Pay Suppliers via Automatic/Direct Debit


PAY SUPPLIERS VIA AUTOMATIC/DIRECT DEBIT
To pay your Suppliers via Automatic/Direct Debit (eg. you generate an electronic payment file from the system.  This file is saved locally or across a network. You then import this file into your Banking Software to process electronically) you must make sure that each Supplier has been set up with the Automatic Payment Method in the Supplier Maintenance Process.
Fields indicated as mandatory Red Label require data input where the other fields indicated with a Black Label do not necessarily require input, but any default entries in any of these field can be changed if necessary.

To access Help for all fields – position cursor in the field and press F1 or click on [image: image1.png]


Help button.

To access Search for fields that have Search available – position cursor in the field, Click on [image: image2.png]Search



Search Button, or right click and select Search option. 

SUPPLIERS 
Navigate to the Suppliers Process in the Accounts Payable Maintenance Menu, enter a Supplier code, Click on the Accounts Button. 
· Payment Method – Select option of Automatic Transfer. 
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Figure 1: Suppliers Process - Account Screen
When you select the Payment Method of Automatic Transfer a number of additional fields will display for you to enter the Bank Account details of where you will deposit the payment for this Supplier.

· Payment Method – Automatic Transfer
· Institution Code – Enter the unique code for the particular Financial Institution Branch.  Eg. COMNEW might be for the Commonwealth Bank Newcastle.

Any codes entered here must exist on the Financial Institutions Maintenance process which is located in the Bank Reconciliation Maintenance Menu – or right click with the mouse when the cursor is in this field and select the Maintenance option.  You will then be taken direct to the Maintenance process where you can create this code if necessary.  See Create Bank Types User Document
Use Search option to locate existing valid codes.

· Account No – Enter the Supplier’s Account number with the selected Financial Institution.  This will be given to you from your Supplier. 

· Account Name – Enter the Account Name for the nominated account for this Supplier.  This will be the Supplier’s Account name with the nominated Financial Institution.

· Lodgement Reference – This may be a requirement from your Supplier, so that they can identify your payment on their Bank Statement.  They may require you to enter a code for identification purposes.  If your Supplier does not have any requirements in this regard, you can either simply enter your name in this field, or you could even leave this field blank.

What you enter here will appear on the Supplier’s Bank statement as the reference when you make a payment.
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Figure 2: Accounts Screen with Automatic Payment Method selected
Make sure you Save these details by clicking on the Save button.

BANK INFORMATION FOR AP SYSTEM
In order to process Payments to your Suppliers electronically, the Bank Information for AP System must be set up.  This process is found in the Accounts Payable, Transactions, Payments, Direct Payments Menu.
Fields indicated as mandatory Red Label require data input where the other fields indicated with a Black Label do not necessarily require input, but any default entries in any of these fields can be changed if necessary.

To access Help for all fields – position cursor in the field and press F1 or click on [image: image5.png]


Help button.

To access Search for fields that have Search available – position cursor in the field, Click on [image: image6.png]Search



Search Button, or right click and select Search option. 

The Bank Information must be completed only once for each Bank account you will be using to process the AP Payments on your system.

· Users Bank - Enter the code for the Bank that you will be making payments from, as set up in the Maintain Entity Bank Account process in the Bank Reconciliation Maintenance Menu.  See Create Bank Accounts User Document
· User Name – This is usually exactly the same name that appears on your Bank Account.  
· User No – This will be provided to you from your Bank after you advise them that you will be using the Automatic Payment method to pay your Suppliers.
· Name of Remitter – This will be your name as it appears on your Bank Account.  This will usually appear on the Bank Statement of the Supplier you are paying.
· Description of Entries - This is a textual description of the entries. You should verify what your Financial Institution would accept.
· File Name – This is the name of the file that will be created when the Build Direct Payment File process has been completed.  You should check with your Bank as to what file name they require here.  Eg. For the Commonwealth Bank the file name is cba.aba.
· File Format - Different banks have different requirements in terms of the data file that is generated with direct payment details, which the banks refer to as "B"alanced or "U"nbalanced. You should check with your financial institution as to their requirements in this regard.

For example, the National Australia Bank will ONLY accept Balanced Batches, while the Commonwealth Bank will accept Unbalanced Batches. 

· Statement Ref - Text entered in this field will appear as a "reference" field on the payee's bank statement.  This could be your name.  
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Figure 3: Bank Information for AP System Screen
SELECT VOUCHERS FOR PAYMENT
There are 2 ways of selecting Vouchers for payment.  
The Automatic Selection process provides you with a number of selection criteria that will select a range of Suppliers and/ or Vouchers for payment.
While the Manual Selection process is more labour intensive.  Using this process you have to manually enter the Suppliers and/or Vouchers for payment.  
You are free to use either method that best suits your requirements.
AUTOMATIC SELECTION

Use this process to automatically select transactions for payment. All transactions that meet the selection criteria will be included for payment unless any changes are made in the Manual Selection process.
Fields indicated as mandatory (Red Label, eg. Due on or Before, Settlement discount After etc.) require data input where the other fields indicated with a Black Label do not necessarily require input, but any default entries in any of these field can be changed if necessary.
To access Help for all fields – position cursor in the field and press F1 or click on [image: image8.png]


Help button.

To access Search for fields that have Search available – position cursor in the field, Click on [image: image9.png]Search



Search Button, or right click and select Search option. 

Some Mandatory fields in this Screen are disabled. These Mandatory fields only require input when they are enabled fields. 
· Select Current Vouchers – Check for Yes.  You will then be required to complete the next two Mandatory Fields.
· Due on or Before – Will only be asked if previous field – Select Current Vouchers is checked.  Enter Date Vouchers are due on or before for selection in this process.
· Settlement Discount After – Enter date if any Settlement Discount applies to any vouchers being selected here.
· Select Optional Vouchers – Check for Yes or leave unchecked for No. Optional vouchers are Vouchers where a discount applies.  If you do not have Optional Vouchers leave this field unchecked for No.  
· Discount on or Before – Only asked if Select Optional Vouchers is checked.  If a Voucher has a discount date on or before this date, it will be selected for inclusion here.  
· Discount After – Only asked if Select Optional Voucher is checked. This date is used for the calculation of discounts, and indicates the earliest due date to be considered eligible for a discount.
· Paying for Entity Group – Will default with current Entity Code.  Can be changed if necessary.  
· Include Discounts on Credits – Check for Yes. Leave unchecked for No. Allows you to calculate settlement discounts on Credits if applicable.

· Supplier Payment Method – Select Automatic/Direct Debit here.  
· Control Account – Enter the Accounts Payable Control Account here. Only the vouchers for the nominated Accounts Payable Control account will be included in this process.

If there is only one A/P Control account, then this account can be set up in the Accounts Payable Parameters process, with the associated "Only One" field set to "Y".
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Figure 4: Automatic Selection process for Accounts Payable Transactions
MANUAL SELECTION

This process can be used to make adjustments to the Vouchers selected for payment. Or alternatively, Vouchers not originally selected for payment can be included by manually entering the details here, or the entire payment to this supplier can be cancelled.
It can be run at any time, though typically it is used immediately after you have selected vouchers for payment using the Automatic Selection process.
You can examine details of the vouchers about to be paid by Automatic/ Direct Debit to a nominated supplier, and adjust either the discount amount taken, cash amount paid or even eliminate the voucher from the payment list altogether.
Fields indicated as mandatory (Red Label, eg. Due on or Before, Settlement discount After etc.) require data input where the other fields indicated with a Black Label do not necessarily require input, but any default entries in any of these field can be changed if necessary.

To access Help for all fields – position cursor in the field and press F1 or click on [image: image11.png]


Help button.

To access Search for fields that have Search available – position cursor in the field, Click on [image: image12.png]Search



Search Button, or right click and select Search option. 

· Pay to Supplier – Enter the Supplier Code to adjust the current selection or enter the Supplier Code to be included in this current Payment run.
· Selection Type – Select Computer Cheque at this point for Automatic Transfer payments.  If you were drawing a Manual cheque to pay a Supplier, you would Select Manual Cheque here, and then enter the Cheque number and date in the remaining fields.  The Remaining fields will be enabled when the Manual Cheque process is selected.
· Voucher – Enter the Voucher number to be included in this payment.  Use the Search options to locate all vouchers for this Supplier.  
If you are making an adjustment to an Automatic/Direct Debit selection, make the appropriate changes here.  Eg. Change the Discount Amount and/or Change the Amount being paid against the Voucher or Delete the Voucher from this payment selection by positioning the cursor in the appropriate table row and click on the delete X row button, or if you want to remove this Supplier from the current payment selection, simply click on the Delete Button at the bottom of screen.
· Discount – Enter any Discount amount if discount applies to this voucher. Leave this field blank if No discount applies.
· Amount – The amount outstanding on this selected voucher will default here.  If this is the amount you are actually paying against this voucher, leave this field as it is.  If you are not paying the full amount of this voucher, enter the amount you are paying here.  
Continue entering additional Vouchers numbers on rows of the table.  To add a new entry to the rows of the table click on the Add a row + Button or ▲ Insert a Row button from this table.
Don’t forget to Save any changes by clicking on the Save Button.
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Figure 5: Manual Voucher Selection Screen
PRE CHEQUE REPORT

After you have selected your Vouchers for payment, run this process to double check all current selections.

If you find that you still need to make some/any adjustments to current selections for Payment, you will be able to go back to either Amend the details in Manual Selection, or you can even Clear Selections and start from the beginning again with selecting Suppliers/ Vouchers for payment.
DIRECT PAYMENTS – BUILD DIRECT PAYMENT FILE SCREEN
This process should only be run after you have confirmed by running the Pre Cheque report that what is currently selected for Payment will actually be paid in this payment run.

· Start Supplier – Will default to First Supplier currently selected for payment if no supplier code is entered here. You can enter a Supplier code here if required.
· End Supplier – Will default to Last Supplier currently selected for payment if no Supplier code is entered here.  You can enter a Supplier Code here if required.
· Bank Account – Will default what the Bank Account that has been set up in the AP Parameters process if Only one has been selected in AP Parameters process. Only 1 indicates that there is only 1 Bank Account to be used when making Payments.
· Discount Account – Will default to the Discount Account that has been set up in the AP Parameters process if Only one has been selected in the AP Parameters process.
· Date to be processed – Will default to today’s date.  This can be changed to any date you wish.

· Terminal – Leave this option checked.

· Directory Path – This will default and will be the path as set in the AP Parameters process – Payment Disk Path field.  
Click on the Continue Button.

The Bank file will be generated and saved at the Directory Path location.  

Navigate to this location and import the file into your online Banking Software.

Process the file through your online Banking Software

.  
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Figure 6: Build Direct Payment File Screen
PRINT AP REMITTANCE ADVICES
Only after the Build Direct Payment File process has been completed, will you be able to print the remittances.

· Do you want Remittance Advices for Manual Cheques – Leave unchecked for No, at this time.  We have not selected any Manual cheques, so there will not be anything selected for payment here. 
· Do you want Remittance Advices for Computer Cheques – Check this option as Yes we do want a remittance advice printed for the Cheque/Direct Payments we have just processed.
· Start Supplier – Will default to First Supplier currently selected for payment if no Supplier Code is entered here. You can enter a Supplier code here if required.

· End Supplier – Will default to Last Supplier currently selected for payment if no Supplier Code is entered here.  You can enter a Supplier Code here if required.

· Sort by – Make your selection of how you want the Remittances sorted.

· Auto Fax – If you have Auto faxing set up – you can check this option.  If not leave this option unchecked.
· Auto Email – If you have Auto email set up, you can check this option.  If not leave this option unchecked.

Click on Print Button. 
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Figure 7: Print Remittance Advices Screen
CHEQUE EDIT LIST

Print the cheque Edit List to check all Transactions prior to running the Post Cheques process.
POST CHEQUES


Only complete this step, after you have processed the Banking file through your online Banking Software.  
If you post the transactions, then find that the file did not get created successfully, or that you have not printed the Remittance advices or some other reason, you will not be able to regenerate the Accounts Payment file, or print the remittances again.  
When posting any transaction from this process, the cheque number written away for Automatic/ Direct Debit payment types will be in the following format:   ddyymmdd   


dd = direct debit



yy = year code (eg 10 for 2010)



mm = month (eg. 03 = March)



dd = day (eg. 04)
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