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Copyright Notice 

2023 FIS. This document and the software described within are copyrighted with all rights reserved. 

 
No part of this document may be reproduced, transcribed, transmitted, stored in an electronic retrieval system, or 

translated into any language in any form by any means without prior written permission of FIS. FIS makes no 

warranties, expressed or implied, in this document. In no event, shall FIS be liable for damages of any kind arising 

out of the use of this document or the information contained within. 

 

Confidentiality Statement 

This document contains information that is confidential or proprietary to FIS (or its direct or indirect subsidiaries). 

By accepting this document, you agree that: (1) if there is a pre- existing contract containing disclosure and use 

restrictions between your company and FIS, you and your company will use this information in reliance on and 

submit to the terms of any such pre-existing context; or (2) if there Is not a contractual relationship between you or 

your company and FIS, you and your company agree to protect this information and not reproduce, disclose or 

use the information in any way, except as may be required by law. 

 

Disclaimer 

The material in this document is for the information only and is subject to change without notice. FIS reserves the 

right to make changed in the product design and installation software without reservation and without notice to 

users. 

Registered Trademarks and Proprietary Names 

FIS and the FIS logo are trademarks or registered trademarks of Fidelity Information Services or its subsidiaries in 

the U.S. and other countries. All other trade names are trademarks or registered trademarks of their respective 

holders. 
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Welcome to KeyBank Consolidated 

Payables 

KeyBank Consolidated Payables is a web-enabled service on a single platform that provides 

payment execution services for all payment types. KeyBank's payment execution services 

include traditional check printing and delivery in secure facilities as well as the migration of 

vendors to ePayments and the associated processing of electronic payments such as ACH, 

wires and virtual cards. Payers submit a single payment file with multiple payment types in 

variable file formats as generated by their accounting or ERP system. This is a single file sent 

electronically. 

KeyBank Consolidated Payables is a comprehensive solution that is designed to simplify and 

optimize the payables process for companies. Users of the solution can: review payment 

instructions prior to execution, approve payments, check job statuses, choose delivery options, 

view reports on all completed jobs, provision users, and maintain visibility into user activity. 

This guide will assist in the understanding of the product and the process flow of processing 

payments. 

An Overview of KeyBank Consolidated Payables 

FIS provides the optimal solution for outsourcing the payment process, for payment methods including check, 

ACH, wire, virtual cards and for engaging a supplier enablement initiative. Using this intuitive application, payment 

files are transferred to KeyBank Consolidated Payables to review records prior to production, release jobs, check 

the status of files, choose delivery options, and view reports on all completed files. 

 

Envelopes 

Checks are inserted into double window envelopes. The windows are sized to allow full postal bar code support 

and for use in automated folding and inserting equipment. Address information and the return address are shown 

through the envelope windows. The use of non- standard envelopes cannot be accommodated, as this has a 

negative impact on the print operations and could result in processing errors. 

 

Mailing & Shipping 

The standard distribution method is through United States Postal Service (USPS) mail. Other check distribution 

methods, such as FedEx and UPS, may be used upon your request. All files received will be processed for postal 

cleansing and discounts, with postage billed at the lowest possible first-class rate. Our solution is integrated with 

Satori’s Mailroom Toolkit to provide USPS postal processing operations such as address correction and postal 

discounts for qualifying mail. 
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Payment Approval Process 

The solution will begin processing immediately when a payment file is uploaded and released for processing. 

However, a dual approval/workflow process can be implemented to have one group of users with limited access 

rights upload the payment file, and another group of users with access rights release the file for processing. Email 

notifications are automatically sent to designated users when files are uploaded, held, released, and completed. 

 

Check Pulls & Redirects 

A request can be made for a check that has been printed but not yet mailed out to be redirected, sent via an 

expedited carrier, or destroyed. Once a file has been imported into the system, users may select a check or set of 

checks to be delivered via an alternate carrier or destroyed. Check pulls and redirect requests are subject to a 

cutoff time. Requests received after that cutoff are processed on a best effort basis. You will receive an email 

notification to advise you of the status of your check pull request. 

 

Duplicate Files 

Duplicate file checking is performed on every file submitted for processing. The system compares the submitted 

payment file with all past payment files processed for the same customer to check for any possible matches 

based on the total dollar amount and the total number of payment records in the file. If a match is detected, 

processing of the submitted payment file is automatically suspended. 

 

FIS operations personnel are alerted to duplicate files. A production specialist will visually inspect both the 

submitted payment file and the matching duplicate file to verify if the payment records in the two files are truly 

identical. The production specialist reviews the payee names, payment numbers, payment amounts, and payment 

dates in both files. Once the review has been completed, if the submitted file is not identical to the previously 

processed matching file, the production specialist will initiate the request for the file to be released to the system 

for processing, noting the differences in the files. Authorized production personnel will then approve and release 

the file for processing. If the submitted file was a duplicate file, a production specialist will notify the customer 

about the duplicate file and ask if the file should be released or cancelled out of the system. Every duplicate file 

incident is logged and tracked. 

 

Audit Trail 

Automated emails are generated to a customer defined distribution list upon receipt of the file. The email contains 

a job tracking number and link to our secure website for job tracking throughout the entire production process. 

Customers with proper authorization can log on and see what time the file processed, printing started, checks 

inserted, and job closed. An email is automatically generated at the end of the day once the job has been 

completed and delivered to the USPS or the appropriate courier. 

 

Electronic Payments/Check Conversion 

The solution enables customers to make the transition from checks to electronic payments via the Automated 

Clearing House (ACH) or one-time use only virtual cards. When processing a payment file, the system performs a 

match validation query against our database and automatically creates ACH payments or one-time use only 
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Virtual Cards, rather than checks for registered vendors. The payment file gets split into separate check payment, 

ACH payment or one-time use Virtual Cards output batches. 

 

The KeyBank Consolidated Payables Customer Website 

Overview 

The KeyBank Consolidated Payables website provides robust tools for you to manage your payments and 

maintain full visibility and security of your information, via the website. The website allows you to: 

 

• Upload payment files 

• Manage payment jobs 

• Review payment jobs in summary or in detail 

• Place individual payments on hold 

• Submit payment jobs for processing 

• Enforce segregation of duties 

• Provide additional review of payments above defined dollar thresholds 

• View and download payment information, including reports, to help you reconcile 

• View and download virtual card settlement information to help you reconcile 

• Search and view payments in an online archive 

• Set up and manage user permissions 

• Submit check pull and redirect requests 

 
 

How to Access the Login Page 

Enter the following URL into your Web Browser: 

https://consolidatedpayables.key.com/keybank/ 
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Once the user clicks the Proceed button, the system will display another window asking for password. 
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User will get a first login URL in “New User Account” email. Once the user clicks on the URL, he will be prompted 

to create a password. User can create his own password as per below specifications. 

 

Specifications/Rules for Passwords 

• Passwords must be at least 8 characters long 

• Passwords must contain at least 3 of the following: uppercase letters, lowercase letters, numbers, special 

characters 

• Passwords may be set to expire in 30, 60, or 75 days. In no case may a password be active for more than 75 

days. 

• Passwords may not be reused for two years after their expiration 

• Failed login attempts are limited to a maximum of 6. After that the account is locked. Users must call our 

support desk to have the account unlocked. When unlocked, a new one-time user password will be emailed to 

the user. 

• User have an option to unlock their own account under “Trouble signing in?” if they can correctly answer at 

least one of their security questions. 

• Passwords are stored using a one-way hash algorithm using 512-bit encryption. Passwords are never 

unencrypted. 

• User accounts are locked after 75 days of inactivity. 

• When a password is reset for a user, a system-generated, one-time use password is emailed to the user. The 

administrator does not see this password. 
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Home Page 

Once logged in, the Home page provides visibility to the most recent payment file activity. 

 

Recent Jobs 

These are payment instruction files that have been submitted/processed along with summary information about 

the associated Job. Once a payment file has been submitted for processing, it is assigned a job number by the 

system. To view job details, click on the job ID link. The eight most recent jobs will show on the Home Page. 
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Files on Hold 

These are files that have been placed on hold by a user, or as a result of system configuration settings. Once a 

file has been placed on Hold, it is assigned a File ID. Details of the file can be viewed by clicking on the File ID 

link. 

 

Note: Files that are placed on Hold must be Submitted for processing before the payments will be released into 

the processing stream. 
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Jobs 

Transmission and Uploads 

Two options are available for delivering your payment file for processing: 

 
• Transmitting the payment file via a secure FTP connection 

• Manual uploading through the website 

FTP File Setup 

Files submitted through FTP can be set up two ways: 

 
• Straight-through processing – Once the file is transmitted and passes the validation test, it will be submitted 

for processing. 

• File Placed on Hold – Once the file is transmitted, the file will be placed on Hold. The file can then be viewed 

in the Files on Hold section of the Home page. The file must be reviewed and manually submitted for 

processing. 

Manually Uploading Files Through the Website 

To Upload a payment file through the Website, choose Jobs on the top navigation bar. 

Select Upload Files in the secondary navigation bar. 
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1. Select the Application you want the file to be loaded to, from the Application list. 

2. Click Browse to search for the correct file, on your computer. 

3. Choose the correct file and click Upload File. 

 
If the file successfully imports, the next options are: 

• Details – To view certain data elements of payments in the payment file 

• Hold – To place the file on hold, for later review/approval 

• Next – To proceed to the next step in submitting the file 

• Cancel – To remove the file from processing. 
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Submitting Files 

For files that have either been sent via FTP or manually uploaded to KeyBank Consolidated Payables and placed 

on Hold, the next section provides instructions for Submitting the file, for those users with whose User Role 

includes, “Submit Jobs.” 

 

Please note: 

• Files that are not on Hold will not require these steps. 

• If you have opted to have Control Total and Payment Approval options, those processes must take place prior 

to the Submit File option. 

To Submit a file that has been placed on Hold, click on the File ID Number in the Files on Hold list on the Home 

Page: 
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File Details 

The File Details screen shows a summary of the file with details, including: 

• File ID – Assigned at the time the file is imported 

• Application – Payment Application contains the coding built for ingesting the payment file. 

• Import Filename - Assigned by Customer 

• Submitted By - User who uploaded the file 

Note: If the file has been sent in via FTP, the User specified will be System. 

• Date Submitted – The time and date stamp indicate when the file was imported into the system 

• Total Dollar Amount 

• Total Item Count 

• Status of the File 
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Clicking View File Details reveals a line by line look at all the Payments in the given file. It is a view only look at 

details such as: Payee Name, Payee Number, Payment Number, Payment Date, Payment Amount, and Payment 

Method. 

 

These details can be exported into an Excel Document or HTML by clicking the ‘Export’ button at the bottom of 

the screen. 

 

Click ‘Return’ to go back to the File Details page. 
 

 

 
The File Details page also shows a breakdown of the Item Summary within the current file, including the different 

Payment Methods that will be processed and the number of payments within each method. 
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Click the Next button to move to the next step of the Submitting process. 
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You can release all or some of the payments in the current file. By default, all of the items within this file are 

selected for submission. You may exclude individual items and place them on hold for future review and 

processing by unselecting the corresponding record from the grid. Select/Unselect All button will select or 

unselect all records for the entire file. 



CONSOLIDATED PAYABLES - CUSTOMER SITE USER GUIDE 

20 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Original payment breakdown 

 
 
 

 
 
Batch that will be sent for 
processing 

 
 

Batch of payments that will remain 
on hold 

 
 
 
 

 

Select Submit after you review and approve the batch breakdowns to release the file for processing. 
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Once the file has been successfully submitted, you will see a File Submission Complete screen render showing 

you the new Job ID number for the Payment File that you have released, and the File ID for any batch of 

payments you have left on hold. 

 

Note: If you are processing Wires, the system will break those out into their own Job to processing the system 

automatically for expedited processing. 

 

At each step in the process, from submission of the file to completion of the file, you will receive an email 

confirmation. Through configurable user profiles, you can determine which users receive these emails. 
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Additional Upload Options – Control Totals and Payment Approval 

In addition to having your payment instruction file placed on hold for further review, you may also opt to have 

other approval levels put into place that require additional confirmation steps before the file may be fully released 

for processing. To have either, or both options put into place, please discuss with your Implementation – 

Conversion Analyst. 

 

Control Totals 

Control Totals requires once a payment instruction file has been loaded to the system, before it can be 

approved/submitted, the total amount of the file needs to be entered before it is released for the next step of 

processing. On the Home Page, the number of payments and the total amount of the file will not render. The Files 

on Hold section of the Home Page will show the status of the file as Awaiting Control Totals and an email 

notification will go out to the users who have Role configurations containing the Awaiting Control Totals email 

notification. 

 

 
 

Entering Control totals may be set up and managed via one of two different methods. 

 
Method One: Once a payment instruction file is loaded, Control Totals may be entered directly on the Customer 

Site. 

User enters the amount of the file; the system will automatically add the decimal place for the amount. User clicks 

Submit to enter the amount and proceed with processing the file. 
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Note: A different user must log in and click on the File ID to proceed with entering the amount (if the file was 

manually loaded to the site by the same user). 

 

The maximum number of attempts the system will allow the user to enter the Control Totals is 3. This value is 

configurable under validator settings in JMS, by default it is 3. If the Control Total Amount is incorrectly entered 

beyond this number of attempts, the file will no longer be able to be processed and will need to be resubmitted. 

 

Method Two: Once a payment instruction file is loaded, Control Totals may be sent via a Control Total File. 

Control Total Files must be sent by FTP. There are three different file formats that the Control Total File may be 

in: Comma Delimited, XML, or Fixed Record. 

Note: Please see your Implementation-Conversion Analyst for format layouts and setup requirements of the 

Control Total File. 

The Control Total File and the Payment Instruction File must both contain a File ID in the file name itself. The File 

ID is used to pair the files together within the system. The File ID must not be the same as a previously submitted 

File ID, or you will be unable to process the file. 

 

Example— 

File ID Example Format: ### - ## 

Customer’s file name before adding the Control Total File ID: PayablesFile.txt 

Customer’s file name after adding the Control Total File ID: PayablesFile_123-45.txt 

Customer’s Control Total File name: Payables_Control_123-45.txt 

 
If a file is loaded with the same file ID, it will fail to import, and an error will show on the Upload screen. 
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Payment Approval 

Payment Approval allows for the ability to configure transaction dollar amount threshold business rules to require 

payments of a certain dollar amount (or in a range) to be approved before being released for processing. If you 

have chosen to utilize the Payment Approval process, the next steps will walk through the process of Approving 

those payments that require the special approvals 

 

Depending on the method of upload for your payment instruction file, (Secure FTP or manually uploading of the 

file to the website) when the file is imported, the amounts of each of the payments are reviewed by the system 

and the Approval Rules that have been established in the Application Configuration. Any payments that fall under 

one of the rules will be placed on Hold, with the status of the file showing “Awaiting Approval.” 

 

Email notifications are sent out to the user(s) who are assigned to the respective payment rule. The user will log 

in with their assigned credentials and click on the File ID—the status will show, Awaiting Approval. 

 

Clicking on the File ID shows a breakdown of the payments requiring approval. The user will select ‘Next” to select 

the records for approval. 

 

 

 

The list of pending approval users will show in the far-left column. 
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The user will review the list of payments they want to approve. Clicking Approve provides the authorization of the 

user to those payments. 
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If the Payment Approval Rules that have been set up require other users to approve, the file will remain on hold in 

Awaiting Approval status, and the Pending Approval By column for that file will now show the users who will 

need to provide approval. 

If no other users are required to approve the payments, clicking Approve will now bring the user to the part of the 

Submitting process. 

Viewing Recent Jobs 

Once a Payment File has been submitted for processing, you can view the details associated with that Job by 

clicking on the Job ID under Recent Jobs on the Home Screen. Click the Job ID and a Job Status screen will 

appear. 

The Job Status Screen will provide you with summary level details of the Job, including when the payment file 

was received, who submitted the file, number of items and the dollar amount of the file. Additionally, the Job 

Status will provide you with the current status of the Job – in the example below, the Job is “Delivered to the 

Carrier,” which means the payments have all been submitted, including delivery of checks to the respective 

carrier. 

Note that the Job Status screen also shows the times: The Job started processing, completed processing and 

when the checks were delivered to the Post Office. From the Job Status screen, you can also view images of the 

payments that were sent to your payees, by selecting the ‘View Documents’ option. 
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The View Documents screen shows you all the payments within the file. The payment details shown in this view 

are as they are assigned from your payment instruction file. By clicking on the View link, this will render the image 

of the payment into a PDF that will open in another window. 



CONSOLIDATED PAYABLES - CUSTOMER SITE USER GUIDE 

28 ©2024 KeyBank  

 

©2023 FIS Trademark Information: FIS and the FIS logo are trademarks or registered trademarks of Fidelity Information Services or its 

subsidiaries in the U.S. and other countries. All other trade names are trademarks or registered trademarks of their respective holders. 

240103-2387528 

 

 

 

 
 

 

The top portion of the document is used for remittance information. The remittance information you provide in your file is 
printed in this space. If the remittance information is voluminous and will not fit on the page with the check, overflow pages 
will be printed with the remittance information and inserted in the envelope with the check. 
 

Note: The image of the check, ACH, virtual card or wire is an exact copy of what your Vendors will see when 

logging into the Vendor Portal to view the payment details. (They will need to have already registered to view their 

payments from you on the portal.) 

 

The design of the check, ACH advice, virtual card advice, or wire advice is a part of the Implementation. Should 

you require updates or changes to the forms, please contact your Implementation-Conversion Analyst. 

 

The View Jobs menu navigates to a listing of all payment files that have been fully approved and submitted for 

processing. The View Jobs tab can be found under the Jobs menu. 
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The Status dropdown menu allows you to sort the Jobs to view based on the processing status in the system. 

Status options are: 

 

Active Job of any status, but not yet completed 

 
Job Submitted Job has been approved/released, but has not started processing 

 
Processing Started Job has now begun to process through the coding developed during 

Implementation to read the file, preparing each respective payment to be 

processed into the needed output 
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Processing Completed Job has finished processing and has organized electronic payments to be sent to 

Financial Institution in proprietary format. Checks have been sent to Print Facility 

to be printed 

 
Delivered to Carrier Individual batches of payments have been confirmed successful in transmission 

to financial institution, and checks have been mailed out 

 
Completed Batches have been closed by system and triggering email notification that the 

Job has fully processed through the system 

 
All Job with any status will show to user. 

 

 
The Application listing will show the user any application they have been given access to view. 

 
To view files that have not yet been released for processing, and to sort by their applications, navigate to the 

View Held Files menu on the Jobs toolbar. 

 

 

 

 
The Application dropdown menu will show the list of Applications to which the user has access. Selecting the 

desired application will refresh the page and show that application’s files on hold. 

 

Check Pulls (FIS Check Print Only) 

Check Pull process allows for Special Handling of a Check after the file has been approved and released. Special 

Handling consists of: 

• Shipping an individual Check(s) to a different address on the check via USPS, UPS or FedEx 

• Shipping a Check(s) to the address on the check, but using a different carrier: USPS, UPS, or FedEx 

• Shipping a batch of Checks to a different address, via USPS, UPS or FedEx 

• Destroying the selected Checks 
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To see what Jobs are available to have Check Pull requests made, or to see the status of an active Check Pull, 

navigate to the Jobs tab and select Check Pulls from the second menu that drops down. 

 

 

 

 
Active jobs that have not been completed will show in the next screen. 
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Clicking on Pull will bring you to a list of only the check payments in that file and a listing of any current check 

pulls on going for the file selected. 

 

Select the check(s) associated with the new request. 
 

 

 
 

Once you have finished selecting the check(s) desired, click Next. 
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Option A – Shipping a Check to an Alternate Address 

Select option A to identify a Check or Multiple Checks that need to be sent to different address(es) than the 

address on the Check face. 

 
Enter the address requested for each Check in the Alternate Recipient Address space and select the carrier. 

Options are: FedEx, UPS and USPS. Select Next. 

 
Note: If you select Saturday delivery for UPS/FedEx, please note that we will request it on the shipping label, but 

if the carrier does not have that availability for the address you have provided, the check will simply be standard 

overnight delivery. 

 

 
Confirm the details of the pull on the next screen. 

Click Submit after reviewing and confirming the details. 
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Option B – Shipping Checks to the Address on the Check via an Alternate Carrier 

 

This option allows you to identify checks that need to go to the address on the check, but via a different carrier. 

From the dropdown menu, choose the desired carrier and then select Next. Options are: USPS, UPS and FedEx. 
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Verify the details on the confirmation screen and then click Submit. 
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Option C – Shipping a Batch of Checks to One Location 

The third option allows you to select a batch of checks that all require being sent to one location. Select the 

checks and then click Next, choose Option C, and then enter: 

 

• The Address the batch of Checks needs to be directed to Carrier: USPS, UPS or FedEx 

• Packaging Options: 

• Flat – Checks are not folded/inserted into envelopes 

• Inserted/Unsealed – Checks are folded and put into envelopes with seal open. 

• Inserted/Sealed - Checks are folded and put into envelopes with proper seal closed. 
 

 

 
Validate the details on the next screen and then click Submit. 
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Option D – Destroy Checks 

To have a check(s) fully destroyed so they will neither be printed and mailed, nor shipped back to any location, 

select Option D. 
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Confirm the checks on the next page and then click Submit. 
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For each request you submit, you will also receive an email notification alerting you we have successfully 

received your request. Please be aware of the Check Pull cutoff timelines for your Check Pull request. Any 

requests received after that time will be on a best effort basis only. Please refer to your contract if you are unsure 

of what your SLA (Service Level Agreement) is for printed files you send, or the Check Pull Request time 

requirements for your company. 
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Reports 

Overview 

The Reports section of the KeyBank Consolidated Payables website allows 

you to: 

• Search for payments, invoices, or vendors 

• View Virtual Card Settlement Report 

 
If you have chosen to participate in the check to ACH or check to Virtual Card programs, you can view and run 

reports related to your Vendor Enrollment Program. 

 

Document Search 

The Document Search is a robust search engine that allows you to search for a single payment or invoice, a 

group of payments or invoices or all payments or invoices for a certain period. Document Search criteria includes: 

 
Search By: Choose Payment Search or Invoice Search 

 
Payment Method: Choose Payment Method to search- ACH, Check, Debit, Wire, Auto, 

vCard, Card, Check Export, Transform Service, All. 

 
Effective Date or Date Period: Enter a specific date or a date range. (The calendar lookup can be used 

to look up the dates). Or, you can choose This Week, This Month or 

Today by choosing the Date Period option. 

 
Status: Choose Returned, Processed or All - Note: these are specific to our 

Bank Resellers 

 
Job ID: Numeric Field that supports exact match for Job ID or range of Job ID’s 

 
Payee Name: Character field. Supports exact match or wildcard searches. (e.g., John 

Doe, John*, *Doe) 

 
Payee Number: Character field. Supports exact match or wildcard searches (e.g., 12345, 

12*, *345) 

 
Check Number: Character field. Supports exact match, wildcard searches or list (e.g., 

12345, 12*, or list of check numbers separated by commas) 

 
Check Date or Date Period: Enter a specific date or a date range. (The calendar lookup can be used 

to look up dates). Or, you can choose, This Week, This Month or Today 

by choosing the Date Period option 
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Check Amount: Numeric field. Supports exact matches or ranges (e.g., 123.45, 10.00- 

100.00, > 100.00 or < 100.00.) 

 
 

Locate the Document Search by navigating to the tool bar and selecting it from the Reports section. 
 

 

 

 
Searching for Payments 

Enter the Document Search Criteria for the payment(s). you are searching for and click “Search.” 
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Note: For customers utilizing multiple applications within the system, a tab will appear for each application to 

allow the user to search within each respectively. Applications may be configured to restrict access to log in and 

view that information. In the example to the right, the application is named ‘Accounts Payable.’ The name of the 

application is discussed during Implementation. 
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Search Results are returned. 

 
Click View to view the payment details. 

 

 
 

 
Vendor Enrollment Reports 

If you have chosen to use the Vendor Enrollment value add to migrate your Check to ACH and/or Check to Virtual 

Card, the Vendor Enrollment Report will provide you with updated information regarding which of your vendors 

have chosen to sign up and what payment option they have chosen. 

 

The Vendor Enrollment Report provides you with the opportunity to search for specific vendors or recipients, to 

create reports related to vendor enrollment, vendor status and vendor payment method. The search criteria 

include: 

 

Search by: Recipient Registration Status (Default) 

 
Recipient Name: Vendor/Payee/Recipient Name 

 

 
Registration Code: Allows you to search by the Registration Code that was sent to a specific 

vendor. Also, allows you to put in a wildcard search (*123) or a list of 

registration codes. 
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Paying Entity: Configured Entity Name with Payer. 

 
Recipient Registration Status: Non-Registered, Registered (Virtual Card, ACH or Presentment), or 

Pending (ACH that has not been Activated) 

 
Registration Date or Date Period: Allows you to search by a date range or to choose this Week, this Month 

or Today 

 
Recipient Number: This is a character field that allows for exact match, wildcard or list of 

your vendor’s payee number. 

 
Payment Method: This is a character field that allows for searching via payment method: 

ACH, Payer Defined (includes Check, Wire and straight- through ACH), 

vCard. 

 

 
 
 

Click the search button to display the search results. 
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Reports can be exported to Excel or HTML. 

 

Card Settlement Report (For Virtual Card Clients Only) 

This report provides a listing of all Virtual Card Payments issued through KeyBank Consolidated Payables. 

From the Reports dropdown menu, navigate to the report by clicking on Card Settlement. 

 

 

 
The report includes the data illustrated above. The report is exportable and search criteria allow the report to be 

filtered. 
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Note: Settlement status is updated nightly. Card statuses are not updated in real-time. 

 
Virtual Card Status will be one of the following for all issued cards: 

 
All: All virtual cards that have been issued. 

 
Open: Virtual cards that have not yet been authorized. 

 
Fully Settled: Virtual cards that have been authorized for the entire amount of the card. 

 
Partially Settled: Virtual cards that have been authorized for a portion of the full payment amount. 

 
Partially Settled/ Expired: Virtual cards that have been authorized for a portion of the full payment amount. 

The cards reached their expiration date with a remaining balance on the card. 

 
Not Settled/Expired: Virtual cards that have not been authorized and have reached their expiration 

date 

 
Blocked: Virtual cards that have been blocked (cancelled). 

 
Partially Settled/Blocked: Virtual cards that have been authorized for a portion of the full payment amount 

and then reached their expiration date. 
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Administration 

The Administration Section of the KeyBank Consolidated Payables Portal is used to set up your application 

settings, set up and administer users and permissions. 

 

• View/Edit your own Profile 

• Set up/Edit Users and define their permissions 

• Set up/Edit Roles within your Company and assign Users to those Roles 

• Set up/Edit your Application Configurations, including establishing Approval criteria and rules for your 

payments 

• View the activity for your Users 

 
 

My Profile 

Each user can view or edit information in their User Profile. Users can: 

 
• Change their password 

• Change their security questions 

• Update the email address for email notifications 
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User Administration 
 

Under the User Administration Tab, you can view all the Users that have been set up in the system. 

To View the details of a User, simply click the user’s name. 
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The User’s Profile will show the Role(s) that the user has been assigned to, and the email addresses where email 

notifications are being sent. 

 

A user’s password may be reset by an Administrator by selecting the Reset Password button on the user’s profile 

and clicking Save. A link will be sent to user that allow them to reset the password, link will be valid for 24 hours. 

As part of PCI compliance, no one sees the user’s password—and the password field is grayed out to all but the 

users themselves. 



CONSOLIDATED PAYABLES - CUSTOMER SITE USER GUIDE 

50 ©2024 KeyBank  

 

©2023 FIS Trademark Information: FIS and the FIS logo are trademarks or registered trademarks of Fidelity Information Services or its 

subsidiaries in the U.S. and other countries. All other trade names are trademarks or registered trademarks of their respective holders. 

240103-2387528 

 

 

 

 
 
 
 
 

 
 
 
 

Add a New User/Assigning Permissions 

To add a New User, an Administrator will complete the following steps: 

 
1. Click ‘Add new user’ from the User Administration Page 

2. Assign a Username 

3. Assign the Role(s) for the user 

4. Provide a phone number to reach the User. (Not required) 

5. Enter email address to receive notifications. 

6. Click Save to confirm 

7. Email your new user their Username 
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Active/Inactive Users 

Notice that all the Users are marked Active. To Deactivate a User simply uncheck the check box. Inactive Users 

will not be allowed to log into the system until they are marked as Active. Inactive Users are maintained on the 

system for audit purposes and can be viewed by checking the box “Show Inactive Users” in the upper-right 

corner. 
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Role Administration 

The first thing you will do when setting up Users is to establish Roles. More than one Role may be established for 

your company, and there is no limitation to how many Roles may be set up. 

 

To Set up a Role, choose a Role Name that is descriptive to you and your company. You can provide a brief 

description of the Role to help you readily identify the Role. You will then choose what Applications to which the 

Role will have access. 
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Note also, if your company has chosen to participate in the Check to ACH or Check to Virtual Card Programs, the 

Vendor Enrollment Application can be selected for those people in your company working with the vendor 

campaign and/or updating your system with payment status. 

 

Once the application(s) is/are chosen, choose the Feature or functions that you would like for this Role to perform. 

 
Then choose the Email Notifications that you would like for this Role to Receive. Remember that email 

notifications are sent at each step in the process. Email alerts are also sent to alert Users of certain steps that 

need to be completed (e.g., Approval required). 

 

 

 
Description of Features 

Approve Payments 

If Payment Approval has been activated, allows a user to Approve Payments—different from Submitting a File— 

that is connected to Payment Approval setup (i.e., Setting up Payment Amount Level Thresholds) 
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Add/Edit Vendors 

If Vendor Onboarding is occurring, allows access to manually add Vendors to the Customer’s System setup to 

generate a Registration Code 

 

Cross-Customer Reporting 

This is not used for the Customer portal (Pl refer default Token List). 

 

Card Settlement 

Allows access to view the Card Settlement page 

 

Card Settlement. Block 

Allows a User to block individual vCard payments under the Card Settlement Report page. 

 

Card Settlement. Resend 

This feature resends a duplicate vCard Payment email to the vendor 

 

Card Funding 

New page designed to provide Card Funding details for Regions DXC 

 

Check Pulls 

Gives user access to make Check Pulls via the Portal 

 

View File Details 

Access to view the payments in files on Hold 

 

View Files 

Access to view a listing of all files on Hold 

 

View Job Details 

Access to view a listing of all the payments in files that have been Submitted 

 

View Jobs 

Access to view a listing of all Jobs 

 

View Vendors 

Access to view the Vendors and status of their registration 

 

Document Archive 

Access to View/Search payments previously submitted through the system 
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Edit Approval Rules 

Allows user to Add/Edit a Payment Approval rule 

 

Encryption 

This page is used for Regions Wires only. A 6-digit Regions PIN is provided to the Customer. Once entered on 

the page we provide a 16-digit encrypted text back. (This PIN is passed in the EDI Wire Payment Output). 

 

Notifications 

This feature is not used. We utilize individual Email Notifications not a Feature “Notifications” (Pl refer default 

Token List). 

 

Enter Control Totals 

Allows user to enter Control Totals via the KeyBank Consolidated Payables portal 

 

Submit Jobs 

Ability to Approve a File on Hold 

 

Upload Files 

Ability to Import a File directly into the portal (This does not refer to FTP access.) 

 

User Administration 

Access to Add/Edit User Profiles and Role Configuration 

 

View Documents 

Ability to View Payment Images 

 

View File details 

Token controls view of file content/items ready to be submitted for processing 

 
 
 

Email Notifications 

The listing of possible Email Notifications that can be set up on a Role and their definition are below: 

 

Control Totals Entered 

Sent once the respective user has manually entered the correct Control Totals 

 

File Awaiting Control Totals 

Sent once a file that has been sent via FTP or manually loaded requires Control Totals 
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Control totals File Received 

Sent once the Control Total File has been sent via FTP to confirm receipt of file 

 

Control Totals File Match 

Sent once the Control Total File has been sent via FTP and the Control Totals match 

 

Control Totals Failed 

Sent once the user exceeds the maximum number of tries to successfully enter the Control Totals via the Web 

 

Control Totals File Failed 

Sent once the Control Total File has been sent via FTP, but the Totals do not match 

 

File Placed on Hold 

Sent once a File is either sent via FTP or Manually loaded and placed on Hold 

 

Approval Required 

Sent when one or more payments falls under the Payment Approval rules established, to each user whose 

approval is required 

 

File Released for Processing 

Sent once the file has gone through all applicable approvals (Control Totals, Payment Approval, File Submission) 

 

Job Completed 

Sent once all payment types are processed through the system. This is the final confirmation that all Printed items 

have been processed, printed, and mailed and that electronic files (ACH, Positive Pay, Wires) have been 

successfully transmitted to the Financial Institution and the Virtual Card requests have been successfully 

transmitted to and from the Card Processor 

 

Blocked Cards 

It provides the “Blocked/Voided Card Notification” email 

 

Check Pulls 

This controls all check pull emails to the customer (Request Received, Request Processed, Unable to Fulfill 

Request) 

 

Control Totals Correct 

This notification generated when a correct Control Total File is processed 
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Scheduled Export Report 

This notification generated once an export report is completed. 

 

User Profile Updated 

This notification generated after a User edits their own Profile. 

 

Scheduled Report 

This notifies the user a saved report has been ran. 

 

Wire Acknowledgements 

This notification controls Wire 997 & 824 Ack emails. This token must be provided for a Customer receive our Ack 

emails. 

 

Application Configuration 

The Application Configuration section of Administration allows you to view: 

 
• Resources Tab - View the Resources that have been used in each of your Applications (i.e., Images, Fonts, 

and Lookup Tables). It contains read only look at certain aspects of coding (i.e., fonts, logos, etc.) 

• Packaging Tab - View the Packaging instructions that you have established for an application if you are 

utilizing KeyBank Consolidated Payables for processing printed items (i.e., Checks, Statements, Invoices, Tax 

Documents). It contains pre-determined locations printed items are set to be returned, based on customer’s 

prior choices. 

• Approvals Tab - Set up and Edit Payment Approval Criteria. It contains Payment Approval Rules set up by the 

Customer (when activated). 

• Payment Accounts Tab - View the bank accounts that you have set up for your Checks, ACH, Wires and 

vCard (if applicable). It contains read only look at accounts that have been set up, showing the following for 

each account: 

− Payment Code 

− Payment Method Affiliated 

− Account Description (Traditionally, Name of the Account) 

− Last 4 of the Account Number 

− Bank Name 

− Last Updated By 

 

 
To view the above items under Application Configuration, choose the Application that you want to view. 
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Approvals 

The KeyBank Consolidated Payables system allows you to establish Approval Rules based on the amount of the 

payment. If you establish Approval Rules for your payments, those payments will automatically be placed on Hold 

and you can view the payments on the Home Screen under Hold Files. The Payment Status will show as 

“Awaiting Approval”. Those payments that do not meet the Approval Rules will be processed normally. 

 

You may want to have approvals for all payment amounts but have different people within the company approve 

different payment amounts. The system allows you to set those rules. 

 

In the example below, the example Approval Rules are: 

 
• Payments $1-$1,500 Require either of the two users listed to approve the payments 

• Payments from $1,500 and above also require one of the two users listed to approve the payments 
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Note: In the example above, the Rules were set up to allow any User in the list to approve the payment within that 

range. More restrictive Rules can be established to provide dual approval, or multiple approvals, for certain 

payments. 

 

Add New Approval Rule 

Click on ‘Add New Rule’ to add an Approval Rule, then choose the payment amount range. 

You can check the box for “No Upper Limit” to set payment approvals above a certain amount. 

Next choose the Users with Approval permissions that can approve payments for the range you chose. 

All Users chosen will be notified via email that a payment is pending approval. 

Approval Options: If you select multiple Users, you will need to indicate whether “Any User or All Users” can 

approve the payment. If only one User is selected then, by default, that person must approve the payment. 
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Payment Accounts 

Payment Accounts lists the accounts that you have designated for each of your payment types. This view is read- 

only. 

 

Payment Processing, or to make any changes to the existing accounts, please see your Implementation- 

Conversion Analyst. 

 
 
 
 
 

Activity Log 

The Activity Log tab under Administration allows you to display all activity for a user in a specific date range. 

Every action taken by a user is captured here. 

 

Note that the report can be expanded to show more items per page and/or you can page through the report 

pages. The report can be exported in HTLM or Excel format for your convenience. 
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Vendors 

Add Vendor 

Add Vendor option allows you to add Vendors to the system on an ad hoc basis. Enter the Vendor Information 

that is required (indicated by the red * beside the field box) and then click ‘Save.’ Doing so triggers an automated 

email to be sent to the Vendor with a link to the Vendor Portal and the Registration Code required to complete the 

setup to receive their payments electronically from you. 

 

 


