
SHARE Workflow Breakdown Structure
3rd PARTY PAYMENT & RELATED GENERAL LEDGER JOURNAL ENTRIES UPLOAD

AGENCY FCD FMB

Export data from 3rd Party 
System(s)

1

Prepare Positive Pay file
and accompanying General 
Ledger interface files (GL 
source EX3 for warrants, 

source ACH for ACH files)
2

Complete 3rd Party Payment 
Submission Form attesting to 

validity of payments. Form signed 
by authorized agency approver.

3

Fax Approved 3rd Party 
Payment Load Submission 
Form to FCD at 827-1219         

5

Upload interface files to 
FTP Site by 10:00 am

4

FCD Operations

FCD FMB processes journal entry in 
SHARE (including validation of 

accounts and proper impact on cash) 
and signs 3rd Party Payment 

Submission Form
9

FMB forwards approved 3rd Party 
Payment Submission Form to FCD 

Operations authorizing the 
uploading of the 3rd party payment 

file.
10

Upload General Ledger 
file into SHARE upon 
receipt of approved 3rd

Party Payment 
Submission Form

7

Prepare and transmit Positive Pay 
file interface to Fiscal Agent 
Bank by 3:00 pm. Complete 

transmission log. Confirm receipt 
of positive pay file by bank. 

12

Warrants sent to 
Vendors

1.A

Forward 3rd Party 
Payment Submission 

Form to FMB for review 
and approval of GL

8

Upon receipt of FMB 
approved 3rd Party Payment 

Submission Form, upload the 
3rd party payment file into 

SHARE
11

Positive Pay file received 
by Fiscal Agent Bank

13

FMB validates 3rd party 
payment & GL file. 

Forward to FCD 
Operations to upload GL 

file.
6


	Payment Load�

