OSAS
Banking
ACH Payment to Vendors

The following items need to be set up before using Banking for ACH payments to vendors.
AP or PO/File Maintenance/Vendors/Select Vendor Codes.
Enter the Account Number and Routing Code.
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AP or PO/Codes Maintenance/Methods of Payment.
Set up ACH as a method of payment, use Payment Type 5-electronic payment.
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AP or PO/File Maintenance/E-Mail Defaults.
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AP or PO/Pay Invoices/Print Vouchers.
[image: Graphical user interface, text, application

Description automatically generated]
[image: Graphical user interface, text, application, Word

Description automatically generated][image: Text

Description automatically generated]


[image: Diagram

Description automatically generated with low confidence]




















AP or PO/Pay Invoices/Create ACH File.
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AP or PO/Pay Invoices/Payment Register.
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AP or PO/Pay Invoices/Post Payments – Make sure you have created the ACH file before posting.
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If you have installed the BanKifig application, you can use the E-Mail Defaults
function to set the default From and CC addresses, subject line, and attachment

status for e-mailed vouchers.

Select E-Mall Defaults from the File Maintonance menu. The E-Mail Defaults
Sereen appears.
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1. Enter the From Address as it should appear to the recipients of ¢-mailed.
vouchers.

2 Alternatively, check Use workstation o-mail address for from address if
Present? to use your workstation e-mail default for the from e-mail address.

3. Entera CC Address to send a copy of all e-mailed vouchers to a dedicated.
eemail address.
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Print Vouchers

e

If you use the Banking application, you can use the Print Vouchers function to
print vouchers, which look similar o AP checks. Vouchers are printed instead of
checks for vendor payments that are made electronically.

Select Print Vouchers from the Pay Invoices menu. The Print Vouchers screen
appears.
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‘The screen shows the dates, vendors, and general ledger period you selected
‘when you prepared electronic payments.

L The Check Saver feature prints a plain-paper remittance advice to list
invoices in excess of the number that it on the check stub. To use the Check.
Saver feature, select the check box (or enter Y in text mode). To void checks
for vendors with 12 or more paid invoices, clear the check box (or enter N in
text mode).
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Press Entor to use the default voucher number from the FORMyoxx table, or
enter a different check number to start the check run.

If you have a print problem, you must restart the Print Vouchers function. If
‘you restart and you are using this function as a continuation of an carlier
instruction, enter the number of the last voucher that was printed correetly so.
that only the misprinted vouchers are reprinted.

An Output Information window appears. Choose an output method from the
options available, then press Enter.
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If you elected to print the vouchers, the message Mount forms for copy 1:
appears. Afler you mount the forms, press Enter. An alignment form is.
printed. (To align the forms, you must elect to prompt for mounting forms
and printing alignment marks in the Resource Manager Form Codes
function.)

Check the alignment form. Ifthe X is not printed in the alignment bos, adjust
the form. Then select No (or enter N in text mode) to print the alignment
character again. Continue this procedure untilthe form is aligned; then select
Yes (or enter Y in text mode)
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1 you waste some forms during the alignment procedure, change the number
i the If Restart, Last Good Voucher Number fild Then select Yes (o
enter Y in text mode) at the I the form aligned? prompt. A sample voucher
is o the next page.

After the vouchers are printed, a voucher log, which shows the number of
vouchers that were printed, and the gross amounts, deductions, and total
amounts paid, appears. Verify the amounts; then exit to the Pay Invoices.

1f you used the voucher saver feature, and you have vouchers with more than
11 invoice lines on a check stub, you are prompted to print the Remittance
Advice Log.
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Sample Voucher
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Create ACH File
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Use the Croate ACH to create an ACH file used for clectronic payments. You can
use the ACH file to pay your vendors when you have the vendor payment method
set as electronic.

Select Croate ACH from the Pay Invoices menu. The Create ACH sereen

appears.
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1. The screen displays the information for the current electronic payments on
file. The Invoices Due date, Vendor IDs, Discount Due dates taken, Date
on Checks, and Post to GL Period are displayed for the ACH file.

2. Enter the payment method for which you want the ACH file generated.

3. Select the ACH format for the ACH file.
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4. Enter or edit the filename of the ACH file you want to create.

5. Once the ACH fileis created. a eport s ceated noting the il location and
contents.

ACH File Create Report
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Payment Register
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Print the Payment Register for an audit trai of the vendor payments your
company issues.

‘The Payment Register has two sections. The first section lists the checks you
used to prepay invoices since the last time you posted payments. The second
section lists the payments you used the last time you printed payments.

Select Payment Register from the Pay Invoices menu. The Payment Register
Sereen appears.
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‘The dates, vendors, and general ledger period you selected when you prepared
payments appears.
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Select whether you would like the register printed by Vendor ID/Mathod of
Payment, Method of Payment/Vendor ID, or Method of Payment/Check
No.

‘Select the level of detail you want to print on the register. You can choose to.
print the detail of the invoices paid for cach vendor, or a summary showing,
totals for each vendor.

Select the output device. Afier the Payment Register is produced, the Pay
Invoices menu appears.
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Post Payments
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‘When you post the payments you prepared and printed, invoices that are paid in
full are changed to paid status in the APINxx (Open Invoice) file, the totals and.
history information in the APVEXxx (Vendor) file are updated for the invoices
you paid, and the APCHxxx (Checks) file is cleared for the next check cycle.

If you elected to keep detail, summary, and check history in the Resource
Manager Options and Interfaces function, the invoice information is moved to
the APHIxx (Detail History), APHS xx (Summary History), and APHC (Check
History) files
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Vendor Codes

1F you elected to add or change vendor codes information, the Vendor Codes
screen appears.
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Account Number

Routing Number

Enter the account number for this vendor. (f you do
ot use the Banking application,this field will not
appear)

Enter the routing number forthe above account. (1f
‘you do not use the Banking application, this field
‘will not appear)
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Methods of Payment
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Use the Mothods of Payment function to allow entry and editing of multiple

forms of payment.
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Choose Methods of Payment from the File Maintenance menu of Accounts
Payable.

Enter the ID of the payment method you want to add or change.
Enter a short name for the payment method in the Mothod of Payment field.
Enter the type of payment associated with this method: 1 for cash, 2 for

check, 3 for credit card, o 4 forother.If you have the Banking application
insalled, you can also enter § for electronic payments.
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