Sus SeI'Bank QUICKBOOKS POSITIVE PAY

FILE EXTRACTION

Below, you will find instructions on how to obtain a .CSV
Extract File for Positive Pay upload. @ =

1. Select Write Checks under the Banking section of the
Home Page.

2. Select Find at the top left of the screen. -

. . . Find Checks
3. Key in the specific date range then select Find.
Payee
Date 3 Cancel
D5/1972022 [ I "Wi0=019/2022) ]
Advanced
Mao.
Amount
4. The report will appear containing all checks issued for vy
the specified date range you selected. Select Export to
the right side of the page. Repor
ﬂ
4
Epport
e ——
(800) 395-3900
3030 Matlock Rd Member @ EQUAL HOUSING
Arlington, TX 76015 FDIC LENDER

www.SusserBank.com PAGE 1 OF 2 REV08172022



Sus SerBank QUICKBOOKS POSITVE PAY

FILE EXTRACTION

5. This report may be saved for future utilization by Memarize Report
selecting the Save in Memorized Report Group and

o Mame: Positve Pay Extract
hitting OK. - g

¥ Save in Memorized Report Group: -

Share this report template with others

6. Select the option to Create a comma separated value
(.CSYV) file then select Export.

Send Report to Exce

WHAT WIOULD YOU LIKE TCO DO WITH THI S REPORT?
' Creale new worksheed
™ Update an existing worksheel  How it works
7 Replace an existing worksheet

#® f_:l't_ﬂ‘l& & COMMa Sl?&l.ﬂmfi ?::IE:_ns 1 '.C'-';'\!:I 1“1;':

Advanced...

7. If you have not already, please email this file to Susser
Bank for mapping at tmsupport@susserbank.com
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