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1. Introduction for QuickBooks Users

The Translator Tool is available when you need assistance in retrieving your check
issuance information from QuickBooks. Once created, the file can be uploaded via
KeyNavigator® File Transfer Module to be used with Positive Pay and Account
Reconciliation (ARP) services. KeyNavigator access is needed.

2. Translator Tool for QuickBooks

2.1 Installing the Translator Tool
1. Log into QuickBooks as the Administrator (or user with administrator rights).

2. Loginto KeyNavigator and click on the Gear icon in the Quicklinks section on
the left side of the screen.

KeyNavigator™ | KeyBankO-n 2 Message Center @ support | L} Administration | (% Logout

Dashboard Repodting & Research Payables Receivables File Services Card Services Specialized Services

Welcome Back, Betly LastLogin: 01282016 - 343 PN
Quicklinks o tty LastLogin

Click the gear £ icon 1o configure you / ACH Direct - Dual Authorizations

3. Onthe Customize Your Quicklinks screen, scroll down to the Specialized
Services section and select File Translator. Then click Done.

Customize Your Quicklinks

Click the Categories below to view a list Juicklinks. Select up to 5 Quicklinks to place them on your dashboard
o Selected - @ Remaining
7 KECeIvapies - Ueposit Loncenrauon (1v)

> File Services (1)

> Card Services (3)

v Specialized Services (5) ) Selected

[ APTEXX
[] Cash Vault Currency & Coin Order

File Translator

[[] Foreign Currency Exchange

[] Key Total Invoice & Key Total Pay
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4. Now you will see File Translator appear under the Quicklinks section. Click the
File Translator link.

Translator Tool User Guide

KeyNavigator™ | KeyBank O Message Center | (@ Support | &} Administration | (% Logout
Dashboard Reporting & Research Payables Reteivables File Services Card Services Specialized Services
Welcome Back, Betty LastLogin: 01282015 - 343 P
Quicklinks & ty ?
Fite Transiator

ACH Direct - Dual Authorizations

5. Click the Download button to launch the Save As or Run box. You can choose
either.

KeyNavigator™ | KeyBanI:O—:r 2= Message Center @ support | LF Administration | (W Logout

Dashboard Reporting & Research Payables Recelvables File Services Specialized Services

File Translator

Use our Fifie Transtator 1o convert your Bies from Excel, Quickbooks, elc. 10 KeyBani's format nesded for
account reconcilation, fraud, and oiher services,

Instructions
1. Click tne downioad button below ang follow the prompls 1o instat
2 Open the appécation to convert your files:
3 Send to KeyBank by using the File Transfer tab i KTT
System Requirements
+ Windons 7, Wingows 8 or Vista
+ 350-Mpz Penbum If of Datter
+ G12ZMB of RAM
- Adube 6.0 0r higher
+ Java’l

Far mere informaton, piease ¢all our Commential and Business Baniking Center at 1-00-538-0039.

downioad

Helpful Resources My Key Contacts = Keep Business Moving

. Contact Us John Smith Apprave: Wira or ACH payments, review Posdi
@ Online Help 1234882090 i More 3

€ Treasury Resources jsmith@key.com

6. The installation welcome screen appears. Click Next to continue or Cancel to
stop the install.

i& Automated Business Banking Setup

Welcome to the Automated
Business Banking Setup
Wizard

The Setup Wizard will mstall Automated Business Banking an
your computer, Click Text” to continue or "Cancel” to exit
the Setup Wizard.

[ mext> | [ cancel |
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7. The End-User License Agreement screen provides the option to accept or not
accept the terms in the license agreement. If you do not accept the terms, the
install process will halt, and the system will not be installed.

Translator Tool User Guide

i@ Automated Business Banking Setup

End-User License Agreement

T ‘.
[/
Piease read the folowing license agreement carefully i i
N

<BANK NAME> <PRODUCT NAME> License Agreement &~

<BANK NAME= IS WILLING TO LICENSE THE SOFTWARE
IDENTIFIED BELOWY TO YOU ONLY UPON THE CONDITION

THAT YOU ACCEPT ALL OF THE TERMS CONTAINED IN THIS
<PRODUCT NAME=> LICENSE AGREEMENT ("AGREEMENT").

PLEASE READ THE AGREEMENT CAREFULLY. BY

DOWNLOADING OR INSTALLING THIS SOFTWARE, YOU

ACCEPT THE TERMS OF THE AGREEMENT. INDICATE

ACTCFPTANCF RY SFI FOCTING THF "I AGRFF” BIITTON AT THF %

(1 accept the terms in the License Agreement
()1 do not accept the terms in the License Agreement

Advanced Installer

< Back Cancel

8. Select the l accept the terms in the License Agreement option.

9. Click Next to continue.

10. The Ready To Install screen provides you with the opportunity to click Back to

review your settings. Click Install to continue. You may click Cancel to halt the
installation.

/5. Automated Business Banking Setup

Ready to Install &
The Setup Wizard is ready to begin the Automated Susiness Banking install... i 1
.

Ciick "Install” to begn the installation. If you want to review or change any of your
mstallation settings, dick Back”, Click "Cancel” to ewit the wizard,

Advanced Installsr

<Back [ Instal | [ cCencal |
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11. A status screen allows you to monitor the installation progress.

i Automated Business Banking File Setup

Installing Automated Business Banking

Pleaze walt while the Setup Wizard installs Automated Busingss Banking. This may take
several minuies

Status:

O T T T T T T |

Advanced Installer

12. The system displays a screen notifying you that the installation is complete.

i Automated Business Banking Setup

Completing the Automated
Business Banking Setup
Wizard

Click the "Finish™ button to exit the Setup Wizard,

Launch Automated Susiness Barking
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13. The following screen is where you can establish a password for the admin user.
This can be changed at a later date if the user wishes.

The password must be 8-12 characters long and contain at least 2 numerical
digits.

KeyBank File Translator Setup Wizard

X
t’% Establish Admin Password
Estanlish the Admin user logon password. You will use this password to log on to the system.
Establish Password
UserID: Admin
Password: [rommmreers
Turn audio on @
ext = Cancel

14.Next, choose either Payee Positive Pay or Standard Positive Pay.

This cannot be changed without uninstalling or reinstalling the
Translator Tool.

KeyBank File Translator Setup Wizard

i x|

'{;% Disbursement Solution Type

Selectyour fraud protection service.

@) Payee Positive Pay
() Positive Pay

Turn audio an: @

| =Back | | Ned= || Cancel |
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Choose the first option Retrieve the data directly from an account system:
QuickBooks and click Next.

KeyBank File Translator Setup Wizard

Ix

% Select Check Issue Service

Selectthe service below that you would like to be automatically delivered to the bank.

@ Retrieve the data directly from an accounting system: | QuickBaoks® F,;l

() Retrieve the data from a file on your cormputer.

Turn audio on: @

< Back M Next = }I Cancel |
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15.Click on Request Access. The system will ask if you want to allow the ARP
Translator Tool to access QuickBooks, even if QuickBooks is not running. Click
Yes and Continue. This will put a certificate into QuickBooks that will allow the
ARP Translator Tool access to the check register even if QuickBooks is not
running.
KeyBank File Translator Setup Wizard i x|

Translator Tool User Guide

@ Connect to QuickBooks®

Complete the next four steps to establish a secure connection with QuickBooks®. Click the video icon to view
a demaonstration ofthe setup process.

!'\.) QuickBooks® must be open and you must be logged into your company file as the Admin user,

€D Click Requast Access.

Accounting System: QuickBooks® Request Access

Company File Lacation:  =not setup>=

e The QuickBooks - Application dialog hox displays...

a. Click "Yes, always, allow access even if QuickBooks is nof running"
h. Select Admin from the "Login as® listif applicable.
. Click Continue.

€) Click Done on the Access Confirmation dialog box,

@) Click Mextto continue with the setup wizard.

Play video, EH@ Turn audio an; @

|7 < Back Next = Cancel |
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QuickBooks - Application Certificate

x|

an application is requesting access to the following QuickBooks
company file:

ABC Test Company
Access may include reading and modifying QuickBooks data as well as
enhancing the QuickBooks user interface,
The Application Calls Ikself
(Kevnank File Translator

— Certificate Information
Description:

Developer:  Key Bank

Developer identity has been werified bey;
YeriSign Class 3 Code Signing 2010 CA

— QuickBooks Solutions Marketplace
search For information about this application at the
+ QuickBooks Solutions Marketplace

Do wou want ko allow this application to read and madify this company file?
Mo

This application will MOT access personal data such as Social Security Mumbers or
customer credit card information.

Tell me more

Conkinue. .. I Cancel ] Help |

16.You will be prompted to select a user to access QuickBooks, choose the user
that has admin rights (most likely the person who is installing the tool.) An

Access Confirmation window will open confirming that the changes were made.
Click Done to proceed.

Access Confirmation 1 x|

‘ou have chosen to grant the application
KeyBank File Translator

access to the QuickBooks company file
ABC Test Company

any kime, even if QuickBooks is nok running.

Access rights:
- Read and modify QuickBooks data
(NOT including personal data)
- Enhance the QuickBooks user interface

10
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17.0nce this is complete the following screen will appear with the Company File
Location. Click Next.

KeyBank File Translator Setup Wizard

l{s% Connect to QuickBooks®

Complete the next four steps to establish a secure connection with QuickBooks®. Click the viden icon to view
a demonstration of the setup process.

JL QuickBooks® must be open and you must be logged into your company file as the Admin user.

o Click Request Access.

Accounting Systam: QuickBooks® Remaove Seftings

CiDocuments and Settings\all UsersiDocumentsintuibi@uickBooks\Company

Company File LOSANON:  pueane Test Company. QB

@ The QuickBooks - Application dialog box displays...

3, Click "Yes, always, allow access even if QuickBooks is not running"
h. Select Admin fram the "Login as:" listif applicable.
c. Click Continue.

€ Click Done onthe Access Confirmation dialog hox,

9 Click Next to continue with the setup wizard.

Playvideo: EE;] Turn audio on: @

[ < Back ][ Nes | [ Cancel J

18. Enter in the bank account number that corresponds to the account(s) to which
Positive Pay service is being added. Click Next.

You do not need to enter information for accounts not being added to
Positive Pay.

KeyBank File Translator Setup Wizard

@ Bank Account Setup

The check register account name has been automatically retrieved from QuickBooks®.
Enter the corresponding bank account number for each account. Ifthe check register
accounts do not correspond with a positive pay account number, leave the field blank

QuickBooks® Check Register Account Name | Bank Account Number
Test Checking Account

Test Payroll Account |

Turn audio on: @

| <Back J L_Ne}d_‘aj | Cancel j

11
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19. Next choose Export as the File Delivery Method and click Next.

KeyBank File Translator Setup Wizard i

|x

5% File Delivery Method

Choose File Delivary Method, then click Next.

@® expott
QO FTP

Server Marme:
File Name:

Port Number.

User Narne:
Passward:

Confirm Password:

Turn audio on: @

| <Back | | Ned= | | cancel |

20.Now the File Translator Set-up is Complete. Click Finish.
x|

% KeyBank File Translator Setup Complete

You have successfully set up KeyBank File Translator. Click Finish to save these seftings.

l < Back ] | Finish J { Cancel -J

12
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2.2 Using the Translator Tool

Translator Tool User Guide

1. Double click on the Key File Translator shortcut on your desktop to launch the
tool. Enter admin as the user ID and the password that was established.

& ooor . X

KeyBank O °

Password:

_Louon Cancel |

2. Atthe main page, click on the arrow next to File Translator to collapse the menu.

3. Now choose the Register Setup to view the accounts set-up in the ARP
Translator Tool. If you want you can assign starting and ending check numbers

here.
KeyBank 0'14 KeyBank File Translator o
[ Automated Tasks . 'tix Register Setup

v g il Toamslator

Bank 0 Account Chieck Registar Glaflirg Check ® Ending Check#
Ky 123456769123 Test Chacking Account hd a

Ragisier Satup S
Ramiem Chack issus Dals
Craste Bank Fils
Chick Rugistir Repor
History Repon
Recreats Bank Filg
[ session Audit Report

e
508 Setup & Preferences

| Updale Check Reglster List | | Apply Sallings Ciose Helg

13
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4. Click on Retrieve Check Issue Data to import checks from the QuickBooks
Check Register. You can choose the account to import data from, using the drop
down menu. Also shown is the last retrieval date/time for each account. Click on
Retrieve Check Issue Data at the bottom when ready.

KeyBank o-ﬂ'q KeyBank File Translator J

L‘.*'-‘- Miometcd Tasks I u Retrieve Check Issue Data from Accounling System

v g File Transiator
Chech fs e fctrovel

Register Gelug
ACTOUNIRG Sy3tem QUIKBO0KIE =
Retrie Chack iscue Data Eant Account | Koy 1 23456769123 b |
Accounting Systern Chisck Registsr Test Checking Azzount
Create Bank File
History
Check Repister Report
Las! Refriaval
History Repart

Fecrasle Bani File
| Session Audi Raport

75 Setup & Preferences

Retrieve Checkissue Data | | Close | | Halp

14
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5. Once the data is pulled, the Retrieval Validation Results screen will display all
the data that has been pulled in from QuickBooks. At the top is a summary of
valid and invalid checks, as well as a file total in dollars and number of checks.
Clicking on the Reject Checks button at the bottom will remove the records from
the Translator Tool and you can import the data again when ready. This is helpful
if you need to narrow down the check range. When ready, choose Accept
Checks and the number of checks that have been accepted will be displayed.

Once data has been accepted into the tool it cannot be deleted without
uninstalling and reinstalling the tool.

- S—

9y KeyBank File Translator - a
KeyBank 014 KeyBank File Translator 2
[ Automatea Tasks ! %g Retrieval Validation Results

v QLQ File Translator
Summary

Register Setu
g P Data Source: RETRIEVE

Retrieve Check lssue Data Validated On: 06/24/2024 at 10:36:13

Mumber of Checks  Amount
Create Bank File

Valid: 15 33530
Check Register Report } Invalid: 0 0.00
File Totals: 15 335.30 MNumber of Records: 15

History Report

Recreate Bank File Al

@ Session Audit Report Record# Check# Payee Name Amount Currency Issue Date Va\iqurror Error -
1 100 | TEST PAYEE ONE 10.01 | USD 06/24/2024 | Valid A
2 101 [ TEST PAYEE TWO 15.02 [ USD 062412024 | Valid
% Setup & Preferences 3 102 | TEST PAYEE THREE 20.03 | USD 06/24/2024 | Valid
4 103 | TEST PAYEE FOUR 25.04 | USD 06/24/2024 | Valid
5 104 | TEST PAYEE FIVE 30.05 | USD 062412024 | Valid
G 105 | TEST PAYEE TWO 17.20 | USD 06/24/2024 | Valid
7 106 | TEST PAYEE THREE 2230 | UsSD 06/24/2024 | Valid
g 107 | TEST PAYEE FOUR 27.40 | USD 06/24/2024 | Valid
[} 108 | TEST PAYEE FIVE 3250 | USD 06/24/2024 | valid
10 109 | TEST PAYEE ONE 1210 | USD 06/24/2024 | Valid
1 110 | TEST PAYEE TWO 19.62 | USD 06/24/2024 | Valid
12 111 | TEST PAYEE THREE 2473 [ USD 0612412024 | Valid
13 112 | TEST PAYEE FOUR 20.84 | USD 06/24/2024 | Valid
14 113 | TEST PAYEE FIVE 34,95 | USD 0G/24/2024 | Valid |

l Accept Checks J [ Reject Checks J [ Report J [ Help J

x

16 checks have heen accepted.

3

15
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6. The Create Bank File screen displays everything that has been accepted into
the tool and will be exported in the file. Click on Browse at the bottom to choose
a location to save the file.

This is the file that will be sentto Key and a file extension is NOT required. It
is recommended that the file include a Date as part of the file name. Once
you have entered a name click OK.

8, KeyBank File Translator = ] X
=) [ .
Automated Tasks . Create Bank FI|E
L3
v Qg File Translator
Import File Name | Date Time | User. [RETRIEVE on 06/24/2024 at 10:36:14 by admin | v]
Register Setup
Payee Name BankID  Account Check Mumber  Amount Curr. Issue Date  Type Ind
Retrieve Check Issue Data TEST PAYEE ONE Key 1010101010 100 10.01 | USD 06/24/2024
TEST PAYEE TWO Key 1010101010 101 15.02 | USD 06/24/2024
Create Bank File TEST PAYEE THREE Key 1010101010 102 20.03 |USD 06/24/2024
TEST PAYEE FOUR Key 1010101010 103 25.04 |USD 06/24/2024
Check Register Report TEST PAYEE FIVE Key 1010101010 104 30.05 |USD 06/24/2024
TEST PAYEE TWO Key 1010101010 105 17.20 | USD 06/24/2024
_ TEST PAYEE THREE Key 1010101010 106 2230 [ USD 06/24/2024
History Report TESTPAYEEFOUR | Key 1010101010 107 27.40 |USD | 06/24/2024
TEST PAYEE FIVE Key 1010101010 108 32.50 | USD 06/24/2024
Recreate Bank File TEST PAYEE ONE Key 1010101010 109 12.10 | USD 06/24/2024
TEST PAYEE TWO Key 1010101010 110 19.62 | USD 06/24/2024
Session Audit Report || | TESTPAYEETHREE | Key 1010101010 111 2473 [USD | 06/24/2024
TEST PAYEE FOUR Key 1010101010 112 29.84 | USD 06/24/2024
% Setup & Preferences TEST PAYEE FIVE Key 1010101010 113 34.95 | USD 06/24/2024
. TEST PAYEE ONE Key 1010101010 114 14.51 |USD 06/24/2024

Total Mumber of Valid Checks: 15

[ .1
O Export to File Location: c\Testism_recreate.bxd Browse
(®) Sendvia FTP

l Send J l Close J l Help J

x
Lookin: Lﬁ Deskiop _"J [ ] e || &) E (&)
ﬁ' My Documents !7"; Citnx Program Neighborhood Ink2
(& my Computer | | KeyBank File Translator Ink
(&5 My Network Places [ Lotus Notes 8.6.Ink
(& Tcs Logon Control [ mainFrame via Web3270.Ink

[ Application Suite 1.3.Ink | QuickBooks Pro 2011 Ink

EIS 7 vs|

f

File Name: | Test File]

Files of Type: | AllFiles :J

0K [ Cancel .

16
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7. After alocation and name have been chosen, click on Export at the bottom to
create the file in Key’s format. A window will display with File Created followed
by the name of the file. Click OK to go back to the ARP File Translator screen.
The Positive Pay file that was exported is ready to be sent to Key.

9, KeyBank File Translator — a >

KeyBank O'm KeyBank File Translator o

=3 L. -
Automated Tasks . Create B_ank |:||e
L3
v %E File Translator
Import File Mame | Date Time | User: [RETRIEVE on 06/24/2024 at 10:36:14 by admin |v]
Register Setup
Payee Name BankID Account Check Mumber  Amount Curr. Issue Date  Type Ind
Retrieve Check Issue Data TEST PAYEE OME Key 1010101010 100 10.01 |USD 06/24/2024
TEST PAYEE TWQ Key 1010101010 101 15.02 | USD 06/24/2024
Create Bank File TEST PAYEE THREE Key 1010101010 102 20.03 |USD 06/24/2024
TEST PAYEE FOUR Key 1010101010 103 25.04 |USD 06/24/2024
Check Register Report TEST PAYEE FIVE Key 1010101010 104 30.08 |USD 06/24/2024
TEST PAYEE TWO Key 1010101010 105 17.20 | USD 06/24/2024
X TEST PAYEE THREE Key 1010101010 106 2230 |UsSD 06/24/2024
History Report TESTPAYEEFOUR | Key 1010101010 107 27.40 |USD | 06/24/2024
TEST PAYEE FIVE Key 1010101010 108 32,50 |USD 06/24/2024
Recreate Bank File TEST PAYEE ONE Key 1010101010 109 12.10 | USD 06/24/2024
TEST PAYEE TWO Key 1010101010 110 19.62 | USD 06/24/2024
Session Audit Report N TESTPAYEETHREE | Key 1010101010 111 2473 |USD 06/24/2024
TEST PAYEE FOUR Key 1010101010 112 29.84 | USD 06/24/2024
% Setup & Preferences TEST PAYEE FIVE Key 1010101010 113 3495 |USD 06/24/2024
- TEST PAYEE ONE Key 1010101010 114 14.51 | USD 06/24/2024

Total Mumber of Valid Checks: 15

@ Export to File Location: C:\Users\OwnerDesktop\Test File Browse
(_) Sendyvia FTP

l Export J l Close J l Help J

Message X|

File created: TestFile

17
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2.3 Troubleshooting
Q: What if | forgot my password and | am locked out?

User1, User2 or User3 you need to contact the admin User at your
organization for assistance in resetting your password.

You are the Admin User that is locked out. You will need to contact the
Commercial Banking Services at 1-800-539-9039. Dial 711 for TTY/TRS.

| Error X

o You have exceeded the number of invalid logon attempts. Your User ID has been locked. Please contact Commercial & Business Banking Center at 1-800-539-9039.

18
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Q: If | upgrade or reinstall QuickBooks, how do | set up the Translator Tool?

1. You can set up the tool to work with your new company profile without

uninstalling and reinstalling.

Make sure you are logged into QuickBooks as the Admin in single user mode.

3. Log into the translator tool, click on Setup & Preferences on the left hand
side, then the Accounting System Integration tab.

KeyBank =4 KeyBank File Translator 7
=
|(5zy Automated Tasks i d:& Selup & Preferences
'
= hs File Translator {_\

. Passwns | Chackisaus Mods | A Aerunting Systam Intepaton Retenitan | Commuriaiion Settn Emal Sutings |
e | | [ pssofpts [ asamning Syseminisston | ia I i | s |
;Q,'a Setup & Prefarences Arcquming SystemDistais

4 Accounting Sestarm GulckBanksd [ Rt swnq.s .J

CADacumants snd Seflingslall
Gompany Flle Lacalion. UsersiDacumentsinumBuickBasksiCampary FilesTPS
Priomichs QENY

Claze

4. Click on Remove Settings to delete the mapping to the old company profile. You
will receive a pop up asking you to confirm the changes, click Yes to continue.

Confirm

S

0 This will remove all integration with the accounting system, including account mappings and scheduled tasks. Are you sure you wish to proceed?

Yas Mo

19
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5. Now that the old mapping is removed, click on Setup.
KeyBank 01,' KeyBank File Translator o

55 nutomate vasks | r‘?‘? Setup & Preferences

+ [ Fie Transhatos

X | Passworts [ Eheck issue Made [ Accounts [ Accounting Spsten integration | Dats Retertion | Communicason Sefings | Emall Semngs |
] Session

4% Setup & Preferences e S

Secounting Systom: <not set upn [(5atum. ]

Company File Locstian «nnt st upx

6. Click Next on the first pop up box.

Accounting System Setup Wizard n i[

This wizard will walk you through the steps to setup the systern to retrieve data from your
Accounting System.

Please selectyour Accounting Systern from the list and press the Mext button.

| QuickBooks® v

| Mext= | | Cancel |

7. Then click on Request Access.

‘{S\% Connect to QuickBooks®

Complete the next three steps to establish a secure connection with QuickBooks®.

I QuickBooks® must he open and you must he logged into your company file as
~+ . the Admin user.

€D Click Reguest Access.

#3 The QuickBooks - Application dialog box displays...

a. Click"Yes, always; allow access even if QuickBooks is not running”
b. Select Adrin from the "Login as" list if applicable.
¢, Click Continue,

) Click Done on the Access Confirmation dialog box,

[ Request Access ] { Cancel J

20
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8. A certificate will pop up and you need to click the second radial button Yes,
always allow access even if QuickBooks is not running then Continue.

QuickBooks - Application Certificate B x|

&n application is requesting access ko the Following QuickBooks
company file:

TPS Products

Access may include reading and modifving QuickBooks data as well as
enhancing the QuickBooks user interface.

— The Application Calls Ikself
KeyBank File Translator

— Certificate Information

Description:

Developer:  Key Bank

Developer identity has been verified by:
VeriSign Class 3 Code Signing 2010 C&

— QuickBooks Solutions Marketplace
Search for information about this application at the
+ QuickBooks Solutions Marketplace

Do ywou want to allow this application to read and modify this companiy File?

T Mo

This application will MOT access personal data such as Social Security Numbers or
customer credit card information. Tel me mare

Continue. .. | Cancel | Help |

9. This is your confirmation that the settings have been applied successfully. Click
Done.

Access Confirmation j x|

‘You have chosen to grant the application
KeyBank File Translator

access ko the QuickBooks company File
TPS Products

any time, even if QuickBooks is nok running.

Access rights:
- Read and modify QuickBooks data
(MOT including personal data)
- Enhance the GuickBooks user interface

Go Back

21
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10.You can click on the Accounting System Integration tab again to confirm the
company file location is correct.

If this is not correct then sign into the correct company profile and repeat the
steps above.

11.Now you must assign the correct check register to the account along with check
numbers. Double click File Translator in bold on the left to expand the menu
then Register Setup.

KeyBank 01_1 KeyBank File Translator 7]
- v .
58, Mutemated Tasks | -,'_(f Register Setup
L2 File Tramstator
Aeeount CheckReglater | Btarting Check # Ending Chaik#
Ragister Setup T T T
Koy 1234567R9123 | i |
Retieva Check lsue Data | || Key dddads &
|
Koy 26THS4321 987 K

rzale BankFile
hack Realster Regor:
Hastary Bapen
Recraate Bank File

#) Session Audit Repart

% Sotup & Preferences

| Update €haclcRagister List | | AgolyBetings | | Clace | | Halp

12. At the bottom click Update Check Register List then choose the appropriate
check register name from the drop down list that corresponds to that account

number.
KeyBank 015 KeyBank File Translator o
[, mmomanea vasks | 'tm Register Selup
. IL._. e Transiater i
Banki0 reroum Cheok Ragatar Staring Chack Ending Cheek#
Rmplsariem 133456TRE12T

Recrente Bank File

[#] Sewsion Audn Regort

'%Js Setup & Preferences

| Update Chieck Rogister List | | AughSetngs | | Close | | Hel

22
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13. Assign a starting and ending check number by double clicking in the text box.

@ You can use 1 and 9999999999 as starting and ending.

14.Click Apply Settings at the bottom then Retrieve Check Issue Data and proceed
as normal.

KeyBank O—M KeyBank File Translator 7

= B
|5 Autormated Tasks . i Register Setup
v g File Transtator
Bank i AntOUM Chack R pser STateg Chatk® Ending Chack e
Repisier Set I ]
Key 1234687E 23 Checking b | 1 8336998338
Reltine Chock lssue Dila ki 148044

; ey | GETES4321987
Cireale Bank File

Recreate Bank File

| Session At Report

7 Setup & Preferences

Settings Updated | Undate CheckRegisteriist | | AppbSetings- | | Closa Help

3. Introduction for non-QuickBooks Users

The Translator Tool is available when you need assistance in retrieving your check
issuance information from your accounting package. Once created, the file can be
uploaded via KeyNavigator to be used with Account Reconciliation services (ARP)
and with Positive Pay. KeyNavigator access is needed.

23
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4. Translator Tool for non-QuickBooks
4.1 Installing the Translator Tool

1. Log into KeyNavigator, and click on the File Translator Quicklink on the left
side of the screen.

=% message Genter | & support | £3F Acministration | [ Logout

Specialized Sences

allHiNs g | Welcome Back, Befty LastLogin: 01202015 243 P

ACH Direct - Dual Authorizations

2. Click the Download button to launch the Save As or Run box. You can choose
either.

KeyNavigator™ | KeyBank &

2= message center @ support | LF Acministation | (% Logout

Dashboard Reporting & Researcn Payables

Recelvabies File Services Car Services

Speciaized Services

1 your Sl from Excel, Cuickbuoks, el 10 Ke

yBank's formal needec for
d cther senvices.

Instructions

1. Chtk t(he 0OWNIad Bution DEIcW N3 1Bdow INe Brompts 1o instan
2 Cpen the appécation 1o convert your fies
3 Send o KeyBank by using the File Transter ta i KTT
System Requirements
* Windows 7. Windows & or Vista
+ 350-MHz Pentum Il ar better
+ S12ME of RAM
+ Adobe 6.0 o Pigher
* Javal

For mere informaton. piease tall our Commertial and Business Banking Center at 1-800-530-9039.

Helpful Resources

My Key Contacts + Keep Business Moving
. Contactus o T  wos
& Ontin iy 12 0 . 3
cam More
€ Treasury Resources is .com

The installation welcome screen provides you with the Cancel button to stop the
install. Click Next to continue.

Ly — 3

Welcome to the Automated

1 Business Banking Setup
Wizard
A ol i ot ool
b ] 3 E

Cancel
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4. The End-User License Agreement screen provides the option to accept or not
accept the terms in the license agreement. If you do not accept the terms, the
install process will halt, and the system will not be installed.

&

End-User License Agreement & g
Piease read the folowing license agreement carefully \ ﬁ
<BANK NAME> <PRODUCT NAME> License Agreement Ca

<BANK NAME>= IS WILLING TO LICENSE THE SOFTWARE
IDENTIFIED BELOW TO YOU ONLY UPON THE CONDITION

THAT YOU ACCEPT ALL OF THE TERMS CONTAINED IN THIS
<PRODUCT NAME= LICENSE AGREEMENT ("AGREEMENT").

PLEASE READ THE AGREEMENT CAREFULLY. BY

DOWNLOADING OR INSTALLING THIS SOFTWARE, YOU

ACCEPT THE TERMS OF THE AGREEMENT. INDICATE

ACCFPTANCF RY SFI FOCTING THF "I AGRFF" RIITTON AT THF 2

() 1 accept the terms in the License Agreement
(®) 1 do not accept the terms in the License Agreement

Advanced Instalier

5. Select the | accept the terms in the License Agreement option.
6. Click Nextto continue.

7. The Ready To Install screen provides you with the opportunity to click Back to
review your settings. You may click Cancel to halt the installation. Click Install to

continue.
i5 Automated Business Banking Setup
Ready to Install £
The Setup Wizard is ready to begin the Automated Business Bariing install.., A
D

Click “Instal” to begin the installation. If you want to review or change any of your
nstallation settings, dick Back”, Click "Cancel” to exit the wizard.

Advanced Installer
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8. A status screen allows you to monitor the installation progress.

i Automated Business Banking File Setup

Installing A

Please wall while the Setup Wizard installs Automated Business Banking, This may take
seversl minules

Status:

0 |

Advanced Instalier

9. The system displays a screen notifying you that the installation is complete.

i& Automated Business Banking Setup

Completing the Automated
Business Banking Setup
Wizard

Click the "Finish™ button to exit the Setup Wizard.

[¥] Lsunch Automated Susiness Banking
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10. The following screen is where you can establish a password for the admin user.
This can be changed at a later date if needed.

The password must be 8-12 characters long and contain at least
2 numerical digits.

KeyBank File Translator Setup Wizard

E x|
% Establish Admin Password

Establish the Admin user logon password. You will use this password o log on 1o the sysiem.

Establish Pagsword

UserID: Admin

Password: [srromrers

Confirm Passwort: | srrrerseees

Turn audio an: @

Next= | | Cancel
11.Next, choose either Payee Positive Pay or Standard Positive Pa

This cannot be changed without uninstalling or reinstalling the
Translator Tool.

KeyBank File Translator Setup Wizard

x]

I%% Disbursement Solution Type

Selectyour fraud protection semvice.

(®) Payes Positive Pay
() Positive Pay

Turn gudio an: @

| <Back | | Nes= || Cancel |
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12.Choose Retrieve the Data from a file on your computer.

KeyBank File Translator Setup Wizard .

1%

% Select Check Issue Service

Selectthe service below hat you would like to be automatically delivered to the hank

() Retrieve the data directly from an accounting system: | QuickBooks®  »

@ Retrieve the data from a file on your computer

Turn audio on: @

< Back | LNext> J | Cancel |

13. Select the second option,and choose Other from the drop down menu unless
you are exporting a file from QuickBooks. QuickBooks users should refer to the
QuickBooks version of the translator tool guide. If you are exporting a file from
Peachtree®, choose Other from the drop down menu even though Peachtree is
a specific option.

I

(eyBank File Translator Setup Wizard

% File Location

You have chosen to import check issue data from a specific location on your computer. Select the option that best
describes your check issues file.

() File already in bank format {pass thraugh)

® File generated by the following accounting systemn: [ @uickBooks®
QuickBooks®
File location and narne: Peachiree® | Browse J

Turn audio on: @

l = Back J { hlext = J t Cancel J
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14. Click Finish. This will complete the initial set-up and launch the ARP Translator
Tool.

Ixe

‘eyBank File Translator Setup Wizard

% File Location

You have chosen to impor check issue data from a specific location on your computer. Select the option that hest
describes your check issues file

() File already in bank format (pass through)

@ File generated by the following accounting system: | ofer v

Click Finish to exit the setup wizard and set up the following items:

1. Amapping rule using the Rule Wizard
2. Communication Setftings
3. Automated Task using the new rule

Tum audio on: @

L <Back || Finish | [ Cancel J
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4.2 Set-up and Preferences

1. This is the set-up and preferences menu of the ARP File Translator Tool. Click

on the Accounts Tab which allows you to add accounts to the tool. You must
include an account number and account name.

When using QuickBooks and Peachtree default rules, the account name has

to match what is in the file. This also applies to all rules whose settings look
for an account name in the file.

-l=]
KeyBank O‘ﬂq KeyBank File Translator

(5 momated asks

Ix

J ﬁ Selup & Preferences

» g File Translator

2 Pasgworgs | Check issue Mod m Data Retention | Communication Sefings | Emall Settings
] Session Audit Report = il o | |

£ Setup & Preferences

Choose User

admin -
Set Password

Current Password:

MNew Password:

Confirm Password:

RS a R e iy

i‘_ New Account

x|
Actount Information

Account Number. | 123456789

Account Name: | My Checking

Ok Cancel
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2. Click on OKto add the desired account(s).
3. Next, click on the arrow next to File Translator which will collapse the menu.

4. Clicking on the Rule Wizard will display the available rules and allow you to
create, export load, edit, and test and view the different rules. There are 2
available by default. QuickBooks and Peachtree are 1 line Payee Name rules
and cannot be deleted. To create a new rule, click New.

[ KeyBank File Translator =18]x|
KeyBank 01‘1 KeyBank File Translator 7
[ tomatea Tasks . £ Import Rule Wizard
v Lhx File Transiator I
Fule Name File Tyge LastUpdated By
Rule Wizard Quick Baoks Twa Ling Payee Defimited adenin on 120172011 at 10:40.09

Dalimited yserl on 05252007 at13.26.:54

uzerl on 0302008 at 13 3416

Irped Check Issus Data
Create Bank File
Check Register Report
Hestary Report
Delgte imported Data
Racreats Bank File

] Session Audit Report

% Setup & Praferences

Lﬂ.- Coven-] {res ] {rmson ] (-cmen | e |

| Export Rule Load Rule
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5. The first screen allows you to name a rule, choose a file type, delimiter and
terminated by. The rule name can be anything you want to name it. The file type
delimited denotes that a comma or semicolon separates each field. The fixed
format allows you to create a rule based on a fixed width format. This is useful if
you have a text file that is one length, i.e. the data runs together. This example is
of a comma delimited or CSV file which is the most common.

B KeyBank File Translator =] x|
KeyBank O-ﬂ',‘ KeyBank File Translator o
(3 avtomated vasks . {_{. Import Rule Wizard - Set Up New Rule

v Lha File Transtator

Rule Mama: ||
Rule Wizard

FileType: | Delimited (=)
Imiport Chick Issue Data T
Delimiter: | Comma ||

Create Bank File oAt by
Check Register Report &) End of Line.
Histary Repor
Delate Imported Oata
Recreate Bank File

E Session Audit Report

% Setup & Preferences
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6. The following is where you define whether the file has a header, and if so, what
to do with it. If there is a header, and you want to use it to check for duplicates,
then choose Yes, setup header record rules. If the Excel file has a head, but
you want to ignore it, choose Yes, but ignore the header on import. If there is
not a header, choose No Header.

A ceyilank e Translator alglx

KeyBank =g KeyBank File Translator 9

- ,
(% Mfcanated Tasks J| €'» Import Rule Wizard
'

* '@ File Tramsiator
Do=s the fle have Header Recora?
(@ Vs, sutup header recond naes
) Yis, but ignone header on import
) No Header

Fvcreaty Bank P

o) Saaaion Rt Fapoit

' Setup & Preferences
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7. If you are establishing header rules, first, define how many header lines there are
and then indicate which positions in the header record will check for duplicate
files. To ignore the header records, simply indicate how many lines there are.

! Keyfank File Translotor [ | =18 x|
KeyBank 014 KeyBank File Translator 9
[ Avtomanea vasks | (J Import Rule Wizard - Header Information

» L File Translator
RuleWizard Nurnber ofHeaderLines: [1] |
Impon Check issue Data
Create Bank Filg
Check Register Report
Higtory Report
Delete Imported Data
Recreate Bank File

&) Session Audit Report

4% Setup & Preferences

| =Back || Mes= | | Cancel

34



KeyBank O—=x.

8. After choosing No Header, or entering in the lines of headers, you will choose if
there are check totals in the file. The check totals will appear at the bottom of the
file and will sum the individual checks. Choosing No Totals, or Yes, but ignore
totals will take you to Step 10. If you are going to set up Totals rules, click Next.

Translator Tool User Guide

9. Next you will define where and how to validate record counts. This will be in the
trailer of the file. You will have to choose which position it is in. Enter the data,
and choose Next.

g Ke-yBank File Translator

KeyBank G‘ﬂq KeyBank File Translator 2]

(G Mtomaned Taske J| 42 Import Rule Wizard - Check Totals
N

v L File Transtator

L) Validate recond counts
impor Check Issue Data
Creats Bank File
Check Register Report
History Report Ll Use Ricord to validate total chack amaunts
Delete imported Data !
Fecreate Bank File

] Session Audt Report

o
5078 Setup & Praferences

«Back | | Ned>» Cancel
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10. Click the drop down menu to choose the account you wish to use. If you
established a header rule earlier, you can set the rule to validate the account
number in the header. Once you have the account number added, click Next.

[ xeyBank File Transiator 18]
KeyBank 0—.13 KeyBank File Translator o
2 mutomated Tosks d {__{ Import Rule Wizard - ARP Selup (1 of 4)

= L File Transtator
A b

@) Use Account | 123456788123 '-I

Rule Weaed

Import Check Issue Data

Create Bank Fitg

Check Register Repor

Histosy Report

) Account
Deleti Imported Dats
Recreate Bank File

) Session Audit Report

ﬁ Selup & Proforences

fusEacka{iyatiot i) BUCanca s}
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11. Next, define where the Translator Tool will look for the dollar amount in the Excel
file, and whether or not it has a decimal in it. Below, define the date field and
which format it is in. For example: 12/06/2024 or 12/06/2024 from the drop
down menu.

The field positions are based on which columns that data is in when using a
CSVfile. Column A is field position 1, Column B is field 2, Column C is field 3,

eftc.
! KeyBiank File Translotor N =18] x|
KeyBank 014 KeyBank File Translator o
[ Auomatea Tasics | {J Import Rule Wizard - ARP Selup (2 of 4)
v L File Transiator i )
Rule Wizard i
Field Position: 1

Impor Chack Issue Data
Creabe Bank File
Eraum Dot

Check Register Report »
Fiald Position: 2

Higtory Report i preEE

Delete Imported Data
Recrests BankFile
.@ Session Audit Report

5% Setup & Preferences
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12.Fill in the check number position and the payee name field position. If this is
Standard Positive Pay, the payee name field will not display.

Veybank Fie Transiator =18
KeyBank ©=p: KeyBank File Translator 9
[ Mutsemated Tasks J| 4 Import Rule Wizard - ARP Setup (3 of 4)
* |hp File Transtator '
Chesch Mumster*
e Field Possion: | 3 :
Import Checkissue Dita ) kit cho e mnge
Crese Bark Fie
Chatk Regisi Report
Paved e
History Report
Ling | Flgkd Posiien® 4
e Line 2 Field Position
) Session Aixst Report
48 Senep & Preforences
[:F1 Hant = el
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13. The Text Field Position is the optional data field. The Type Indicator is used for
void items. Click on Map to define the field and what tool you should look for to
determine if it is a void or not.

You have to define a void field and an issue field if you are going to use this
feature. The void column cannot contain a blank space or it will fail to upload

the checks.
==l
KeyBank 017_1 KeyBank File Translator 7
[ Atomated Tosks | £z mport Rule Wizard - ARP Setup (4 of 4)

v Lk e Transiator
Tert
Rl Wzar
Field Position:
IO Chatk Issue Data
Creste Bank Fie Type kndcator
CheckRegister Repan Flaid Posltion: (niag:
History Regort
Dalste imparted Data
Recreate Bank File

) session Audit Roport

% Setup & Preforances

| *Back | | Ned» || cancel

&\ Type Indicator Mapping x|

T ype Indicator Field Contains
| issued |
! void

| OK | | Cancel J
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14.Click on Next, then Finish to complete the Rule Wizard. This will take you back
to the main screen, and your new rule will be visible.

S KeyBank File Translator

=i | ) 5. .
Automated Tasks | ) Impon Rule Wizard
%.:,
| L3
v % = File Translator
¥ Rule Name
Rule Wizard | TestRule
| TestRule 2
Import Check Issue Data { Eigﬁlii

Create Bank File

Check Register Report

History Report

Delete Imported Data

Recreate Bank File
@ Session Audit Report

|
{E’B Setup & Preferences

'KeyBank 014 KeyBank File Translator

File Type
Delimited

| Delimited
| Delimited
| Delimited

Last Updated By
| TestUsert_on 06/20/2024 at15:21:23
TestUser2 on 06/20/2024 at1
| TestUser3 on 06/20/2024 at 15:22:57
| TestUser4 on 06/20/2024 at15:23:13

{ New | | Edit | [ Delete J | Test | | Report | | Close | | Help J

L Export Rule J j\ Load Rule j
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4.3 Using the Translator Tool

1.

Once the rule is created, you click on Import Check Issue Data to import afile
with a rule. Browse to find the file that was exported out of the accounting
software to import into the tool. Clicking on the file once will select it. Next,
choose the Import Rule. Click Import.

L, KeyBank File Translator = O
KeyBank 014 KeyBank File Translator
[ Automatea Tasks ) EE} Import Check Issue File
5
»
v ;}g File Translator -
Look|n: | (& Documents l] ] f ERNEN
Rule Wizard
[ﬁ My Videos | | Test Payee Name File 2.cs
Import Check Issue Data ﬁ’ Scanned Documents || TestPayee Name File 3.¢c¢
; i D
Grests BankEile [ﬁ Microsoft. SecHealthUI_8wekyb3d8bbwe!SecHealthUl | | UsBo01
| | desktop.ini
Check Register Report | | Test Payee Name File 1.csv
- ¥ - J y > |

History Report

File Name: Test Payee Name File 1.csv
Delete Imported Data

Files of Type: | All Files M|
Recreate Bank File
[#) session Auai Repart (imparty] | cancel |
% Setup & Preferences Select Import Rule
Import Rule: lTeisulE q
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2. After the tool examines the file, the File Validation Results screen will appear.
This is the summary of everything that the file contained. The valid/error column
should display valid for all of the items listed. If not, it will give a reason in the
Error Column. Double clicking on any record will open a detail window, and any
errors will be displayed next to the field that contains the error. Once you have
reviewed the file, and are ready to accept the checks, click on Accept File. If
there are errors that need to be corrected, such as incorrect date format, click
Reject File.

"1_, KeyBank File Translator

KeyBank 014 KeyBank File Translator 9

ey Automated Tasks | %{1 File Validation Results
»

v s Fite Translator
Summary

Rule Wiz
ule Wizard File: TestPayee Name File 1.csv

g . - £
Import Check Issue Data Validated On: 06/20/2024 at15:47:21

Number of Checks Amount
Create Bank File

Valid: 6 1,608.10
Check Register Report Invalid: 0 0.00
File Totals: 6 1,608.10 Number of Records: 6

History Report

Delete Imported Data Al [ Valid I Invalic

Recreate Bank File Record...Check# Payee Name Amount Currency Issue Date Valid/Error  Error
1 101 | TEST PAYEE ONE | 7342 UsD 06/20/2024 | Valid
’ 2 o] 102 | TEST PAYEE TWO 50.00 | USD 06/20/2024 | Valid
[#)] Session Audit Report 3| 103 | TEST PAYEE THREE | 45000 USD 06/20/2024 | Valid
22, 4 104 | TEST PAYEE FOUR 124.68 | USD 06/20/2024 | Valid
50@ Setup & Preferences ] 105 | TEST PAYEE FIVE | 360.00  USD 06/20/2024 | Valid
6 106 | TEST PAYEE SIX §50.00 | USD 06/20/2024 | Valid
l AcceptFile | | RejectFile ‘I| Report | | Help |
: N 1
q_, Import Transaction Detail X
Record # 1
Status: Valid
#of Errors: 0
Field File Value Formatted Value Error
Account Number | 10200 | 1010101010
Check Number 101 | 101
Amount | 7342 | 7342
Issue Date 6120124 | 06r20/2024
Payee Name Line 1 Test Payee One TEST PAYEE ONE
Type Indicator 101

l Close
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3. After accepting the checks, a window will pop up to let you know how many
checks were accepted. Click OK to take you to the Create Bank File screen.

X

Translator Tool User Guide

6 checks have been accepted.

o]

4. The Create Bank File screen is where you will export the file to a specific
directory to be sent to Key. The file that is exported is a text file. Choose Browse
and save the file to a directory on the computer that is easily accessible. It is
recommended to name the file with the date in the file name.

Once you click Export, you cannot delete the data from the system. The only
way to clear the data is to uninstall and reinstall the tool.

S, KeyBank File Translator b [m] X
KeyBank 014 KeyBank File Translator
Automated Tasks P i
) Automated Tas! . |m| Create Bank File
‘.
v E‘-g File Translator
Import File Name | Date Time | User. | Test Payee Name File 1.csv on 06/20/2024 at 15:40:48 by admin .VJ
Rule Wizard
Payee Name BankID  Account Check Number  Amount Curr.  Issue Date  Type Ind
Import Check Issue Data | TEST PAYEE ONE Key | 1010101010 | 101 | 7342 [USD | 03/07/2015 | |
| TEST PAYEE TWO Key | 1010101010 | 102/ 50.00 |[USD | 03/09/2015 |
Create Bank File TEST PAYEE THREE | Key 1010101010 103 450.00 [USD | 03112/2015 |
| TEST PAYEE FOUR Key | 1010101010 ! 104 | 12468 |USD | 0311212015 | (
Check Register Report | TEST PAYEE FIVE Key | 1010101010 | 105 360.00 I_US__D | 031202015 | |
TEST PAYEE SIX Key 11010101010 | 108 550.00 | USD 03/12/2015 | |

History Report

Delete Imporied Data

Recreate Bank File
@ Session Audit Report

% Setup & Preferences

Total Number of Valid Checks: &

(®) Exporito Filz Location: C\Users\OwneriDocuments\Checks_June 20 Browse
send via FTP To use Send, please set up FTP Communication Settings.

| Export | | Close | | Help |
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4.4 Troubleshooting

Translator Tool User Guide

Q: What if | forgot my password and | am locked out?

User1, User2 or User3 you need to contact the Admin User at your
organization for assistance in resetting your password.

You are the Admin User that is locked out. You will need to contact

the Commercial & Business Banking Center at 1-800-539-9039.
Dial 711 for TTY/TRS.

o — —
Error

x

o You have exceeded the number of invalid logon attempts. Your User ID has been locked. Please contact Commercial & Business Banking Center at 1-800-539-9039.

All rights reserved. All trademarks, service marks, and trade names referenced in this material are the property of their respective
owners. Terms and conditions, features, support, pricing, and service options subject to change without notice.
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