
 

      

 

How Do I Extract Check Data to Pass to 
Paymerang 

 

When schools use Paymerang as their Check Processing company, they must pass that check 

information along to Paymerang, to let them know the invoice and check information. 

This document walks through that process. 

For users on Windows10 computers, it is strongly recommended that a drive/folder be setup on 

the user’s computer, as a place to export the Paymerang file to.  Instructions for that process 

can be found by clicking the link below. 

https://secureservercdn.net/198.71.233.135/a4f.495.myftpupload.com/wp-

content/uploads/2013/03/How-to-Set-Up-a-New-Mapped-Drive-Folder-for-Ascendance-Exports-

on-a-Win10-Computer.pdf  

Paymerang generally requires the same information be provided, regardless of the school.  

Because Senior Systems has been partnering with this company for some time now, your 

Paymerang rep will likely be able to provide you with a copy of the report template they require.  

If they do not provide this file, one of the Support representatives at Senior Systems can install it 

for you as well. 

Once the mapped drive and the report template are in place, follow the steps below to generate 

and save the file, to then pass it along to Paymerang. 
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In Accounts Payable, go to Reports>Custom Reports>Public Custom Reports>Paymerang 

Payment Export. 

 

Select the Date of the check run that you need to provide to Paymerang, and the Cash Account 

against which the checks were issued, then click OK: 

 

  



      

 

The formatted report will generate, with the information requested by Paymerang. 

 

In the upper left-hand corner of the report, click on the Export Report icon 

 

The Export Options window will appear 

 

  



      

 

From the Format drop-list, select the Microsoft Excel 97-2000 (XLS) option: 

 

Leave the Destination set as Disk File and click OK: 

 

You may receive the warning below.  As we are not sending any email at this time, simply click 

OK to begin the export. 

 

 

  



      

 

Leave all settings on the Excel Format Options window as they appear and click OK. 

 

You will now need to direct the Export to a Folder on the computer.  Use the Navigation pane 

that appears to select the drive/folder that was mapped on the computer for these exports and 

click Save. 

 

  



      

 

Once the file export is complete, you will now see an Excel version of the Paymerang file in the 

folder. 

 

 

 

The file can now be provided to Paymerang for processing. 

 

 


