USING THE
SOFTWARE. IT PRCWIDES A LICEMNSE TO USE THE SOFTWARE AND
CCNTAING WARRAMTY INFORMATION AND LIABILITY DISCLAIMERS.

BEY IMSTALLING AND UIING THE SCOFTWARE, YOU ARE CONFIRMING
ACCEPTANCE OF THE Z0FTWARE AND AGREEING T(Q BECCOME EOUND

EY THE TERMS OF THIZ AGREEMENT. IF YOU Do MOT WISH TO ﬂ

T 24 T MAT SAMTT BT TUT TRIETAT T ATTAM Mmoo e

¥ T accept the terms in the license agreement Print |

" 1 do nok accept the kerms in the license agreement

< Back (I Mexk = I’ Cancel |

InstallShield

Complete the InstallShield Wizard
accepting the default settings until
complete. The Treasury Software icon will
be saved on your Desktop

i

Treasury
Software

i'._w!;‘- Treasury Software 2012 - Installshield Wizard

InstallShield Wizard Completed

The InstallShield Wizard has successfully installed Treasury
Software 2012, Click Finish to exit the wizard,

< Back. (I Finish I) Cancel

REQUEST LICENSE CODES

This initial session will enable you to download the file format
software to create your initial check issue file that you will
send to the bank but you will not be allowed to use the
software after an initial 7 day trial period. In order to use the
software to format your check issue file on an ongoing basis,
you will need to submit a request for license codes from the
following web page:
http://treasurysoftware.com/zserver87514649352491113.aspx

C TREASURY) an  Microsoit
SOFTWARE st:--:

) Tnsction compit. Partner

Easily Create ACH and Positive Pay Files

Nowember 15, 2012

BMO 9 Harris Bank

BMO Harris License Request Page - Please fill in the fields below and click Submit.

Company Name ABC Company
Your Name : Bill Williamson
Email Address william wiliamson@abe com

Digit For 5551111111

Select Your Bank Contact |2

BMO Harris, BMO Harris Bank= , Harris@® and M&l® are trade names used by BMO

To request a License Code to continue using the software past
the 7 day trial period, complete the information on the form
and select the Bank Contact. Once you submit the form, an
email will be sent to the

deSignated Bank Contact Fil= | Edit’Add Import Reports CreateaFile  Automati
Mew Account
for approval. The bank OpenSelect Accourt
contact approves the P RO
license request and will N ’
email you the permanent Secury and Encypion .
license code required for BAL s
ACH-2-Excel
subsequent use. . At
X Archive Records
When the license code T ERERE
|S emal|6d tO yOU, aCCeSS Restare and Fix Database »
i
the software and select (G ;
File > Enter License igrae e L S0 Expres
Migrate and Manage Remote Desktop Services, Citrix »
Codes.

Copy Settings, Data from another account

Exit

The License Code entry
box will appear. Enter the
License ID and password, and click the Register “key.” You
are now a licensed user . Select “Close.”

## Maintenance x|
Periocls '__E\fgi__s!_e__l | SEL I Test Permissions I Swiitch Programs | Other |

Enter bath ID and password, then click ‘Register'

License 1D [digits only] @
License password [and '39' codes] el

Show keystiokes

Authentication - If an ‘Authentication’ code Subscription - If a subscription extender Remave license. If you need
waz emailed to you, [ondine failed) code was emailed to you [on-line failed) to move to a new machine.
Authenticate Exstend subscription Fiemove License

Mote: Machine specific and case sensitive

Can't find vour license infoimation?
Clase |

Check Issue File Formatter
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INITIAL SOFTWARE USE 2. Select the Bank Code tab.
Follow the steps below to initiate the Positive Pay software. 3. Enter in the Bank Express Setup Code in the Bank Code field.
1. Click the Windows Start button. - Type 875 if you are sending positive pay information

only and not payee information (the “Bank Name” BMO

2. Select Programs or All Programs > Treasury Software. i P
9 9 y Harris Bank” will populate).

3. Click the Treasury Software icon. The Welcome New - Type 876 if you are sending Payee information for Payee
Users page will load. Positive Pay (the “Bank Name” BMO Harris Bank” will
4. Select the Bank Positive Pay option. populate).

. . . . 4. (lick the Update Bank Information button.
The Welcome New Users page will continue to display until | P ! !

the software is licensed. After licensing the software, the 5. Click OK on the “Update successful” message box. This
program will load to the home page. indicates the program has been updated to use the BMO
Harris Positive Pay format.

Welcome New Users Notice that the Bank Name field text changed from “Treasury
Software” to “BMO Harris Bank” after entering Bank codes 875

or 876. This text change means the Express Code has been

ACH Universal - Create and Transmit ACH files in NACHA format
Supports popular formats such as CCD, PPO, and CTX entered SUCCQSSfU”\/

6. Click Close.

CREATE AN ACCOUNT

Bank Positive Pay - Supports all major bank positive pay formats. Create
and Transmit your check issue files automatically and error free

This process will create a check issue file account.

1. Click File > New Account to start the Account Creation
e e o oty Process. The Account Wizard window opens.

data

2. Select Create an account + Add it to your Catalog.

3. Click the Next button to continue.

ENTER BANK EXPRESS SETUP CODE . Account Wizard =10l x|

1. 0On the Bank Positive Pay home page, use the main menu
and select File > Options > General. The Options window

‘Welcome to the Account Wizard

will appear. " . o
Each account contains its awn settings and can be custormized to fit pour
needs.

[ options ________ x|
Add an Account
Import | Reports | Syatem | Resume Start Bank Code oustom |

- CREATE an account + ADD it to your catalog.

Always select this option if you are the only one using this system.
‘wihat is a Bank Express Code?
The Bank Express Code iz a quick and easzy way to set pour bank's transmizzion file
format. £~ ADD an EXISTING account to your catalog.

Select if another user created the account.

How do | get a Bank Express Code?
Pleasze email supportd11@treasuyzoftwans. com and attack uoor hanlk's fils farmat

in electronic format. Do not send private accounl QEEEETR- 1) x|

Update successful

Enter your Bank, Code————————
The bank code iz used when creating a new
startup' of an account. |t does not automatic.

created, To apply ko an existing

Cancel 4 Back I Mext > I

ik Cadz IB?B Update Bank |nformation

Bank Name: [B10 Haris Bank  ————
4. Enter an Account Name.

Don't want to uze a Bank code [for whatever unknown reazong]? Switch to pour 5
account it is account specific). and form the main menu File', 'Options'. ‘Transmit to

Bark', 'Data’ tab.
Cloze |

Select “Positive Pay.”

Check Issue File Formatter
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6. Click the Next button to continue

&, Account Wizard 10Ol x|

Create the Account

The Account name:
-will identify the account in the ‘Account Selectar’,

iz used as the fle name on your hard drive [no special characters please),

-iz the only setting in this ‘Wizard that cannot be easily changed

Account Mame IFWIUH—

Enter the name af your bank account [for example
‘checking', 'payroll, ‘State_Bank!, ete...]

" ACH Universal + Positive Pay " Bark Reconciliation

Cancel < Back I Mext > I

7. Enter the account number in the Your Bank Account
Number field.

8. Enter the three digit bank number 028 in the Your Bank
Number field.

9. Click the Next button to continue.

i, Account Wizard 10l =|

Fleaze enter the information below, as requested for BMO Hariz Bank.

“our Bank Account Mumber |1 2345679

‘rour Bank Murmber  |028

IF the information is not available, simply press the ‘Tancel button. our work up bl now will be saved. Do not
use this account untl pou enter this information.

To teturn to this screen at a later time, select from the main menu File', then 'Options’, then the ‘Resume
Startup' tab.

Cancel < Back I Mest > I

10. Click the Finish button on the Congratulations screen.

& Account Wizard 1Ol x|

Congratulations!

You have successfully zet up the 'Paproll
account.

From her

# Switch accounts and work in "Payroll’.

Cancel |

Import Check File Data

Using the Check Register Import Wizard: follow this process to
import check issuance transaction data to create a check issue
file for upload to the bank.

1. Start the Check Register Import Wizard by clicking
the Import Check Register icon in the center of the
homepage or by selecting Import > Check Register off the
top menu.

Payroll

Add a Record Import Check Reqister

Create File

K{O
03
Setup

Check Issue File Formatter
Page 6 of 12

BMO 9) Harris Bank



2. To import check data, you can browse and click “Select The “Select a worksheet or range” screen is designed to
File” under the Folder icon. allow the user to select the appropriate worksheet from
an Excel® file that contains the data to be imported. If you
* can see your data from the Excel® file in the grid, simply
Ezleacnd Saif:'tii é;t; f'rrgﬁqwaca to the grid below C“Ck the Next bUttOﬂ.

Select a file to import. or
= e TE]
Solot Fle ﬁjllaadc’ls?mv;ﬂﬁsg::w;;?ge toimport. [f only one is
Sheet2
Sheetd
To select a file to import, select your file and click Open. Sampls datafor Sheel1$ fist 25 ows)
Common file software types are Excel® (.xIs), Access® F F2 F2 F4
R R p |Check Number  |Date Amount Payee
(mdb) , Comma Delimited (.CSV or .tXt), tab delimited (‘tXt) 1001 12/1/2007 100,00 JOHN DOE
1002 124172007 $-200.00 MIKE SMITH
and teXt (tXt) 1003 12/1/2007 $-300.00 STEVE JOMES
1004 12412007 $-400.00 JANE DOE
7 3 - 1005 12412007 $-600.00 SUSAM JAMES
21| 1605 s semm KATHY MILLER
Loak in Iapospa}llmports j = £ '
. Help | Cancel | < Back I Mext > I Fitish |

If you choose source data from a Microsoft® Excel® file,
data can be copied directly from the Excel® spreadsheet
and pasted directly to the software by selecting the
Paste button.

File: name: IF'ayroII.HIs j ‘D
: A B C D E F
R Jen s - il ﬂl 1 Account lssue Date Serial Number Amount Action  Payee
I™ Open as read-only 2 | 12345678 11/1/2012 10001  100.00 James Smith
4 3 12345678 11/1/2012 10002 150.00 Jim Smith
4 | 12345678 11/1/2012 10003 200.00 D John Smith
5 | 12345678 11/1/2012 10004  250.00 smith, James
. . 6 | 12345678 11/1/2012 10005 500.00 smith, Jim
Notice the path and file name have now been populated 7 | 12315678 11/1/2012 10006 550.001D srmith, sohn
in the General Ledger Import Wizard window. Click Next to 8 | 12345678 11/1/2012 10007 1100.00 Jane Smith
continue. g .J.23456?8 .J..J./'J./ZD.J.Z .wuus .uun.su Julls_mnh_
10| 12345678 11/1/2012 10009 -1250.53 Jackia Smith
11| 12345678 11/1/2012 10010 1575.32 Smith, Jane
B 12| 12345678 11/1/2012 10011 110.00 Smith, Jill
i B e 13 | 12345678 11/1/2012 10012 0.53 smith, Jackie
\ Cut and Pazte the data from Excel ta the grid below. 14 | 12345678 11/1/2012 10013 5300.35 United Insurance Benefits
15 | 12345678 11/1/2012 10014 2.00 City Parking Corp.
- Select afile toimpart. or 16 | 12345678 11/1/2012 10015 -10.00 D Big City Taxation Firm

IC: \PaosPaylmportsyPayrall zls

— Paste from Excel

Field 1 Field2 | Field3 | Field4 | Field5 Field_Eﬂ

Paste

-
l4] v
Help | Cancel | £ Eack@lmport iowiss |

Check Issue File Formatter
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] - Account numbers are not required in the input data, and
ot o s o oo e gid bl do not need to be mapped.
- Select afil to mpot, o1 - Action indicator: (4™ column or field mapped) identify
Q void or deleted items. The action indicator should be

included in the source data that is loaded to the File

Formatter software within a separate column:

Register Adds: Default, no action necessary.

Register Deletes: Action indicator of “D"

Void Adds: Opposite +/- of default items.

- Void Deletes: Opposite +/- of default items and action

indicator of “D".

4] | _.f' - You need to map the columns only one time (or
whenever you change the format of the input data).

5. The section above the column field numbers (Field 1,

E )| cees || gk | New> | ieomtion | Field 2, Field 3, etc.) switches from red to green ( as

shown in the screen below) and lists the selected
The screen below shows the check issue data pasted from mapping. Repeat for all required columns.

an Excel® Spreadsheet

Select Fils

~ Paste from Excel

Field 1 Field2 = Field3 | Field4 | Field5 | Field6 | Field7 F\e\dq

Faste

6. Be sure to map the required columns: Date, Check
Number, Amount/Amount Reverse Sign, Action Indicator.

rﬂ General Ledger Import Wizard x|

Select the source file to impart OR
Cut and Paste the data from Excel ta the grid belaw

General Ledger Column Mapping |
~ Select a fils to import, or
Thig screen lete pou select each column and decide: Select a Mapping Template
-t gkip the column, and do not import [red)
Q ~impart the column and azsigh it to a field [green]. I[default] j
Select File ou do NOT need to map every field [ save as default
Remember. *ou typically only need ta map D ate, Amount
ahd CheckMumber.
r Paste from Ercel
Field 1 Field 2 Field 3 Field 4 g
b7 | Account lzsue Date Serial Mumber Amaunt At . .
2 1zme7E AT Toom a0 Only map the columnz vou need to ||Jort [click the column to select].
7| 12345678 114142012 10002 150,00 Pave
| 12345678 114142012 10003 200.00 1] Aot
# [ 12345678 11/1/2012 10004 250.00 . - . kb=
712345678 17142012 10005 500.00 Figld 1 Field 2 Field 3 Ficld 4
| 12345678 114142012 10006 550.00 [i} Account lzzue Date Serial Mumber Amount Aucti
f 1734575 111/2012 10007 110000 _|L| 12345678 1112012 10001 100.00
4 »
12345678 11/1/2012 10002 150.00
Enter a filename ar description [optionsl] ICI\prald contents 11/14/2012 1:09.53 PM 12345678 11Aa202 10003 200.00 n}
12345674 1142002 10004 250,00
DAAECTD 114 010 1N0NE Fnn nn bl
Help | Cancel | < Back | Mext > | Import Haw > | i 4 I I 3 I

|'ENIHBI|:| Help | Cancel < Back I Mest » I FEirish |

Click the Next button.

3. After importing the check data, the General Ledger
Column Mapping screen allows the user to identify what
information is contained in each column on the import file.
Simply highlight a column, and then select the appropriate
column mapping from the drop down for the data.

4. Mapping Rules

Debits: when importing debits as positive transactions,
map the column for the amounts as Amount_ Reverse_
Sign. This ensures that the debits will be viewed as
balance decreasing transactions.

Check Issue File Formatter
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Payee names should be mapped as Payee (Description) for
those who are creating check issue files with payee name
data.

General Ledger Column Mapping x|

Thiz screen lets you zelect each column and decide:
-ta zkip the column, ahd da nat impoart (red)

--import the column and azzign it to a field [green).
‘t'oudo HOT need to map every field

Select a Mapping Template

I[default] |

[T zave as default

Remember. ¥ou typically only need to map Date, Amount
and CheckMumber,

~ Only map the columng wou need to impart [click the column to select).
heckMumber | Amount_R
Field 3 Field 4

rial Mumber Amount Action

0o 100,00

ooz 150.00

003 200,00 o]

004 250,00 nith, .J 3 -

no= Fnn nn ikl -

4 - | _"l_I

|°ENI Helpl Help | Cancel | < Back I Mext > I Eirighr |

IMPORTABLE RECORDS

1. The “Review records” screen displays a list of the
importable rows and invalid rows. To review the list of
Importable records, click on the + (plus sign). The records
listing will expand and display a list of importable checks,
and the basic check information.

x

Review the summary below.

If it appears comect, press 'Mext' to continue.  Othenwize, click the '+ sign to
the left of the summary to review the detail

Arnount # of records Fram To
[$9.678.17) 185|11/520012  (11A/2m2
# of records
{- Irvalid rowes 1
Priit Cancel < Back I Hest» I Einish

The invalid row is the row of column headings. The File
Formatter automatically marks header rows, footer rows,
summation lines, and blank lines as invalid. For each

row that is invalid, a check mark will be placed in the
appropriate column indicating why the row was invalid. In
the screenshot below, both the Amount and Date columns
contained text instead of an amount and date value,
making the row invalid.

# of records
M Ireealid rows 1
Date Amaount Check Description | Date Invalid | Amount [nvalid
{ Date Amount Check Mumk | Pavee ¥ I~ v
-
KX | >
Help | Cancel < Back I Mext > I Eitiizh |

2. Once you have verified the importable information is
accurate, click the Next button. If you wish to cancel
the import process and try again, simply click the
Cancel button.

3. Click Finish to complete the General Ledger Import Wizard.

. Import completel! x|

Congratulations!

The file has been successfully imparted.

Cancel < Back | Hext > | Finizh

Check Issue File Formatter
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Positive Pay File

TRANSMITTING A POSITIVE PAY FILE TO THE BANK

1. Select “Create File” to create the check issue file and
begin upload process

Payroll

Add a Record Import Check Renister

Create File

(L
%)
et
Setup

2. Click the Create Issue File button to create the Positive
Pay file.

Payroll: There are 15 records to transmit at this time, ranging from 11/07/2012 thru
11/01/2012. Press the 'Create’ button on the bottom of the page to create and transmit the file
If you wish, vou may reviewy the records and/or modify any of the settings below

YWeb Upload - After file creation, the system will open your internet browser to
https: w21 bimo.com. You will then perform yvaur upload routine.

Your transmission file can be found (after pressing the button below) at - CYProgram
FilesiTreasury Softwarstversion 2012 014Ta BankiPayrall_transmit.ta

Create |ssue File

The created file will be saved as noted in the third
paragraph displayed on the screen above.

The first paragraph on the screen indicates how many
records will be included in the transmission file (in this
example, there are 15 records).

The second paragraph indicates the selected
transmission method. (This will always be Web Upload.)
The final paragraph displays where the transmission
file will be saved. The default location for the file is the
C:\Program Files\Treasury Software\Treasury Desktop\
To Bank directory. The default file name is the name of
the account, followed by an underscore and the word
‘transmit” The file will always have a .TXT file extension.
3. The program provides you the option to view the recently
created file. Select the Yes button if you want to view and
verify the file format.

5

File created. Using the Inkernet Browser which has just opened, upload the: file:
C:\Program Filesi Treasury Software) Treasury Deskbopt To Bank\Payroll_transmit, bxt

Would you like ta view the File?

Yes Mo |

2

4. The Check Issue File created is displayed below.

B Payroll_transmit.txt - WordPad
File Edt ‘Yiew Insert Format Help

Dl (@] Sl a2 |wlw)-| w5

C€025000012345678 RA 00000100010000010000110112 JAMES SMITH
C0zZ8000012345678 RA 000001000z20000015000110112 JIM SMITH
C02B8000012345678 RD 00000100030000020000110112 JOHN SMITH
C0280000123456768 RA 00000100040000025000110112 SMITH, JAMES
C0zZ8000012345678 RA 00000100050000050000110112 SHITH, JIM
C0zZ8000012345678 RD 00000100060000055000110112 SHITH, JOHN
C0280000123456768 RA 00000100070000110000110112 JANE SMITH
C025000012345678 RA 00000100080000110050110112 JILL SMITH

C0zZ8000012345678 VA 00000100050000125053110112 JACKIE SHITH
C0280000123456768 RA 00000100100000157532110112 SNITH, JANE
C0280000123456768 RA 00000100110000011000110112 SMITH, JILL
C0zZ8000012345678 RA 000001001z20000000053110112 SHITH, JACKIE
C0zZ8000012345678 RA 00000100130000530035110112 UHITED INSURANCE BENEFITS
C0280000123456768 RA 00000100140000000200110112 CITY PARKING CORP.
C028000012345678 VD 00000100150000001000110112 BIG CITY TAXATION FIRM

5. After file creation a web browser will then open to the
BMO Harris Online Banking for Business (OLBB)
https://www21.bmo.com/ login screen.

» Locate us » Contactus » Frangais

Sign In to Online Banking for Business IVf

Security

Customer ID: [11111111 Protecting your privacy and
UserD: [11111111

information is fundamental to our
business.
Password:
Read More
Eorgot my password 7

Trusteer ®

‘Secure Your Browser

Prvacy | Legal | Security

Check Issue File Formatter
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6. After you login to Online Banking for Business, select the
Account Information tab and navigate to File Transfer

Facility (FTF).

Home Account Payments Investments &
Information & Trading
- Receivables Products

Payments &
Receivables

Agcount Transfer

nic data interchange (€ DI), vire

Stop Payment
Tax Payment
management services, such as p

Wire Payment -
In addition, you may wart to consider outsourcing your
payables processes for added control and optimization of
resources

Wire Payment "=

Bulletins

Global Solutions

Ve offer a centralized approach to treasury management hat

curglobal solutions are accsssible through a single channel
From any location, you can:

Preferences

vironment, you need to besure your p
rees, taxes ‘and bills on time; reducing
utmating paper-and labor-intensive

. Payments & Receivables
ACH Ly Ll global bu
The: de p ploye:
sfer G
< File Transfer
\_Facility
Leckbox Imaging
Recen
Management e of payment solutions, including: elecironic

Administration Solutions
&

Resources

Print Help

are running smoothly.
tial for payments fraud;
s; and consolidating

Receivables Service Overview
To take advantage of busin
¥ou need a streamined colk

payments. In short you'll put your funds o work sooner.

Global Solutions Continued
+ Establish robustintemal controls and user pemissions
+ Access consolidated billng statements

+ Add newservices as your business needs change.

7. Click Send File to initiate the file

upload process.

Select the appropriate Product and Document type from

the dropdown menu
Browse to attach your file

- (lick Send File to upload your file.

Send File

Proguct AR '

Filg to send ISSUE_WWITH_PAYEE

ISSUE_VIITHOUT_PAYEE |

View File

n click

« | 3end file

Browse

Send File

8. To view a history of sent and received files, go to Account
Information tab > File Transfer Facility > File History.

| BMO Financial Group
BMO 9 ‘ BMO Harris Bank

| st s & wire pament? Ask Us b

Account 7 Payments
Information

Account Information

Trading Products

e it File History

Cash Concentration

Check Imaging

Details Oniine Cards Product AlPraducts ~
£RD Doryment A1 Documents =
£-statements Selection RecaiisdFiles v

File Transter Facility
Company Transmission

Hickname Administration Racsives  ARD

sent At

Recon Management e i =
Rectied  EFT

Sant an

Q00QC0O0O0

Reesved  ARP

Summary Currently viewing eme 1-7 of 7
Sand File
S acten | Proguet ername
Recehe Files
Flle Histor Set BT

Torenta Payrol

account Reconciat

& pim @ Help

Periog: Current Day s
Hickname: Al Nicknames =
Tracking ID:

search

e for Dol X

Additional Support

If you have questions regarding the check file creation and
formatting process call 1.866.226.5732 or access online help at
http://www.treasurysoftware.com/contact.asp

If you have questions on how to upload your file via the FTF
module of BMO Harris Online Banking for Business, call the
Client Services Help Desk at 1.866.867.2173.

Check Issue File Formatter
Page 11 of 12

BMO 9® Harris Bank



Frequently Asked Questions

Do I use Amount or Amount Reverse sign?

Amount is used when the records on the file are issued checks,
and the amount on the import file is listed as a negative amount.
Amount_Reverse_Sign is used when the records on the file are
issued checks, and the amount on the import file is a positive
amount. The File Formatter requires Issued Checks to have a
negative amount, and Void Checks to have a positive amount.

| entered the wrong Bank account number and/or Bank
number. How do I fix this?

Click File > Options > General. Select the Resume Startup tab
and click the Resume button. This will re-enter the Account
Creation wizard and bring you to the page where the Account
Number and Bank Number are entered. Correct the entries as
needed, click Next, and then click Finish to save the changes.

How do I change where the Issue File is saved?

File > Options > Transmit to Bank. Select the Local File tab, and
modify the Transmission file location textbox. The Transmission
File Location must include both a file name and extension (TXT).

. Transmission Options 1[

E-mail | Email Advanced | Notification | Data [g Firewall | PGP Encr{ 4| »

|C:'\Prc-gram FilezhTreasury Softwareh Treasury DeskiophTa BanksPayral_ _I

Default File Mame, include extension

Mate: Al izsue files are archived and can be found at :
C:haaavbh1000harchive

r Trarsmizssion File Location

rLast Line of Transmission File

[ &dd an estra CRLF [Carriage Retumn ¢ Line Feed) after the last ine of the file.

rLagin record far backward compatibility, Wewibsers - see Tata' tab

~ Multiple file handling
If you are creating an issue fle and one alieady erists fiom the zame day how
should the system handle the old data?

" Ovenwiite existing data

" Append existing data

' Prompt user

Cloze | Help |

How do | delete a record?
Select Reports, and pick the All Records Report from the Drop
Down box.
Select 3
record in the

grid, and click =T Ton 1
the Red X on |- ncmesme
the toolbar. o

1200172007 1008
12002000 1008

Wiew UserLopouts  Export  Actions

gpE0EafeEe

[P Records Do

BN e R e |

| Fotowp | mpot_umber

i i
$20000 MIKE SMITH 100 1
$300.00 STEVE JONES 100 1
$40000 JANE DOE 100 1
450000 SUSAN JAMES 100 1
$600.00 KATHY MILLER 100 1

How can I delete an entire import?

Select Reports, and select the Import Logs Report. Highlight the
import you wish to delete and click the Red X on the toolbar.
Deleting an import will remove all records from that import file
from the File Formatter database.

View Userlapouts Expott  Actions
‘@m B0 8 @J{ﬁ @ Record Detail
[Imort Logs asl‘(ear =1 Fom [orzieon <] Te [12i/e0e 5] R

Drag 3 colurmn header here to group by that columing

Origin | mpoted0n | From |10 | Couni [ amownt | Fieame | Tatie | FutFan

[
i

When Importing an Excel® file, my dates convert from
MM/DD/YY to numbers. How do | avoid this?

Close the Excel® file when you are importing it into the File
Formatter. When the Excel® file is open during the import
process, Excel® converts the dates to Julian format, which will
be rejected by the File Formatter for an “Invalid Date.”

Can | manually add a record without importing?
Yes. Click Edit > Add Record and enter in the check information
on the form. When finished, click OK.

I need to resend a transaction to the bank, how do I do this?
Select Reports, and select the All Records Report. Highlight
the record you need to resend and click the “Mark as
Untransmitted” button. The record will be marked as
Untransmitted and be included on the next issue file that

is created.

How do I enter my license codes?

Click File > Enter License Codes. Enter in the License ID and
License Password and click the Register button. If prompted
to complete the Authentication process, please follow the
instructions provided on the screen.

Can | also select the ACH Universal or Bank Reconciliation
option to format a check file to transmit to BMO Harris Bank?
No. The
Bank Welcome New Users
Positive Pay -

file option T AT R T

is the only
T ——
A0 TIansimd pout chech Baee Sed KACMCaly 30 wrir Yee

option for
selection by
BMO Harris
Bank clients.
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Microsoft®, Excel® and Access® are registered trademarks of Microsoft Corporation in the
United States and/or other countries.

Banking deposit and loan products and services are provided by BMO Harris Bank N.A.
and are subject to bank and credit approval. BMO Harris*™ and BMO Harris Bank** are
trade names used by BMO Harris Bank N.A. Member FDIC.
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