How to Set Up Electronic Payments for Vendors

Step 1: Click on Accounts Payable\Setup\Accounts Payable Options. On the ACH tab, click on Enable

ACH Electronic Payments. Review the remaining setup questions and answer them according to your
specific company parameters.

Note: Secure the folder that is used to store your ACH files. It contains your vendors Bank Account
Numbers and Routing Numbers

=P Accounts Payable Options (ABC) 9/4/2013 - |I:| |H
1. Main ] 2 ﬁdditinnal] 3 Entry ] 4 Printing ] 5 Histary ] £ ACH ]

Enable ACH Electronic Papments Allow Partial Allocation of Payment Amount []
Past to Bank Reconcilition in Detail Reset Pre-Mote When Benumbering the Wendor []
Fint Yendaor Bemittance Advice! ‘Y'ears to Retain Electronic Payment History ﬂ
Mext Yendor Remittance Advice Murnber 0anm

ACH Electronic Payments Folder | C:\Sage 201 34WAF ACHY |L@

[ Accept I Cancel E
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Step 2: Click on Accounts Payable\Setup\ACH Interface Maintenance. Select the Bank Code that will
be processing the ACH payments.

Note: This can be the same bank code that processes checks.

The bank will need to assist with filling out the responses to these questions. Typically we will send the
bank over a question and answer sheet prior to sending a pre-note. Adjustments may need to be
made before the pre-note file passes successfully.

52 ACH Interface Maintenance (ABC) 9/4/2013 - IEI Iil
Bank Code EI L 4 4 B ki

Description  [*wellz Fargo Checking |

2 Records ] 3. Additional ]

Cash Account Mumber 107-01-00 | Cazh in bank - Reqg. checking
Bank Account Mumber | 1234567330 |
Account Tepe Checking ﬂ

Fre-Hate Approved

—Routing Trangit Humber
Immediate Destination 20082915 WELLS FARGO

Immediate Origin

Originating DF

[ Accept I Cancel I Delete o .
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Step 3: In Vendor Maintenance, activate Electronic Payment by clicking that field on.

=® Vendor Maintenance (ABC) 9/4/2013 = ||:| |£|
WVendar No, [ 07-AIRWwEY T [ Copy Fram... l [ Benurnber... l [ Mare... B
Mame Airway Property |
1. Main I 2 Additional | 2 Statistics | 4. Summary ] . Histary | B Irwoices I 7. Transactions | £ Checks ] 9 P/0s
Address 7838 Saddlebush Trail @ Terms Code 03 ck MET EMD OF MOMTH
B ank. Building Reference
Suite 1002 Credit CardYendor [ |
ZIP Code 926659-0001 | Hald Payment []
City Orange | State £l
Country USa |G, United States of America Standard Entry Class l:l
Primary Contact |LEQ HEWRY ck Lea Henry
Telephone (714] 555-0380 Ext |55z | Evernption Ne. on File [ ]
Fau (714) 5550300 Tax Scheduls NONTAx |G Montaxable T
E-mail &ddrezz | henni®zage sample. com [et]
UFRL &ddress v, bestzoftwareine. com @
@ [ Accept I Cancel I Delste )

Then click the down arrow next to the More button, choose the Electronic Payment menu item. Enter
the Vendors Bank Account number, Routing number, Bank Description, Distribution Method and
Percentage.

Note: An electronic payment will NOT be sent for this vendor until the Pre-Note Sent field is marked

Approved.
=E Vendor Electronic Payment = |EI LI
Wendor Mo, | 07-A]FwWaY Ainaay Property
Bank Account Ma. ‘ Routing/Tranzit Mo. | Bank Account Type | Bark Description | Digtribution kethad | Percent/dmount ‘ Pre-Mote Sent | Pre-Mote Date| Deposited Y TD | =
1 123456789112 081001387 Checking Regions Bank. Percent of Met Amount 100.000%  Approved 97442013 0.oa /=
2 i non | oo
5 -
=2

@I Pre-Mote Selection... I g Pre-Mote Approval. .
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Paperless Delivery: The Remittance Advice can be delivered via an email if you have Paperless
Delivery set up on your system.

=E pPaperless Office Delivery Options ll = |EI |£|

Yendar Mo, 07 -A R Ay | Ainway Property
Document | 4/F Check =l

LMan | 2 Emal ] 3Fan |

—E -mail Option

1Jze Vendor E-mail Addressi Ihenmeizizage. sample. com

~—Toendor Contact

Contact Code | Contact E-mail Addresz

a -

To Additional E-mail Addresze

I

[ Accept I Cancel _
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There is no change on how you enter or process your invoices. However, when you select invoices for
Payment, you will have a new Option to Include Electronic Payment Vendors. The system will default
this field to Yes.

S Invoice Payment Selection (ABC) 9/4/2013 2| 0] x|

Select By Ihvoice Due Date

Invoice Due Date 9742013 j

tlways Take Discounts [ |

Dizcount Due Date 3542013 :

Include Electronic Payment Wendors Fay Electronic Payment Wendaors by Check |:|
Select Field | O perand | " alue |

Yendor Mumber All j

Dizcount Due Date Al j

Sart Field Al -]

“endor's Balance Due All j

[ Froceed I LCancel l&l@l

When accessing the Check Printing and Electronic Payment menu, you will be prompted for what type
of payments you are going to process.

=P Select Payment Type 2| x|

|f wour zelected to pay with bath checks and electronic payments in [hvoice
Fayment Selection, you must print both checks and remittance advices before
updating the Check and Electronic Payment B egisters.

If you zelect Both in thiz window, the bank code selected for checks will alzo be
uzed for electronic paymentz. Process checks and electronic papments separately
ko uze multiple bank codes.

Payment Type

() Checks
(7} Elechonic Payments

© ot
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The system will print checks for any vendors that are not set up for Electronic Payment.

¢ Check Printing and Electronic Payment (ABC) 9/4/3013 — |I:| |£|

Bank Code Ck wWellz Fargo Checking

Form Code CHECK.

RS

Dezcrption | Plain

kulti-Part Farm Enabled

-

Sort Checks By [Vendor Humber ﬂ|

Check [ ate 9442013 : Frint Remit To nfarmation []
Starting Check Number | 000009 Frint Checks Already Printed |:|
Check Form Type Stub, Check, Stub J Print GAL Digtribution |:|
FPaperless Office Output | Prink Al ﬂ|_|E * Print in &MSI| Format |:|
Check Mezzage
Stub Meszage
Stub Lines 13 ’ Ext Stub/Remittance Advice. .. ]
— Selections

Select Field | Operand | W alue | |
Yendor Mumber Al j

Check Entry Humber Al j

Yendor Mame Al j

HP Laseret P20SS4UPDPCLE |

[ Frint I Preview I Sefup IGI
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After the checks are printed, the Remittance Advice screen automatically appears next.

Note: Enter the Effective Date for the ACH payments. This is the date the Bank will use to transfer the
funds

= Electronic Payment Remittance Advice Printing and Extended Stub R

o] x|
Bank Code EI - Wellz Fargo Checking
Form Code | REMIT (=N

Dezcription | Plain |

kulti-Part Farm Enabled |:|

Fritit Stubs/ddvices Already Printed [ ]

Effective D ate 244 ez
Frint GAL Distribution [] Starting Remittance Advice Mo, | 00007
Paperless Office Output | Frint &l ﬂ|_|E :
— Selections
Select Field | Operand | Walle |
Wendar Mumber Al -
Check Entry Murnber Al j

\HP Laserlet 20554 UPD PCLG =] | it | Preview | et l@l.:i

After checks and remittance stubs are printed, the Check register will prompt next.
=€ Check and Electronic Payment Register (ABC) 9/4/2013 llil

Current General Ledger Periad

05| Ending [5/31/2010
Accounts Payable Posting Date /42013 :

Electronic Payment Comment F+'09/04.13

! 'ln.: MHatice: Thiz Accounts Payable posting date falls into a future General Ledger period.

|HP Laserlet P20SEdUPD POLE v |
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=E Sage 100 ERP x|

\‘:) Do pow want ta print the Electronic Fayment Reagister?
-

Notice that the check number for the ACH Payment starts with an E.

E ABC_AP_CheckandElectronicPaymentRegister_CD-000005_000.PDF - Adobe Acrobat -8 ll[

File Edit View Window Help GoFileRoom TaxTools x
=

flowe- | VB O H| @D E %

\i, /2 ‘ & \E, ) ‘ Tools Comment = Share

N TTeCR Teygrser |
Journal Posting Date: 9/4/2013 <)
Register Number: CD-000005 |
ABC Distribution and Service Corp. (ABC)

Bank Code: D - Wells Fargo Checking
Division Number: 01 TRADE ACCOUNTS PAYABLE

CheckNumber ~ CheckDate Vendor Invoice Number Invoice Date Invoice Amount DiscountApplied  Payment Amount
000008 91412013 ANDERS Anders Auto Repair Check Entry Number: 001
0000112384 5/212010 1.040.50 0.00 1.040.50
Invoice Comment: New engine
000010 9/4/2013 CONT Centainer Corporation Of Usa Check Entry Number: 001
45879 713012013 1.213.20 0.00 121320
E00001 9/4/2013 AIRWAY Airway Property Check Entry Number: 001 |
0000106020 51572010 1.750.00 0.00 1.750.00
0000106145 5M17/2010 1.600.00 0.00 1.600.00
Check E00001 Total: 3.350.00 0.00 3.350.00
Printed Check Totak 0.00
Electronic Payment Totak 3.350.00
Division01Total: 5.603.70 0.00 5.603.70
Printed Check Totak 225370
Electronic Payment Tolak 3.350.00
Report Totat 5.603.70 0.00 5.603.70
Printed Check Totat 225370
Electronic Payment Totak 3.350.00

Update the Check and Electronic Payment Register.

=E Sage 100 ERP x|

:/' Do pou want to update the Check and Electronic Favment Reagisters?
[
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Next, click on Generate ACH File. The file will be stored in the default location you indicated in the ACH
Setup Options. You will upload this file to your bank.

SE Generate ACH File ;IEIEI

Bank Code to Uze for Pre-Mate Entries Ilck List ACH Filez ..
File Code to Lze this Run 0304

Batches to Include in Tranzmission Ornly Batches Mever Transmitted ﬂ|
Select Field | Operand | Walle |
Effective Date al =]

Tranzrizsion D ate Al j

HP Laserlst P20S5dUFD PCLE = | | Piocesd | Cancel | Sewn _

The ACH File Listing will be printed. It will indicate the number of records processed and the total.

8 Crystal Reports - ACH File Listing.pdf - Adobe Acrobat 8%
Fle Edt View Window Help GoFicRoom TaxTools *
@Crwte"@%|@@@@@@> [T

i ‘ @7 | T '!' ‘ Tools Comment Share

ACH File Listing
ABC Distribution and Service Corp. (ABC)

FileName: D0904001 ACH DankCode! D  Wells Fargo Checking Account Mumber 1234567290 Routing Transit 281082915
Numbar
Batch Number  Batch Description Debit Amount Credit Amount Mumber of Entries
000005 PYD9/04/13 0.00 3.350.00 1
File D0304001.ACH Total: 0.00 3.350.00 1
Report Totat 0.00 3.350.00 1
Summary

Total Humber of Datches Processed
Previously Transmitted Balches (Not

Batches Dated Outside Effective Date Range:
Invalid Batches Due ToMissing Bank Code;
Number of Interface Files Created

MNumber of Batches Written to Interface File(s):

A a oo o =
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