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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 to be used with Account Reconciliation services (ARP) and with
Positive Pay. Key Navigator 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. Log into KeyNavigator, and click on the Gear icon in the Quicklinks section on
the left side of the screen.

KeyNavigator~ | KeyBanRO-n % Message Center @ support | L} Administration | [(# Logout

Dashboard Reporting & Research Payables Receivables Flie Services Card Services Specialized Services

Welcome Back, Be t Login: D1/25/2046 - 343 PM
Quicklinks o tty LastLogin

jear &

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

ACH Direct - Dual Authorizations

Customize Your Quicklinks

the Categonies below to vi list of Quicklinks. Select up to 5 Quicklinks to place them on your dashboard

Click t ew alis
o Selected - @ Remaining
7 Keceivapies - UEpOSIT LONCENwrauon (1)

> 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.

KeyNavigator™ | KeyBank O % messagecenter | @ support | £} Acministraion | (3 Logout

File Services Card Services Specialized Services

Dashboard Reporting & Research Payables Receivanies

——— 73 | Welcome Back, Befty Last Login: 01202015 -3.43 711

Flie Transiatar

ACH Direct - Dual Authorizations

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

KeyNavigator™ | KeyBanltO-Jr == Message Center @ support | LF Administration | (# Logout

Dashboard Reporting & Research

File Translator
Use our il Transiater 19 conven your Sles from Excel, Quickbooks, ele. 10 KeyBank's format needed for
account reconcikation, fraud, and other services

Instructions
1. Click the downicad bution below and foliow the prompits to install
2. Open the agrication 1o convert your fles:
3 Send to KeyBank by using the File Transfer tab in KTT
System Requirements
* Windows 7, Windows & or Vista
+ 350-MHz Pentum Il or better
+ S12MB of RAM
+ Agobe 6.0 higher
+Java’
For more informaton, piease caill our Commercial and Business Banking Center at 1-800-835-503%

downioad
Helpful Resources My Key Contacts + Keep Business Moving
f. Contact Us John Smith A Wire .‘ ..,‘:_. s, review Positive
@ Online Help 123.456.7890 )
Leam More >

€ 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 nstall Automated Business Banking an
your computer. Click Text” to continue or "Cancel” to exit
the Setup Wizard.

[ mext> | [ coeel |
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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.

i Automated Business Banking Setup

End-User License Agreement

L ‘
Piease read the falowing license agreement carefully k i
P EE— e . _ B

<BANK NAME> <PRODUCT NAME> License Agreement A

<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

ACTFPTANCE RY SFI FCTING THFE "I AGRFF" BIITTON AT THF .

(1 accept the terms in the License Agreement
@ Ido ot accept the terms in the License Agreement

Advanced Installer

8. Select the | 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.

i Automated Business Banking Setup

Ready to Install o
The Setup Wizard is ready to begin the Automated Susiness Banking install... A .
B

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

Advanced Installer

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

ith Automated Business Banking File Setup

Installing A

Please walt while the Setup Wizeed installs Automated Business Banking. This may take
several minuies

Status:

100 |

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 Business Banking

©2017 KeyCorp. KeyBank is Member FDIC. 170814-273767 6
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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

Xl

@ Establish Admin Password
Establish the Admin user logon password, You will use this password to log on to the system.

Establish Password

UserID: Admin
Password: [ros
Confirm Password: s
Turn audio on: 0
Med= | | 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

4 |

% Disbursement Solution Type

Selectyour fraud protection service.

@ Payee Positive Pay
() Positive Pay

Turn audio on: @

| =Back | | New» || 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 senvice below that yau would like to he automatically delivered to the bank.

@ Retrieve the data directly from an accounting system: | QuickBooks® _! 'q'

Q Retrieve the data from a file on your computer.

Turn audio on: @

| «Back || Next= | Cancel J

©2017 KeyCorp. KeyBank is Member FDIC. 170814-273767 8
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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 o 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 demanstration of the setup process.

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

€D Click RequastAccess.

Accounting System: QuickBooks® RequestAccess

Company File Lacation:  =not setup>=

e The QuickBooks - Application dialog box 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 Nextto continue with the setup wizard,

Play video, EH@ Turn audio on; @

<Back | | Next= cancel |

©2017 KeyCorp. KeyBank is Member FDIC. 170814-273767 9
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QuickBooks - Application Certificate B El

An application is requesting access to the Following QuickBooks
company file:

ABC Test Company

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

The &pplication Calls Ikself
(Kevﬂank File Translator

— Certificate Information
Description:
Developer:  Key Bank
Developer identity has been verified by;
YeriSign Class 3 Code Signing 2010 CA

— QuickBooks Solutions Marketplace
Search For information about this application at the

+ QuickBooks Solutions Marketplace

Do yau wankt bo allow this application ko read and maodify this company File?
Mo

This application will NOT access personal data such as Social Security Mumbers or
customer credit card information, Tell me maore

Conkinue. .. 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 L 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

Go Back |

©2017 KeyCorp. KeyBank is Member FDIC. 170814-273767 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

% 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.

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

€D Click Request Access.

Accounting Bystem: QuickBooks® Remove Seftings

CiDagcuments and Settingstall UsersiDacumentsintuitiQuickBooks\Company

Company File Localion:  fuoc\ipc Test company.agiw

€ The QuickBooks - Application dialog box displays...

a. Click "Yes, always; allow access even if QuickBooks is not running”
b. Belect Admin from the "Login as:" listif applicahle.
c. Click Continue.

9 Click Done onthe Access Confirmation dialog box.

@ Click Next to continue with the setup wizard.

Playvideo: EEé Turn audio on: @

[ < Back ] | Mext= | | cancel |

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 Ragister Account Name | Bank Account Number
Test Checking Account

Test Payroll Account |

Turn audio on: @

«Batk | [ Next» |

Cancel j

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

KeyBank File Translator Setup Wizard x

Translator Tool User Guide

&® File Delivery Method

Choose File Delivery Method, then click Next.
® export
U FTP

Server Name:
File Narne:

Port Number:

User Marme:
Passward:

Confirm Password:

Turn audio on: 0

| <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 1o save these seftings.

[ < Back ] | Finish J L Cancel |

©2017 KeyCorp. KeyBank is Member FDIC. 170814-273767 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.

& Logon L x|

KeyBank O—=x '~

Password

(ckogon j |_cancel |

2. At the 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 o-ﬂq KeyBank File Translator G
(5 Automated Tasks . '1¥ Register Setup
v L File Toanstator i
G - Eank 0 Account Chitk REQistsr Glaring Check ® Ending Check# |
Fingleincinip Ky 123456768121 Tasl Chscking Account v 0 2009939908

Rk Chacy 185u8 Dals |

Craste Bank Fils

Higlory Report
Recreats Bank Filg
] session Audit Report

)]
508 Setup & Preferences

| Updale Check Reglster List | | Apply Sallings Cloge Helg

©2017 KeyCorp. KeyBank is Member FDIC. 170814-273767 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'1 KeyBank File Translator 9

[ Automated Tasks , ‘1 Refrieve Check Issue Data from Accounting System

" 5% File Translalor
Chieeh [ Reonevl
Reglster Belug

Accounling Sysherm QuitkBooksB —
Retriave Chack lszua Data Bank Account | Ko 123456789123 -

Accouniing Systern Check Register Tesi Checking Account

Hiskary

Last Retriaval

History ftepart

Fmcraale Bank File
‘f" Sessin AT Report

8 Setup & Preferences

©2017 KeyCorp. KeyBank is Member FDIC. 170814-273767 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.

:E}nmwww'm ‘_ ‘t}; Relrieval Validation Results

v Jhs File Translator

Satimeey
Reqister S8tip
Dala Zource: RETRIEVE
B Eek et Validater O D206A2017 &t 14:31:53

T Mummbarof Checks Aot

wall 15 1444062
Check Realster Report Inealil ] 0.00
Flle Totals 15 14,440 62 rumber of Rizconis 13
History Repert
Recreate BankFile [ ] vaa | et |
_:ﬁ Session Audit Report :RGLDID‘ * Chetk# Fayee hama Amaunt Currency lesua Dale Walld JEror Ermor
- | 1 13 ACME SOMPANY PRODUCTS OF SOUTHERM.. 12433 |UBD | 12292001 [Vald | — 5
8 sep & Preterences | 2 T JOHNS MACHINING LLC 22336 | GO [ 12202011 [valid
o | 3 14 FAST PRODUCTS DEASLLVELDING 257333 | USD 012 | VAl
] 15 ARON ROBERS 173487 | 80 0170212012 | Valid
] 16 ACME COMPANY I 45877 | USD im0 3 | Vaid
g 17 MARIKCPRICE LARRY NANCE 3267 | UED 01032012 | Valid_
7 207 ABC COMPANT 479375 | USD) 011112012 | Valid |
8 19 JWSTEEL 62564 | 5D | oinrm | vand |
E] H | AGMWE COMPARY PRODUGTS OF SOLTHERR.. | 147244 | UBD 0if112012 | Valld
10 12 | TY COEB 854.71 | UED 0112002 | Valid
1 18 MARICPRICE LARRY NANCE 543.08 | UED 017232012 | Valid
12 30 BERNIE KOSAR 23034 | USD 017232012 | Valid
13 31 TOMBRADY 100,00 | UED 012012 | Valid
14 32 JKETEEL 100,00 | 80 017242012 | Valid
1% 35 | ACME COMPANY PRODUCTS OF SOUTHERN. 45308 | USD 00 I | Valid

Actept Chetks | | Rajact Checks Repait Halp |

=

16 checks have heen accepted.

3
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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 sent to 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.

KeyBank =g KeyBank File Translator 7
|54, Aunomaten Tasks j
| @] create Bank File
N
v G File Transtator
ImportF g A | Diale Time | User, | RETRIEVE on U2H2012 114 2202 by admin |
Register Befun
Fayen amea BankiD Actount Check Mumber Amount = |ssue Diata Type Ind
Retilove Checkissue Data || | JOHNE MACHINING LLG | Key | 123456780123 T 223 | U3D 122902011 |
ACME COMPANY PRODUCT | Key | 123456780123 13 12433 | U0 120802011
Create BankFiz | FAETPRODUCTS DBAALL...  Kar 123456780123 1+ 256333 | USD 0103/2012
RARON ROGERS TKay 112345678123 15 175407 | UaD 10312042 |
| ACHE GOMPAY Kar 173456785123 i 45572 | USD 01091012
Check R ber R it b o . . - . £l !
e b MARICPRIGE LARFY HANGE | Key 123456780123 1T 63267 | LSO D10/2012 |
| STEEL Kay | 173436780133 18 2564 | IS0 1112013
Htetan:reRporg | ABC COMPANT Ky 123496769123 ] 420925 | USD 01112012
[ ACME COMPANY PRODUDT | Kar 123456780123 21 14724 | USD A2 |
Recreste Bank Fils | TYCOBB | Ky | 123456789123 [ a2 85471 | USD oAt |
| MARICPRICE LARAY HANGE | Ker [ 123456780123 I ] 54393 | 30 01332012 |
[ Seession A Report | BERNIE KOSAR [ Kay 12345680103 i 23634 | D50 o122 |
| TOMBRADY Kay 123456789123 El 108.00 | U5 el
@;d_ & Prulsrancim: [OKBTEEL ___ [Ker | 1234567897123 3z 10000 | USDH [FOEEN
ACME COMPARY PRODUCT. | Kay 123456769123 % 45399 | USD 20342013
fl
Total Hurmber of valid Checks: 15
(@) Exportfo File Location | Browse Ji
Jand vz FTR To useBand, plaass sslup FTP Communication Setings
| EBpon | | Glse || Help

i‘_ Export File Location

[ﬁ My Documents L—:\ Citrix Program Reighborhood.Ink2
[ﬁ' My Computer u KeyBank File Translator.Ink

(& Wy Network Places [ Lotus Notes &5 Ink

(& TS Logon Control [ mainFrame via Web3270.Ink

[ Application Suite 1.3 Ink [ QuickBooks Pro 2011 Ink

x

Lookin: |(& Deskiop |'] i @ @ FT;T]@

[ v

4
v

File Name: | Test il

Files o Type: | All Files

L.

ancel

E

©2017 KeyCorp. KeyBank is Member FDIC. 170814-273767
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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.

KeyBank =g KeyBank File Translator

[ Atomotcatasks . |@] Create Bank File

v [ihg File Transintor

IO File Name | Dale Time User: | RETRIEVE on 02082012 311 4:33:02 by atimin =
Register Satup T
FPayse Name BankiD Account Check Namber Amount Curr,
R Enociestn D JOHMSMACHIMNOLLE  (Key SASGTE81 23 dnw LD
ACME CONMPANY PRODUCT ey 13 23 USD
Creale Bark File FAGT PRODUCTS DBAALL .. | Key 14 25627 | USD
AARON ROGERS Fey 16 176467 | USD
Check Register Report A LMY O ey LA 808 FAI) LER}
’ MARK PRIDE LARRY NANCE | Moy 17 63267 |USD
: = JCETEEL | Ky 19 62364 | USD
Histare Rapedt ABC COMPATTY Wy EL) 13035 | USD
ACME COMPANY PROCUCT.. | Kay i 147244 USD
Recreste BankFile TY COBE ey ¥l B54 71  USD
: WARK FRICE LARFY NANCE | Key EL 54398 [USD
| Session Audd Report BERNIE KDSAR Ky 0 2053 | USD
bt TOM ALY Ixey — 3] _1odew Uso
JEETEEL Wy ] 10000 | USD
Setup & Preferences
% s ACME COMPANY PRODUCT .. | Key 35 45348  LUSD

Totsl Humber of Valid Chacks 15

& Expon o File Localion; CADocuments and SeingiiduslioDeikiosiTe Fie
F To uce 3end, piease sat up FTP Commuricyian Semings.

lssue Date

1200

127383011
0ImaEn2
0102013
Lol
TIA012
012012
0171102013
W171i2012
010 1301
01233012
01z 2
003
WA
[FLE

Ezpant |

o

Tope Ind

Closs | | Heip

Message x|

6 File created: TestFile

©2017 KeyCorp. KeyBank is Member FDIC. 170814-273767
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2.3 Troubleshooting

Q: What if I forgot my password and | am locked out?
There are four user IDs available in the translator tool:

Admin
Userl
User2
User3

When you install the Translator Tool on your computer, you are prompted to set
a password for the admin ID. If you forget your admin ID, password, or get locked
out, you log on from another ID to reset your admin password.

Steps to reset your password for the admin user ID

1. Log on to the Key File Translator tool under a different ID.

2. Enter the password. If this is the first time using this ID, the password will be
the same as the user ID.

3. Click the Log-on button.

KeyBank O
eyBan . ==

Password:

| Logon | | C_ancel. /]

4. You will be prompt to create another password for this ID.

B change Password X

You must change your password before continuing.

MNew Passwaord:

Confirm Password: [

o)

©2017 KeyCorp. KeyBank is Member FDIC. 170814-273767 18
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5. Select Setup & Preferences.

KeyBank 011 KeyBank File Translator (2]

(3 hutomated Tasks { @] Automated Tasks

» '4a File Translator

2 Task Senvice Type Next Scheduled
ﬁ Session Audit Report

No Automated Tasks are set..

% Selup & Preferences

FPlease configure Communicslions Settings.

Delete Report Help |

6. Under Passwords tab, the user ID should be admin.

7. Enter a new password for your admin ID.

8. Click the Reset button.

9. You will see a message Password has been updated.

10. Click the Close button.

©2017 KeyCorp. KeyBank is Member FDIC. 170814-273767 19
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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.

2. 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 &gy KeyBank File Translator 9
s Ptomoted Tusks | &7k Selup & Preferences
5 Fibe Translator i
ﬂ!' R I Pasewords | Checkissue Moda \ Ay J Secounting Systam Infegration I}mRmmnnn | Communication Setings | Emall Seftings |
::?l Serup & Preferences Accounting System Debeits
. Accaunting Systam GuickBonksd [_Pamwe s;n;-gje_-j
CADBELMEntE 20 Setingslel
Campany FileLatation’ LssrsiD o FilesTPs
Products QEW

Cloze

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 i

2

@ This will remowe all integration with the accounting systemn, including zccount mappings and scheduled tasks. Are you sure you wish to proceed?

Yeas Mo

©2017 KeyCorp. KeyBank is Member FDIC. 170814-273767 20
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5. Now that the old mapping is removed, click on Setup.
KeyBank O'H'g KeyBank File Translator 9

[ motomasea rosks | %% setup & Preferences

> | o Transtator

= | Passwords | Checkissus Wade [ Accounts | Accounting Systens inegretion | Data Retention | Communicaon Seflings | Emall Semings |
ssion

Ascouniing System Difails

475 sotup & Preresnces

Hecourting System: <noi sat upa

Company File Lacatan: <ol szt ups

6. Click Next on the first pop up box.

Accounting System Setup Wizard EI

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

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

| QuickBooks® =)

| Next= || Cancal |

7. Then click on Request Access.

'{5% Connect to QuickBooks®

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

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

€D Click Request Access.

#) The GuickBooks - Application dialog box displays...

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

€) Click Done an the Access Confirmation dialog box.

[ Reguest Access ] { Cancel J

©2017 KeyCorp. KeyBank is Member FDIC. 170814-273767 21
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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 T x|

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

TPS Products
fccess may include reading and modifying QuickBooks data as well as
enhancing the QuickBooks user interface,
— The tpplication Calls Itself
KeyBank File Translator

— Certificate Information

Descripbion:

Developer;  Key Bank

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

— QuickBooks Solutions Marketplace
Search For infarmation about this application at the
7 QuickBooks Solutions Marketplace

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

............................................................................................................................

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

Conkinue.. . | Cancel I Help |

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

Access Confirmation B 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 QuickBooks user interface

G0 Back. |

©2017 KeyCorp. KeyBank is Member FDIC. 170814-273767 22
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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 014 KeyBank File Translator @
(52, mutomaten Taska | ;'_(A Register Setup
+ [ i Tramsiator i
12
M | CherkRegister | Btarting Chesk # | Ending Sheek
FeAsESan Ker 125ETHIEY )
Retriovs Check i9sue Data | || Key adnas =]
Al
Key QBTES4321 08T v
iyeale BankFile A |

Chack Fegisler Report

Rty Rapon

Recraate Bank File
] Session Audit Aopar

7% sotup & Prererences

Upilats ChackRegister List | | Apoly Betings | | Closs | | Help |

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 01.-; KeyBank File Translator 7
[, wunomatea Tasks . 't'» Register Setup
v | pae Transtater i
Bane 10 Becount Check Regater Htartng Chack & Ending Check #
Pt . Key 123456788123 |
Retrera Check lesua Dala ey LLIEEES |
i WTE54ITNIWT

1aate Bank File

Chick Repister Renod
History Repod
PRecrente Bank File

[#] Session Aud Regort

% son  Preferences

| Upaste Cresk Rogister List | | ApplySemnge | | Close | | Heip
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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 Q-m! KeyBank File Translator 7

[E2 mnormatod Tasks . x Register setup
7 '3 File Translater I

Bank i Adtoun Cheack Fapisser Statmg Chack Ending Check#
FRegister Se T T
! " Ky 17306A7E01 23 Checking

Frifrlievs Chack lgsue Dite iy 444444

. 1 LEELEEEEER

Kay AEM054321957
e Bank File

Check Ragister Regan
Hizlory Rzpedt
Recreats Bank File

] Session At Roport

478 Setup & Preferences

Seftings Updated Updata Check RegisterList | | AppbySetngs. | | Closa | | Hely

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.
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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.
KeyNavigator™ | KeyBank & =% Messagecenter | @ support | L} Agministration | (# Logout

Dashboard Reporting & Research Payabies Receivables Fibe Services

Card Services Specialized Senvices

Quicklinks o Welcome Back, Befty LastLogin: 01282016 - 243 P

% ACH Direct - Dual Authorizations

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

KeyNavigator™ | KeyBank &=

=% Message Center @ support | LF Administration | (% Logout

Reporting & Research Payables Recevables.

File Services Cand Services

File Translator

System Requirements

+ Windows 7. Windows 8 or Vista
+ 350-MHz Penbum Il or befler

+ S12MB of RAM

+ Adote 6.0 or higher

« Javal

Helpful Resources
. Centact Us
@ Online Help

€ Treasury Resources

e E Keep Business Moving
e Mo &

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

i& Automated Business Banking Setup 3

Welcome to the Automated

1 Business Banking Setup
Wizard
= will nstall Automated Business Banking on
\‘ | vour lick Next” to contin ancel” to it
2 1
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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.

i& Automated Business Banking Setup

End-User License Agreement

Pleass read the fofowing license agreement carefully A i
-

<BANK NAME> <PRODUCT NAME> License Agreement ~

<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 FOTING 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

Adyanced Instalier

< Back :
5. Select the | accept the terms in the License Agreement option.
6. Click Next to 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.

i%5 Automated Business Banking Setup

Ready to Install
The Setup Wizard is ready to begin the Automated Business Bariing install,.. \i

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

Advanced Installer

< Back | Instal Cancel |
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8. A status screen allows you to monitor the installation progress.

iif Automated Business Banking File Setup

Installing A d Busi ing

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

Status:

100 - |

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.

Launch Automated Business 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 > x|

% Establish Admin Password

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

Establish Pagsword

UserID: Admin

Password: [ororerers

Confirm Passwort: | srmerseess

Turn audio on: @

Next> | | Cancel

11.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 x|

@ Disbursement Solution Type

Selectyour fraud protection service.

(®) Payes Positive Pay
(U Positive Pay

Turn audio an: @

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

KeyBank File Translator Setup Wizard

|x

% Select Check Issue Service

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

) Retrieve the data directly frorm an accounting system: | QuickBooks® >

@ Retrieve the data from a file an your computer

Turn audio on: @

<Back Mext= | | 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 throughy

® File generated by the following accounting system: [ @uickBooks®
GQuickBooks®
File location and name: Peachtree® Browse J

Turn audio on: @

| =Back | | Nex> | { Cancel |
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14. Click Finish. This will complete the initial set-up and launch the ARP Translator
Tool.

‘eyBank File Translator Setup Wizard

Iw

% File Location

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

(U File already in bank format (pass through)
@® File generated by the following accounting system: | giner v

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

1. A mapping rule using the Rule Wizard
2. Communication Settings
3 Automated Task using the new rule

Tum audio on: @
| <Back JI[ Finish ]I[ cancel |
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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.

e KeyBank File Translator == x
KeyBank {=x4 KeyBank File Translator 9
[ Atomated Tasks d % Selup & Preferences
+ g File Translator i
() Session auan Passwords | Check Issue m Data Retention | Communication Setings | Emall Setings |
£ Setup & Preferences
Choose User
admin
Set Password
Current Password:
Nw Password:
Confirm Password:
Change Help
Close
5
Account Information
Account Number. | 123456789
Account Name: "h-1y -C-he_c ki_ng
OK Cancel
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2. Click on OK to 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 Transhator =15] x|
KeyBank =g KeyBank File Translator o
([ Automated Tasks . £ Import Rule Wizard
¥ Lx File Transiator I
r Rule i File Type LastlUpdated By
I Fule Wizard I Quick Books Two Line Payee | Detimited sdrmin on 12012011 30 10:40:09
a Dalimited yserl on D5/25/2007 at 13.26:54

Dalimited wgert on 01302009 at 13:3416

Irpodt Check Issue Data
Crwatie Bank File
Check Register Report
Hstary Report
Dalsta Imported Data
Recreats Bank Filg

) Session Audi Report

ﬁ_, Setup & Preferences

L Edt | | Delete | | Test | | Repor | | Close | | Hew |

|_ExponRule | | LoadRule
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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.

=18 x|
KeyBank 011 KeyBank File Translator o

:J Automated Tasks ! {_{1 Import Rule Wizard - Set Up New Rule

v Lihs File Transiator

Rule Nama: ||
Rule Wizard

File Type: | Delimited x

Delimiter. | Comma =

Irpont Check Issue Data

Create Bank File T
Chack Register Report {®) End of Line
History Repord
Delete Imported Data
Recreate Bank File

] Session Aut Report

7% setup & Preferences

| <Back | | Net» | | cancel |
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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.

KeyBank O-mt KeyBank File Translator 7}

[, mutommate Tasks | &% mpornt Rule Wizard

v [l File Tramsiator
Dot the Sie have Header Recora?
Frle Wzaey (&) Yes, set up header recond naes
_) Ys, but ignons hesder on Import
SR

Check Registar Report
Hastory Report
Dielate Imported Dats
Recreate Bank F oo
5] Session Audt Raport

58 setup & Preferences

Mt > Canc#
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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.

o Keyiank File Translator =18] x|
KeyBank 014 KeyBank File Translator (7]
[ automaten Tasics | L‘ Import Rule Wizard - Header Information
v g File Transiator i
Rl Wizard Nurmber of Header Lines: [1] |
Import Check issue Data
Create BankFile
Check Register Repart
History Reporl
Dielete Imported Data
Recreate Bank File
) Session Audi Report

7% Setup & Preforances

| <Back | | Med» || Cancel
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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.

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.

@ KeyBanik File Transtator

KeyBank =gy KeyBank File Translator

‘_j.é\ Atomated Tasks
v L File Transtator

Rule Wizard
impo Check issue Data
Create Bank File
Check Register Report
History Repon
Delete iImported Data
Recreate Bank File

ﬂ Session Audt Report

n
573 Setup & Preferences
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=18lx)

| U Import Rule Wizard - Check Totals

L valitate record counts
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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.

Y KeyBank File Transiator =181 x|
KeyBank o-ﬂ'g KeyBank File Translator o
:%‘ Automated Tasks 4 (.i Import Rule Wizard - ARP Selup (1 of 4)

 Lix File Transiator
Accourt Number®

i@} Use Account | 123456789123 -‘i

Rule Waard

Impart Check Issue Data
Create Bank File

Check Register Repor
Histosy Report

i Account
Delete Imported Data
Recreate Bank File

) Session At Repont

% setup & Protorences

| _=Back || Ned» || Cancal |
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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: 12/06/2011 or 12/06/11 from the drop down
menu.

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

etc.
@\ Eeyitank File Translator =181 )
KeyBank 014 KeyBank File Translator 7]
B2 Avtomanen Tasks . {J Import Rule Wizard - ARP Selup (2 of 4)

v g Fite Transiator

Amourt®
Rule Wizarg
Fleld Position: 1

Functuation: | Decimal Incluged =

Import Chack lssue Data
Crisate Bank File

ez Date*

Check Register Report
Field Position: 2

History Ragan Fomst (uwiicy ____v)

Dedete Imported Data
Recreate Bank File
| Session Audit Report

4% Setup & Preferences

| <Back | | Med» || cancel
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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.

G K eyank tie Transiator 2ol
KeyBank 014 KeyBank File Translator (2
-,‘5.:.5-"“““"7*"' H {} Import Rule Wizard - ARP Seltup (3 of 4)
# | hy File Transhalos I
Cheh Munger®
FRude Wizwrd ——
Fietd Possion: | 3 |
Import Check i tue Duts | vaidatn chack number range
Creae Bark Foe
Chack Regisie Report
Paryest Name
History Report
Dawrlete imporied Data L] S B
Line 2 Field Positon
) Session Audt Repon
4 Sutep & Pretorsnces.
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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.
yBank O"m KeyBank File Translator 9

[ mmomaten Tasks i {_,' Import Rule Wizard - ARP Setup (4 of 4)

v [x File Transtator

Text
Rule Wizard f i
Field Position:
Import Check Issue Data
Create Bark File Type Indicalor
Check Register Repant Field Position:
History Regort
Delete imporied Data
Recreate Bank File
i) session aud Roport

7% Setup & Pretorances

| =Back | | Nem» || cancel

i‘_ Type Indicator Mapping _XJ

Type Indicator Field Contains
| issued
| void

| OK | | Cancel |
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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.

ank Fie Transh

KeyBank 014 KeyBank File Translator (7]

[ mtoenatea Tk . {1 Import Rule Wizard

P e —

[#] Session Aude Report

g v e

4.3 Using the Translator Tool

1. Once the rule is created, you click on Import Check Issue Data to import a file
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.

KeyBank 01’,1 KeyBank File Translator 9

2 hutomted tamix || shn mpont Check lssus File
- Qg i

Loskin | Owakdse

Select tmgent Wk
i e Tost e
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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.

B KcyBank File Translat;

yBank 014 KeyBank File Translator

(i) munomarted Tasks | 't File Validation Resuls
v kg File Transtator
Summory
Rule Wizard
File: Test Payes Name File csv.

Import Check lssue Data Validated On; 1 H27/2011 at 10:19:44

Create Bank File Nurnber of Checks Amount
Valid: (] 145,805.20
Check Register Repart Lisialts 1 260
File Tatals 6 145,805.20 Nurmber of Recards:
Higtory Regort
om nporu s Ao | o | Acomire
Recreate Bank Fite Fecord £ Check# Payee Name Amount

101 TOM JONES

1
) session Auan Regert 2 102 SUZY JONES 62500 USD
— 3 103 | ABC COMPANY 14259900 USD
4 104  TiMALLEN 14288 USD
% satup & Proferences 5 105 EAST MAINCO. 186333 USD
8 106 | JOHNJONES 1077 USD

Issue Date Valid | Esror Error

Valid

1201662011 | Valid |
1211612011 | Vailid | |
1211672011 | valid |
1262011 | Valid |
1211872011 | Valid |

:mn‘ Fli

| RejectFile Report

Help |

& Import Transaction Detail
Record # 1
Status: Valid

# of Errors: 0
Field File Value | Formatted Yalue Emor J
Account Nurmber 123456789123

| Check Nurnber 101 101
Amount 154.22 154.22 |
Issue Date 121162011 12016/2011
Payee Name Line 1 Tom jones TOM JONES

Close
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3. Atfter 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.

Lok J

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.

=8l x|
([ Automated Tasks | @ Create Bank File
v "’,! File Translator
Irport Fibe Nama | Date Tinve | User: | Test Payee Narne File.csv on 120272011 &t 10:19:44 by admin ']
Rule Wizard
Fayoe Name Bank D Account Chick Number Amount Curr, Issue Date Type Ind
Import Check Issue Data TOM JONES | Key 123456789123 101 | 154.22 | USD | 12162011 |
SUZY JONES | Key 123456789123 102 62500 | USD | 12182011 |
Create Bank File | ABC COMPANY | Ky 123456789123 103 142,599.00 | USD ! 1211672011 |
TIMALLEN Ky 123456789123 104 14288 | USD 12162011
T b, EAST MAM €O Key 123466780123 105 196333 | USD 12182011
_JDHNJONEﬁ Key 123456789123 106 32077 | USD 12162011
History Repor

Delete Imported Data
Recraate Bank File
) Session Audit Report

%:55 Setup & Preferences

Total Number of Valid Checks: &
(®) Export o File Locaion|  \Documents and SetingeiduplaloiDeskiopiDetete Me| i | Browse l
5 £7F To use Band, pieasze sét up FTP Communication Sefings:

| Ewort Ciosa | | Help |

5. Once the file is exported, you can close the translator tool and send the file
to Key.
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4.4 Troubleshooting

Q: What if | forgot my password and | am locked out?
There are four user IDs available in the translator tool:

Admin
Userl
User2
User3

When you install the translator tool on your computer, you are prompted to set a
password for the admin ID. If you forget your admin ID, password, or get locked
out, you can log on with a different user ID to reset your admin password.
Steps to reset your password for the admin user ID.

1. Log on to the Key File Translator tool under a different ID.

2. Enter the password. If this is the first time using this ID, the password will be
the same as the user ID

3. Click the Logon button.

KeyBank % User D: E

Password: | T*%%%

Logon ' Cancel

©2017 KeyCorp. KeyBank is Member FDIC. 170814-273767 44



KeyBank c . Translator Tool User Guide

4. You will be prompted to create another password for this ID.

B Cchange Password x|

You must change your password hefore continuing.

MNew Password: |

Confirm Password:

(o)

5. Select Setup & Preferences.

KeyBank 014 KeyBank File Translator 7/

[ automated Tasks

| E} Automated Tasks

» g File Translator

Task Service | Type Next Scheduled |
No Automated Tasks are sel..

_ﬁ Session Audit Report

k- 3

| ||

Flease configure Communicslions Settings.

Help |

6. Under Passwords tab, the user ID should be admin.
7. Enter a new password for your admin ID.
8. Click the Reset button.

9. You will see a message Password has been updated.

10. Click the Close button.

QuickBooksis a registered trademarkof Intuit Inc. Allrightsreserved.Termsand conditions, features, support, pricing, and service
optionssubject to change without notice.
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