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ASSUMPTIONS:

This documentation is based on the following assumptions:

● The Check Positive Pay (PRO-CHEX) user is experienced in using QuickBooks for bookkeeping
purposes;

● The FI is using Alkami (formerly ACH Alert) as both the client-facing interface and exception
identification back-end solution; and

● The user has read through the PRO-CHEX Client User Guide.

NOTE:

All screenshots used in this User Guide were obtained using QuickBooks online and Check Positive
Pay (PRO-CHEX) in the Chrome and/or Edge browser. If using Check Positive Pay (PRO-CHEX) in a
different browser, certain screens may display differently than shown in this guide. However, even
though screens may appear slightly different, the functionality remains the same across browsers.

NOTE:

As of 02/27/2024, the FPHQ platform and all modules thereon are supported for the following modern
browsers only:

● Chrome: Last 4 versions
● Firefox: Last 4 versions
● Firefox Extended Support Release: Latest
● Edge: Last 4 versions

NOTE:

The FPHQ Platform screens are best viewed and supported for desktops and laptops using approved
browsers.
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NOTICE:

This document contains confidential proprietary information published by Alkami (formerly ACH
Alert). The information in this document is intended solely for the use of Alkami’s employees and
clients.

All rights reserved. This information may not be disclosed to any third party without the express
written permission of Alkami.
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This guide is meant to aid client users in exporting check file data from QuickBooks. This instructional guide
was created using the QuickBooks Online version using an approved browser. The method used is to create a
Check Detail Report, which can be exported as an Issuance File and loaded to Check Positive Pay
(PRO-CHEX).

Please note:

A. Check Positive Pay (PRO-CHEX) offers standard, optional, and upgraded features available

through Check Positive Pay (PRO-CHEX) Enterprise. These features are noted in this
document as follows:

a. Standard features appear in regular font.

b. Optional features appear in green, italic font.

c. Features available with Check Positive Pay (PRO-CHEX) Enterprise appear in
blue, bold font.
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I. CHECK POSITIVE PAY SETTINGS

A. Check Positive Pay Settings Associated with Issue File Loading

Features:

The following feature settings must be enabled to use Issue Templates and load issuance files.

Feature Name Description Dependency Standard Enterprise Optional

Standard
Positive Pay

Issue items are used to
match against presented
items.

None ✔ ✔

Payee Positive
Pay

The name on the check in
the “pay to the order of” line
is scored against the payee
name provided with the issue
item to determine the
likelihood of a match.

Standard Positive
Pay Only ✔ ✔

Issue File
Mapping

Allows FI and/or Client users
to select the issue file format
to be loaded and to indicate
the location and format of the
necessary data elements.

✔ ✔

Additional Issue
Fields

Allows FI and/or Client users
to create and use additional
issue fields within issuance
templates.

Client Additional
Issue Fields ✔ ✔

Delete Issue
Files

Allows an FI and/or Client
user to delete issue files
loaded in error. ✔ ✔
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Client Settings:

The following Client settings must be enabled on the Client Settings tab in the Client Profile screen:

1. The Client Settings page displays. Under the Check Positive Pay (PRO-CHEX) section, the Client
Additional Issue Fields checkbox can be clicked to enable the feature. Click the Update Client
Settings box to save the changes.

Client User Privileges:

The following Client user privileges must be enabled to load and/or view issuance files.

Privilege Description

View Issue File Status

Allows the user to view the status of issue files loaded into the system.

Load Issue File

Allows the user to load issue files via the Client Portal.

Manage Issue File Status

Ability to edit parse errors in the file or delete issue files.
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Privilege Description

Issue Load Alerts

Will receive success or failure alerts when Clients load issue files.

NOTE: Issue Load Alerts must be enabled.

Client Additional Issue Fields

Allows the user to create Additional Issue Fields within Issuance File
Templates.

NOTE: Additional Issue Fields must be enabled.

Issue Templates

Allows a user to create a template defining the format of the issue file they
will load, including the format and location for the data elements to be
provided in the file. If this privilege is enabled for a user, the user can
manage additional issue fields.

NOTE: Issue File Mapping must be enabled.

Issue Warehouse

Allows the user to view issue items and history.
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II. ISSUE TEMPLATES

A. Issue Templates

The purpose of issue templates is to make it easy to load issue items into Check Positive Pay
(PRO-CHEX) using files generated from most accounting systems. PRO-CHEX provides organizations a
variety of flexible options for providing a list of checks issued or voided.

Issue templates allow users to select from a list of file formats supported and identify where the required
data elements are located within the file.

Once a template has been set up, the template can be selected when loading a file to tell Check Positive
Pay (PRO-CHEX) how to use the data contained in the file.

Multiple file templates can be set up, displayed, and used. FIs can create templates for Clients to use, or
the FI can allow Clients to create their own templates.

NOTE:

The Issue Template user privilege must be enabled.

1. From within the Check Positive Pay (PRO-CHEX) module, click Manage > Issue Templates.
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2. The system displays a list of any existing templates available for view or edit, and a button to
Create New Template. NOTE: Templates created by the FI cannot be modified by a Client.
Templates created by the Client can be modified by the Client and the FI. Templates created by
the FI can be viewed by clicking the eye icon in the Edit/View column.

3. To view or edit an existing template, click the pencil icon for the appropriate template. The template
displays with the date the template was last updated.

4. To delete an existing template, click the checkbox next to the Templates to be deleted and click
Delete Selected. Templates that have the Delete option were built by the Client and can be
deleted/edited by the Client user. Templates without the Delete option were built by the FI and
cannot be deleted/edited by the Client user.
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5. To create a new template, click the Create New Template button.

The upper portion of the template screen will not change, regardless of the file type selected. The template
name, file type, and template status values are required. The header and footer fields are optional.

Template Name Name of the template being created.

File Type Select the appropriate file type. Check Positive Pay (PRO-CHEX) accepts Issuance
File uploads with the following formats:

● Comma Separated (.csv)
● Fixed Width (.txt)
● Excel Workbook (.xlsx)
● Excel 97-2003 Workbook (.xls)
● Pipe Separated (.csv)
● Semi-colon Separated (.csv)
● Tab Separated (.txt)

File types other than the ones listed above are not accepted.

Once File Type is selected, specific instructions for each file type will appear, based on
the selection. Examples of each file type are shown below.

Comma Separated
(.csv): A delimited text
file that uses a comma to
separate values. Each
line of the file is a data
record. Each record
consists of one or more
fields, separated by
commas.
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Excel 97-2003
Workbook / Excel
Workbook (xls, .xlsx): A
file created using the
Excel program. Each line
of the file is a data
record. Each record
consists of one or more
fields separated into
columns.

Fixed Width (.txt): Data
in a fixed-width text file is
arranged in rows and
columns, with one entry
per row. Each column
has a fixed width,
specified in characters,
which determines the
maximum amount of data
it can contain. No
delimiters are used to
separate the fields in the
file.

Pipe Separated (.csv):
A delimited text file that
uses a pipe character ( | )
to separate values. Each
line of the file is a data
record. Each record
consists of one or more
fields, separated by
pipes.

Semi-colon Separated
(.csv): A delimited text
file that uses a
semi-colon to separate
values. Each line of the
file is a data record. Each
record consists of one or
more fields, separated by
semi-colons.
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Tab Separated (.txt): A
simple text format that
uses a tabular structure
to separate values. Each
line of the file is a data
record. Each record
consists of one or more
field, separated by tabs.

Template Status Can be set to Active or Inactive. Active templates are used for loading issue files;
inactive templates cannot be used for issue file loading.

Number of
Header/Footer
Rows

Many accounting systems can export excel or fixed width files. Sometimes those files
have header (beginning) rows or footer (ending) rows containing data not required by
Check Positive Pay (PRO-CHEX).

When setting up a template, the Client can define the number of rows Check Positive
Pay (PRO-CHEX) should ignore at the beginning and end of the file. If the values are
entered incorrectly, an issue file may load with errors or no items.

Multi-Line Payee
Name Separator

This feature allows the user to enter a character to be used to separate Multiple Payee
Names on separate lines of an issued item.

Acceptable and allowed characters are limited to the following: ; | , - _ /

Do not use a Multi-Line Payee Name Separator character that will ever be present in a
Payee Name, or that will be a character used in a specific file type (i.e., Comma
Separated files).

Payee Name Separators are only necessary when payee names are listed on two or
more separate lines of a check.

Please Refer to Section X, Payee Positive Pay Tips & Best Practices, for more
information about Multiple Payee Handling and Multi-Line Payee Separators.
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About Multi-Line Payee Name Separator:

The Multi-Line Payee Name Separator field is optional. This feature allows the FI to enter a
character to be used to separate Multiple Payee Names on separate lines of an issued check.

Currently, the system restricts the allowed characters to the following: ; | , - _ / . The user
must be aware that using a separator character appearing elsewhere in the payee name might
conflict with the file itself. Examples of scenarios where problems might arise are listed below:

Within a Comma Separated file (.csv), different data fields are separated by a comma. Therefore, a
comma cannot be used in the data field itself, or the .csv will read the comma as a separator before
the next field. Therefore, listing two payees for an item in this way: “Elain Archeron,Nesta Archeron”
will cause issues reading the .csv file. In this scenario, the user should select a multi-line payee name
separator character that will not cause an issue, such as a semicolon. “Elain Archeron;Nesta
Archeron” in the Payee Name field of the .csv file will process correctly.

If the user selects a separator character that would ever appear in a payee name field, such as a
dash (-), the system would then separate the data before and after the character as separate payees.
For instance, if the user has selected a dash (-) as the Multi-Line Payee Name Separator, and a
common payee used is “In-and-Out Burger,” the system will interpret four payees (e.g., In, and, Out,
Burger). In this case, the user should select a multi-line payee name separator that will not cause
such issues, such as a pipe (|) or a semicolon (;) for cases of multiple payee names.

Please refer to the Check Positive Pay (PRO-CHEX) Client User Guide, Section X, Payee
Positive Pay Tips & Best Practices for more information about multiple payee name handling.
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The mapping section below displays based on the file type selected. Not all fields/options seen in
these graphics may be available for your organization based on settings configured by your
financial institution.

Excel and separated files require Clients to define the column data elements that will be found.
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Fixed Width files require the Client to define the start and end position in which the data
element is located.
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The mapping section on the lower part of the screen displays the required fields. The Check
Serial # and Amount fields are always required. The Client must specify whether the amount
data in the imported file will or will not contain decimal points. For example, if the Amount
value is set to Fractional Dollars, then 100, 100.0 and 100.00 are all processed the same. If
the Amount value is set to Whole numbers of cents, the system divides by 100 and saves it as
a dollar value. For example, a value of 100 would be saved as $1.00 in the system.

The Client can import additional data by checking the Add box next to the desired data element.

If the Status box is not checked (as shown below), Check Positive Pay (PRO-CHEX) will load all
issue items with a status of Issued. If the Client file represents Voided items as a negative number,
the Client can check the box Treat Negative Amount as Void and PRO-CHEX will status any item in
the file with a negative value as Voided. Issuance with a $0 amount will also be treated as void.
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If the Client checks the Status box additional fields displays as shown below. If the Client’s accounting
system exports issue items with an Issued or Voided status, no additional action is required.
If the Status box is checked for a template, and this information is not provided in the issue file
loaded, the system will give each record an ISSUED status. In addition, the STOPPED status may not
appear in the Template configuration screen if the FI has disabled stop payments.

If the accounting system used exports issued items with a value of X and voided items with a value of
Y, the user can identify the values as shown below so Check Positive Pay (PRO-CHEX) can translate
the data appropriately when importing the data.

A description has been provided below to define system behavior if additional data elements are
included.

Account # If the account box is selected, the user can import one file that contains issue items
for multiple accounts. If the account box is NOT selected, when a Client user loads a file
through the Client portal, Check Positive Pay (PRO-CHEX) will require the user to select the
account the checks were issued on.

Issuance
Date

If the issuance date box is NOT checked, Check Positive Pay (PRO-CHEX) will default the
issue date to the date the file was loaded. If the issuance date box is checked, the file must
contain an issuance date for each item. For Excel files, PRO-CHEX translates the data
format used in the file. For separated and fixed width files, the Client must define the date
format being used. If the date format configured includes dashes or slashes (i.e.,
MM/dd/yyyy), the mapped issuance file should include the dashes or slashes (i.e.,
10/29/2024) as shown in the screenshot below. The formats displayed are examples only. A
complete list of date formats can be found at:

https://docs.oracle.com/javase/8/docs/api/java/time/format/DateTimeFormatter.html#patterns

Version 2.2.0
© 2024 Alkami Technology, Inc. Updated 05/14/2024

Proprietary and Confidential Information Page 18 of 53

https://docs.oracle.com/javase/8/docs/api/java/time/format/DateTimeFormatter.html#patterns


Payee Name The Payee Name box appears if one or more accounts are configured for payee
positive pay. If the payee name box is checked, Check Positive Pay (PRO-CHEX)
requires the payee name for accounts configured for payee positive pay. If payee name
is provided for accounts not enrolled in payee positive pay, the payee name data will be
ignored when the file is loaded. For Excel or delimited files, the complete and single
payee name is expected in a single column. For fixed width files, the complete and
single payee name must be contained in the file between the starting and ending
position.

This field supports up to 100 alphanumeric characters.

When a payee name is required in an issuance file, values consisting of only
white space (i.e., all spaces) will be considered the same as an empty value and
will not be accepted.

If the Multiple Payee Names feature is enabled, the Issuance Payee name may
display more than one payee. However, Multi-Line Payee Names cannot be used
on accounts that have a Custom Payee Box enabled.
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B. Additional Issue Fields

Additional Issue Fields is an Enterprise feature and is only available if enabled by the FI, and
the Client Additional Issue Fields user privilege is turned on for a user. Additional issue fields
are not used in any exception matching process. These additional issue fields are available for
Client use, to allow Clients to record additional information within an issuance file to be used for
historical or reconciliation purposes. If this feature is enabled and in use, it will impact the view and
behavior of the Manual Issue Entry and Issue File Template screens. A few examples are shown

below.
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Check Positive Pay (PRO-CHEX) allows creating up to 6 additional issue fields within an issue
template.

Additional issue fields 1 and 2 are reserved for use by the FI to set institution-wide additional issue
fields to be used by all enrolled clients.

Issue Fields 3 through 6 are available for Client-specific use and can be tailored to fit the
recordkeeping needs of the individual Client. These fields can be configured by the FI at Client’s
request or by the Client user. Both FI and Client users can delete Additional Issue Fields 3 through 6.
FI Level Additional Fields 1 and 2 can only be deleted by an FI user.

Additional issue fields, once set up for client use, are displayed as configuration options in any File
Templates created or edited. In turn, once enabled, additional issue fields are displayed when viewing
file status or transaction status on any issued items.

1. From within the Check Positive Pay (PRO-CHEX) module, click Manage > Additional Issue Fields.
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2. The Additional Issue Fields page appears.

.

Issue Field FI Global 1 and FI Global 2 are reserved for FI labels. Client-1 to Client-4 may be used
by the FI or clients and are customizable to the Client. Select the Additional Issue Field
desired by clicking the drop-down menu.

Label The name of the additional issue field the Client wishes to set up. The label must be
unique to the client, and the client labels may not match any labels already configured
by the FI.

The maximum field length is 250 characters, including spaces.

A. Once a Client clicks the drop-down menu to select an Additional Issue Field, another row appears so
further Additional Issue Fields can be added, until all 4 available Additional Issue Fields have been
setup.

B. Once all Additional Issue Fields have been created, click Save button to complete the process.
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C. Existing Additional Issue Fields can be edited by clicking on the Additional Issue Field drop-down or
by clicking within the Label field.

D. Existing Additional Issue Fields can be deleted by clicking the Trash icon in the Delete column on the
Additional Issue Fields page.

E. Once established, Additional Issue Fields are displayed within both the existing and new Client’s File
Templates as fields that can be mapped when submitting Issuance File data. The user should see the
additional issue fields set up at the bottom of the list.

F. The Additional Issue Fields are displayed when the Client submits files via Issuance Manual Entry
and are also displayed when viewing items in the Issue Warehouse.
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III. EXPORTING ISSUANCE FILES FROM QUICKBOOKS

A. Accessing Check Detail Report

The Check Detail Report in QuickBooks can be configured, exported and used as an Issuance File to be loaded into
the Check Positive Pay (PRO-CHEX) system. The QuickBooks user can access the Check Detail Report in one of
two ways:

1. Navigate to the Reports menu at the top of the QuickBooks screen. Select Vendors and Payables, and then
Check Detail.
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2. Alternatively, the user can select Reports from the menu along the left side of the screen.
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3. From the Reports interface, scroll down to the Expenses and Vendors heading, and select Check Detail.

4. The Check Detail Report screen will display.
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B. Configuring Check Detail Report

NOTE:

● Incoming Issuance Files are limited to 25 fields/columns for mapping.

In order to configure the Check Detail Report into a usable format for an Issuance File, several steps can be taken
to format the report with the issuance file fields needed by your organization.

Most Issuance Files need the following fields:

● Date
● Account Number
● Serial Number
● Payee Name
● Amount
● Status

The fields available in the Check Detail Report map to the above Issuance Template fields as shown below:

Check Detail Report
Field

Maps to

Issuance Template Field
Date Issuance Date

Account Number Account Number
Number Serial Number
Name Payee Name
Amount Amount

Memo/Description Status

1. The default display of the Check Detail Report has several fields and groupings that are not compatible with
the Issuance Templates that can be created in Check Positive Pay. Some fields and settings must be
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removed, and others added in order to configure a compatible issue file.

2. First, select the Group Icon at the top of the Check Detail Report screen.

3. The Group pop-up menu will display. Click the X icon next to any groups that are displaying on this pop-up
menu. In the example below, the report is currently grouped by Account, and then by Transaction ID. These
groupings should be removed.
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4. Once Groups are removed, the pop-up menu should appear as shown below. Click the X at the top right of
the screen to close the pop-up.

5. Next, click on the Filter icon at the top left of the screen.
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6. The Filter pop-up menu will display. Under the Filter drop-down menu, select the Cleared field.
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7. From the Operation drop-down menu, select the equals operation.

8. From the Value drop-down menu, select the Uncleared option.
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9. Once the Filter has been set up, the pop-up menu should appear as shown below. Click the X at the top
right of the screen to close the pop-up.

10. If needed, an additional Filter can be added to select one account if multiple accounts exist in the
QuickBooks interface, as shown below.
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11. The Check Detail Report view should have changed based on the filter(s) set.

12. Next, click on the Columns icon at the top right of the screen.
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13. The Columns pop-up menu will display. Deselect the following columns to remove them from the report:
Account (Transaction : Account), Transaction ID.
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14. Next, scroll down and select the Account # (Transaction line items: Account) column to add to the report.
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15. The Columns can be dragged to be placed in a different order in the report by clicking on the icon to the left
of each column field.

16. Once Columns are arranged in the order preferred, close the Columns pop-up menu by clicking on the X at
the top right of the pop-up screen.

17. Once Columns have been selected and arranged, the Check Detail Report view should have changed
based on those selections.
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18. Once the report is set up with the desired fields in the appropriate order, the configuration created can be
saved to be used again in the future. Click on the Save As button in the top right of the screen.

19. A success message will appear.
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20. The saved report configuration will be available under the Reports menu, Custom reports tab.

21. About Memo/Description Field: The Memo/Description field in QuickBooks can be utilized to map to the
Status field in Check Positive Pay Issue Templates.

a. When creating a check entry in QuickBooks, the Memo/Description field is used to add any
additional notes about the transaction that are not included in the Description field. To use this as the
Status field, place the Status of the check in the Memo/Description field. Depending on the
configurations of the financial institution, the available options for check status could include: Issued,
Voided or Stopped.
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b. Within the Check entry screen, the Memo field is located at the bottom left.
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c. Enter Issued, Voided or Stopped in the Memo field, then click the Save and Close button at the
bottom right of the screen.

d. The data entered in the Memo field will display in the Check Detail Report as shown below.
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22. The report period can be set using the Report Period dropdown menu at the top left of the Check Detail
Report screen.

C. Exporting Check Detail Report

1. When the report is configured and showing the appropriate data within the date range selected, the user can
export the report by clicking the Export/Print button at the top right of the screen.
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2. The report can be downloaded as an Excel file, or as a CSV (comma separated value) file. A pop-up window
will appear so that the user can select the file location to which the report can be downloaded. The default
location is the Downloads folder. Once the file location is selected, click the Save button.

Version 2.2.0
© 2024 Alkami Technology, Inc. Updated 05/14/2024

Proprietary and Confidential Information Page 42 of 53



3. If an excel file is downloaded, the report will display with header and footer rows, as shown below:
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4. If a CSV file is downloaded, the report will display with header and footer rows, as shown below:
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IV. MAPPING ISSUANCE FILE TO ISSUE TEMPLATE IN
CHECK POSITIVE PAY (PRO-CHEX)

1. To create an Issue Template that maps correctly to the Issuance File created by exporting the Check Detail
record, the following fields in the Issue Template interface should be correctly configured.

2. File Type: Select Comma Separated for CSV files, or Excel Workbook for Excel files.
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3. Number of Header Rows:

a. The Excel version of the issuance file has 5 header rows before the first line of data begins. It is
important that the Number of Header Rows is set to 5 so that the system knows to skip these rows
when pulling data from the issuance file.
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b. The CSV version of the issuance file has 5 header rows before the first line of data begins. It is
important that the Number of Header Rows is set to 5 so that the system knows to skip these rows
when pulling data from the issuance file.
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4. Number of Footer Rows:

a. The Excel version of the issuance file has 1 footer row at the end of the file. It is important that the
Number of Footer Rows is set to 1 so that the system knows to skip this row when pulling data from
the issuance file.
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b. The CSV version of the issuance file has 2 footer rows at the end of the file. It is important that the
Number of Footer Rows is set to 2 so that the system knows to skip this row when pulling data from
the issuance file.

Version 2.2.0
© 2024 Alkami Technology, Inc. Updated 05/14/2024

Proprietary and Confidential Information Page 49 of 53



5. File Mapping:

The table below displays the Issue Template fields and the matching field name in QuickBooks. Based on
your configuration of the Issuance file from QuickBooks, your File Column settings may differ from what are
illustrated below. For definitions of the different fields in the Issue Template interface, please refer to
Section II. Issue Templates.

Check Detail Report/
Issuance File Field

Maps to

Issuance Template Field
Date Issuance Date

Account Number Account Number
Num Serial Number
Name Payee Name
Amount Amount

Memo/Description Status

6. In the images below, the Issue Template is mapped correctly to the corresponding Issuance File.

Issuance File:
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Issue Template:
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7. Once configured correctly, remember to save your Issue Template by clicking Save at the bottom of the
Issue Template pop-up screen.

8. Instructions for loading an issuance file through the Client Portal can be found in the Check Positive
Pay Client User Guide, under Section IV, Managing Issue Items.
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APPENDIX A – DOCUMENT REVISION INDEX

A comprehensive list of all revisions made to this document since last publication.

Current Version: 1.0.0 (published 05/14/2024 – Release # a2024.2)

Section Pages Description

Entire Document Newly created document.
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