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Accounts Payable Workflow Controls

The Accounts Payable Workflow Controls allows you to configure features that control accounts payable
tools. This section covers the fields on this screen used to activate accounts payable approvals and

payment of vendor invoices via ACH (including sending ACH Payment Advice emails).

Tool #1900 Workflow Controls: Accounts Payable

m" Accounts Payable Workflow Controls

Save/Update

From email address

203

Default sort order for checks () By vendor #
B allow ACH Payments in Accounts Payable
Clearing G/L account for ACH payments  111.02
From email address for vendor ACH payment advice:

@ereditunion-notifications.com

30

[ Email copy of payment advice to From email address

Branch/location for payment Credit:
Use the invoice G/L debit description on the check stub
Use the invoice G/L credit description on the check stub

Print on memo section of check

Clearing G/L account for credit card payments

Activate approval process for accounts payable invoices

Use workstation branch

B70.22

Generate emails to approvers

\@ereditunion-notifications.com

Refer to online help if you wish to use your own domain instead of the generic FROM email address.

@® By vendor name

Activate ACH payment advice to vendors via email Email Content

Refer to online help if you wish to use your own domain instead of the generic FROM email address.

or use branch

@ G/L debit description (O Vendor name

(0 G/L credit description (@ Vendor name

B cunName

[ 1stinvoice number [J nothing

On this screen you can activate controls so that invoices must be approved by authorized employees

before they can be selected for payment.

If your credit union has a relationship with Magic-Wrighter, you can also use this screen to activate the
ability to configure certain vendors to receive payment directly via ACH. The Payment Advice email is

then sent when this payment is made.

Refer to the descriptions of the fields related to these two features starting on the following page.
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Fields Used for Accounts Payable Approvals
Learn more about activation of approvals for payments in the next section of this reference guide.

Accounts Payable Workflow Controls with Approvals Activated (Tool #1900)

Activate approval process for accounts payable invoicez [ Generste emails to approvers

From email address @ereditunion-notifications.com

Field Name Description

Activate approval process | This allows you to activate the approval process. To be used in
conjunction with “Generate emails to approvers” and “from email
address.” See below for more information.

Generate emails to This activates the sending of email notifications to approvers when
approvers accounts payables are assigned to them.

e |IMPORTANT NOTE: Email notifications will be sent to the
email address on the employee’s Employee Security profile.
This email address must be configured for email notifications
to be sent as expected.

From email address Enter the email address to be used as the “from” email address for email
notifications. If an email address is not entered on this screen, another
screen will appear when you press Enter. This will allow you to enter an
email address.
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Vendor Payments via ACH and Payment Advice Email Fields

Learn more about making payments via ACH and sending Payment Advice emails in the Activation of ACH

and ACH Notifications section of this guide.

Accounts Payable Workflow Control Fields with ACH Payments/Payment Advice Emails Activated

B Allow ACH Payments in Accounts Payable

Clearing G/L account for ACH payments

11102

ﬂ Activate ACH payment advice ta vendors via email m

From email address for vendor ACH payment advice:

@ereditunion-notifications.com

<(?): Referto online help if you wish to use your own domain insteed of the generic FROM email address.

[ Email copy of payment advice to From email address

Field Name

Description

Allow ACH Payments in
Accounts Payable

If you have a relationship with Magic-Wrighter, you can configure certain
vendors to receive payment directly via ACH in addition to via check. Use
this box to activate this feature.

e NOTE: Additional setup is first required.

Clearing G/L account for
ACH payments

Enter your clearing G/L account to be used for ACH payments.

Activate ACH payment
advice to vendors via
email

Check this to send an email to vendors notifying them when payments
have been sent to them via ACH.

Then use the “Email Content” button to access a screen where you can
enter the text that will appear as the body of each email.

Email Content

(Appears as a button next to “Activate payment advice to vendors via
email.) (Conditional on “Activate ACH payment advice to vendors via
email” being checked.)

Clicking this button allows you to access a screen where you can
compose the body text of Payment Advice email.

e Generic text is sent by default. This button allows you to
personalize the message with your credit union’s information.

From email address for
vendor for ACH payment
advice

(Conditional on “Activate ACH payment advice to vendors via email”
being checked.)

Enter the email address to be used as the “from” email address for
payment advice.

Email copy of payment
advice to From email
address

(Conditional on “Activate ACH payment advice to vendors via email”
being checked.)
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Field Name Description

If this is checked, the “from” email entered above will be entered in the
cc: line of the ACH Payment Advice email so that a copy is sent to the
credit union.

Using the Approval Process to Make a Payment

For credit union shops with large accounting teams that juggle payments for multiple branches, accounts
payable approvals let you activate optional controls so that invoices must be approved by authorized
employees before they can be selected for payment. With this feature, you can define a list of authorized
approvers, specify the maximum dollar amount they can approve, and even assign approvers to specific
vendors.

Approvers can be assigned automatically whenever a new invoice is created with that default approver
assigned to that vendor, or later you can assign an invoice to someone on your list of approvers.
Approvers will receive an email reminder when an invoice is ready for approval, and you can even nudge
them again by email if you are still waiting for an approval to be logged.

Once invoices are approved, you will pay the invoices the same way as always, with the main difference
being that only approved invoices can be selected for payment. Payments are made using the same
process you use to make payments, via check or ACH according to your vendor configuration.

e Asyou canimagine, activation will require some significant changes to the procedures for
your accounting team as well as others outside of your department who will now need to
approve invoices using CBX. Please contact the Earnings Edge Team
(earningsedge@cuanswers.com) if you would like assistance setting up an implementation
plan.

Activation of Accounts Payable Approvals

On the Accounts Payable Workflow Controls screen (Tool #1900), you can activate controls so that
invoices must be approved by authorized employees before they can be selected for payment. You also
activate notifications here, so that emails are sent to approvers when they have an invoice to approve.

Adding Authorized Assigners

Once the feature is activated, use Enter on the Accounts Payable Workflow Controls to define a list of
authorized approvers. You can restrict approvals by specifying the maximum dollar amount they can
approve and limit which vendor invoices they can approve.

Assigning Approvers

Approvers can be assigned automatically whenever a new invoice is created by setting up default
approvers in the Vendor Configuration (Tool #990 Work with Accounts Payable Vendors).

Another way an invoice can be assigned to an approver is from Tool #1910 Organize AP Invoices for
Processing after the invoice is created.

Approving Invoices

Invoices assigned to employees are approved using Tool #1920 Approve Accounts Payable Invoices.
(This toolis not available until Approvals are activated.)
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Reviewing Approved Invoices and Paying Them.

Approved invoices then return to Tool #1910 Organize AP Invoices for Processing to be selected for
payment.

Additional details for each of the above summarized sections can be found following this page.

Activation of Accounts Payable Approvals
Approvals by authorized employees is activated in the Accounts Payable Workflow Controls (Tool #1900).

Workflow Controls: Accounts Payable (Tool #1900)

- “ Accounts Payable Workflow Controls

Save/Update

Activate approval process for accounts payable invoices Generate emails to approvers

From email address @ereditunion-notifications.com

fﬂ': Refer to online help if you wish to use your own domain instead of the generic FROM email address.

Default sort arder for checks () Byvendor# (@ By vendor name

Allow ACH Payments in Accounts Payable

Clearing G/L account for ACH payments  111.02

Activate ACH payment advice to vendors via email m
From email address for vendor ACH payment advice:

@ereditunion-notifications.com

.:ﬂ': Refer to online help if you wish to use your own domain instead of the generic FROM email address.

[ Email copy of payment advice to From email address

Branch/location for payment Credit: Use workstation branch  oruse branch

Use the invoice G/L debit description on the check stub (@ G/L debit description  (7) Vendor name

Use the invoice G/L credit description on the check stub ™ g1 credit description @ Vendor name

Print on memo section of check
cUName [J 1stinvoice number [J nothing

Clearing G/L account for credit card payments ~ 870.22

To activate Accounts Payable Approvals, check Activate approval process for accounts payable
invoices.

For the system to generate emails to approvers when they have an invoice to approve, check Generate
emails to approvers. Enter the from email address in the line below the activation in the From email
address field. The email address that is used to send the notification is configured in the Employee Profile
screen in Employee Security.

Important Note: Contact a CSR for assistance if you wish to turn off
approvals once you activate it. There are special steps for turning off
approvals, including ensuring there are no pending invoices waiting for
approval and deleting all approvers.

Create a List of Authorized Approvers

Approvers must be defined in CBX for them to be able to approve invoices. This section covers how to
define a list of approvers. You can also restrict the amount and vendors they can approve.
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1. Click the Save/Update button on the first Accounts Payable Workflow Controls screen to
access the screen.

2. Because approvals are activated, you will advance to the screen where you can add the
approvers.

Configure Employees to Approve A/P Invoice Screen (Tool #1900)

Q" Configure Employees to Approve A/P Invoices

Save/Continue

Options... -
D Team Name Limit Vendors
92 CU*ANSWERS PROGRAMMING SUPPORT 999,999,999.09 ALL

3. Click the Add button to add a new approver.

4. The screen below allows you to select the Employee ID. Optionally you can also restrict an
employee to approve only a certain maximum amount and/or only certain vendors.

Configure Employees to Approve A/P Invoices Screen (Tool #1900)

m" Configure Employees to Approve A/P Invoices

Add/Update Allow Accounts Payable invoices to be approved by Employee ID

Invoice line item limit is no greater than 999999 999 g9g

Employee is authorized for @ all vendors OF selected vendors

Email address for notification

Below is an example of an employee with a restricted maximum amount.

“Test Person” Approver Configuration

m" Configure Employees to Approve A/P Invoices

Add/Update Allow Accounts Payable invoices to be approved by Employee ID AU TEST PERSON

Invoice line item limit is no greater than 5,000.00

Employee is authorized for All vendors ©F selected vendors ALL Selected @,

Email address for notification

test@email.com

This employee is restricted to approving invoices that are less than or equal
to $5,000. If there were no restrictions, “999,999,999.99” would go in the
“Invoice line item limit is no greater than” field.

5. To add the approver to the listing, select the Add/Update button.

6. The employee is now added to the Approver List.
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Approver List (Approvers Added)

m" Configure Employees to Approve A/P Invoices

Save/Continue

ID Team Name Limit Vendors
Add 92 CU*ANSWERS PROGRAMMING SUPPORT 999,999,999.99 ALL
* AU TEST PERSON 5,000.00 ALL

7. Now that the approvers have been configured in CBX, they can be assigned invoices to
approve.

8. Selectthe Save/Continue button to exit the screen.

Assigning Approvers

Approvers can be assigned automatically whenever a new invoice is created by setting up default
approvers in the vendor configuration. Alternatively, they can be assigned to an invoice after it is created.

Assigning Invoices by Default Approver

You can also assign a person to approve all invoices for a specific vendor. Each time an invoice is created
for this vendor, the invoice will automatically be routed to that employee for approval.

e Theinvoice will still appear on the screen used alternatively to assign invoices for approval. It
will just already have the approver automatically assigned to it. If this person is on vacation,
for example, the invoice could be re-assigned to an alternate approver.

Tool #990 Work With Accounts Payable Vendors

G" Accounts Payable Vendor Maintenance

G/L by Corp Vendor# g Default approver C] Mo authorized approver assigned
A/P Hist Mt * ‘ng\‘d%”ogﬂs
Comments Company name CONSUMER'S ENERGY Customer #

TaxID # 000000000 TIN type O N (O ssN
Print Envelope

Contact NOME

Phone # 0000000000 Fax # 0000000000

Email address

Vendor URL

Address #1 PO BOX
Address #2
Address #3

City CINCINNATI State OH ZIP code 0309 [:] Foreign

Update 1099 Misc for Prev Year

1. To assign a default approver, click the lookup next to the Default approver field. This field will
only appear if Accounts Payable Approvals are activated.

2. Alist of the configured authorized approvers will appear.
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Approval Listing (Tool #990)

Employees ID Selection

Options... -
3] Team MName Limit Vendors
92 CU*ANSWERS PROGRAMMING SUPPORT Q00,90000000 AlLL
Al TEST PERSON 5,000.00 ALL

3. Choose the appropriate approver from the listing, then use the “Options” dropdown and
Select.

4. Hereyou can see that the approver is assigned to the invoice.

Default Approver Assigned (Tool #990)

_Q"‘ Accounts Payable Vendor Maintenance

G/L by Corp Vendor# 3 Default approver TEST PERSON
A/P Hist Mnt *‘Srgiiltl.:'l?ﬂs
Comments Company name CONSUMER'S ENERGY Customer #

Manually Assigning an Approver to an Invoice

The screen below is used to pay invoices and view invoice details, regardless of whether approvals are
activated.

Now that Approvals have been activated, the title has changed to Organize Invoices for
Approval/Payment and is also used to assign approvers and record that approvals have been made.

o Besides the title change, the Approvals version of the screen also has two additional
columns. The Appr column indicates what approver has been assigned the invoice. The A
column indicates if the invoice has been approved by the approver.

Tool #1910 AP2: Organize AP Invoices for Processing

w Organize Invoices for Approval/Payment

Save/Prepare 1o Pay CopiD 01

Total amount prepared for payment .00 Total items prepared for payment 0
Select These items

Unselect These [tems Duedates from [MMDDYYYY  gg) To MMDDYYYY g Brench vendor (TGN Avove [IETECE

Invice Description

Vendor #
Options <]

Show Selected Items

Pay  Invoice Date Due Date Invice Number Amount  Payto Payment Method  * fopr A

12/09/24 0700700 10 10.00 CONSUMER'S ENERGY
12/09/24 0/00/00 1 10.00 CONSUMER'S ENERGY

1721725 0700700 12 10.00 CONSUMER'S ENERGY

1. From this listing, select the invoice and then Assign approver from the “Options” dropdown.

2. Alist of approvers will appear.
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Select an Approver (Tool #1910)

q?i Employees Configured to Approve A/P Invoices

vendor 2 CONSUMER'S ENERGY

10.00

# SEG Name Limnit
92 CU*ANSWERS PROGRAMMING SUPPORT 999,999,999 99
Al TEST PERSON 5,000.00

#5elect

3. Choose the approver you wish to assign and click Select. A confirmation window will appear.

Confirmation Window (Tool #1910)

%2 - Confirm

Are you sure you want to select approver

AU - TEST PERSON

« > 1 @ & @ @ @ @ Let Us Know!

4. Selectthe Add/Update button to select the approver.

5. Below you can see that the invoice has been assigned to an approver since the Appr column
has the employee ID.

Invoices Assigned (Tool #1910)

CoplD 01
Total amount prepared for payment .00 Total items prepared for payment 0

Cuedesfom OOy 8| To MDDV ) rench verdor T oo

Options -]

Pay  lInvoice Date Due Date Invoice Number Amount  Payto Payment Method  * 2ppr | A&
12/09/24 0/00700 10 10.00 CONSUMER'S ENERGY CHK Ay
12/09/24 0/00/00 1 10.00 CONSUMER'S ENERGY

A notification email is automatically sent to the authorized approver alerting them that they have an

invoice to approve. You can also send a reminder to an approver from this screen by selecting the invoice
and then Send reminder to approver from the “Options” dropdown.
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Notifications

Notifications are activated in the Accounts Payable Workflow Controls.

e Forvendors with default approvers (configured in the Vendor Configuration), email
notifications are sent when the invoice is created.

e Forall other invoices, email notifications are sent when an approver is assigned via Tool
#1910.

Emails are sent in batch when the employee leaves the screen in both instances. Employees who have
multiple invoices to approve will receive one email notification. The subject line and email text reads
“You have one or more Accounts Payable Invoices to approve.”
Approving Invoices
The tool for approving invoices is not available until approvals are activated.
1. Invoices are approved using Tool #1920 Approve Accounts Payable Invoices.
Tool #1920 Approve Accounts Payable Invoices

AMEWERS FRCOSANMNG FUPFON

2. From here, the approver selects the invoice to approve or can select to Mark All Items
Approved. The approver will only see invoices that are assigned to them.

3. The approver selects the invoice to approve and clicks the Done button to exit the screen and
complete the approval process.
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Viewing Approved Invoices

Approved invoices then return to Tool #1910 Organize AP Invoices for Processing to be selected for
payment.

Approved Invoices Ready for Payment (Tool #1910)

CopiD 01
Total amount prepered for payment .00 Total items prepared for payment 0
Duedstesfrom  MMODDYYYY  gg To MMDDYYYY g§ Branch Vendor Salact @ Approver
Options -
Pay Invoice Date Due Date Invaice Number Amount  Pay to Payment Method  * Appr T
12/09/24 000,00 8 10.00 CONSUMER'S ENERGY CHK
12/09/24 0/00/00 9 10.00 CONSUMER'S ENERGY CHK
12/09/24 000,00 INVOICE 2 25.00 1CUNOW, INC CHK
O 1209724 0/00/00 INVOICE 3 10.00 1CUNOW, INC CHK 2 |v
0O 120924 0/00/00 INVOICE 4 40.00 1CUNOW, ING CHK a2 |v
O 12709724 0/00/00 INVOICE 5 50.00 1CUNOW, INC CHK 2 |v
O 1270924 0/00/00 TEST INVOICE NUMB 100.00 1CU NOW, INC CHK a2 v

Here we see in the final A column that the last four invoices were approved. The first three have not yet
been approved. You could select the invoices that have not been approved and select Send reminder to
approver from the “Options” dropdown. This will send an email reminder to the approver that you are
waiting for an invoice to be approved.

Once invoices are approved, they can be prepared for payment.
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Making Payments via ACH

Are you ready to move away from paying your vendors via check? Paying vendors with ACH is a great next
step. First you will need to ensure your relationship with Magic-Wrighter is in place and activate the
feature in CBX. Then you can decide which vendors you will transition to ACH payments.

To assist with communication, you can also send a Payment Advice email to the vendor alerting them
that the payment has been made. This includes a PDF that lists the payments the vendor received in their
ACH payment. (If multiple payments are made to a vendor, they are sent as one ACH payment.) You can
even write helpful notes on the Payment Advice PDF, such as if you are taking advantage of a rebate and
have a copy of what is emailed sent to your credit union for confirmation and recording.

ACH vendor payments are processed on the same screen used to make check vendor payments. Helpful
messaging on the screen makes it clear when the payment has been made. Staff can make one ACH
payment at a time or process all ACH payments together, just like they make check payments except
with a different option and button on the same screen.

Operations Side of CBX and Magic-Wrighter Setup

If you have a relationship with Magic-Wrighter, you can configure certain vendors to receive payment
directly via ACH in addition to via check.

Activation of ACH and ACH Notifications

Then you can activate ACH accounts payable processing using the Accounts Payable Workflow Controls
screen in Tool #1900 Workflow Controls: Accounts Payable. Here you can activate both ACH payments
and notification of payments to vendors. A “from” email address used for the email notifications to
vendors of payment (Payment Advice email) is entered on this screen.

Configuration at the Vendors Level

Then use the vendor configuration via Tool #990 Work with Accounts Payable Vendors to set up ACH
routing information. From that point on, all payments to that vendor will automatically be processed via
ACH. Additionally, information regarding the sending of the Payment Advice email is configured in the
vendor configuration.

Adding Payment Notes

While organizing your invoices for payment via Tool #1910 Organize AP Invoices for Payment you can
elect to add a notation under the payment details of the PDF sent with the Payment Advice email.

Paying Invoices by ACH

Invoices are paid via ACH on the same screen that is used to pay vendors by check via Tool #1961
Process Accounts Payable Payments. When processing payments, you can pay allACH itemsin a
batch or choose individual items to pay. If multiple ACH payments are made to a single vendor, they are
bundled in one ACH payment.

Notification to Vendors of ACH Payments

When the ACH payment is made to the vendor, the vendor receives a system-generated Payment Advice
email notifying the vendor that it has received the payment. An attachment to the email lists out the
payments and includes any payment notations.
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Notification to Credit Union of ACH Payments

The credit union also receives a copy of the Payment Advice email and PDF when an ACH payment is
made to a vendor. The is sent to the email configured on the Accounts Payable Workflow Controls screen

(Tool #1900).

Additional details for each of the above summarized sections can be found following this page.
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Activation of ACH and ACH Notifications

If you have a relationship with Magic-Wrighter, you can configure certain vendors to receive payment
directly via ACH in addition to via check. The first step to set up ACH payments is to contact a CSR to set
up the same relationship with Magic-Wrighter that you need to send Account-to-Account (A2A) transfers
(ODFI status is required). For self-processors, this is done via the CU Master Profile in the Operations
Edition of CBX.

CBX Side Activation

After the Operations side is activated, you can activate ACH accounts payable processing using Tool
#1900.

Workflow Controls: Accounts Payable (Tool #1900)

__q" Accounts Payable Workflow Controls

Save/Update Activate approval process for accounts payable invoices Generate emails to approvers

From email address @ereditunion-notifications.com

<()z Refer to online help if you wish to use your own domain instead of the generic FROM email address.

Default sort order for checks () Byvendor# (@ By vendor name

B Allow ACH Payments in Accounts Payable

Clearing G/L account for ACH payments 111.02

Activate ACH payment advice to vendors via email
From email address for vendor ACH payment advice:

{@creditunion-notifications.com

<()z Referto online help if you wish to use your own domain instead of the generic FROM email address.

[0 Email copy of payment advice to From email address

Branch/location for payment Credit: Use workstation branch  or use branch
Use the invoice G/L debit description on the check stub (@) G/L debit description  (7) Vendor name
Use the invoice G/L credit description on the check stub (gL credit description @) Vendor name

Print on meme section of check
cUName [J 1stinvoice number [J nothing

Clearing G/L account for credit card payments ~ 870.22

The following fields on this screen are used to configure ACH payments. Refer to the Accounts Payable
Workflow Controls section of this booklet or to CBX Online Help for assistance in configuring these
settings.

Fields Used with Vendor Payments via ACH (Tool #1900)

Allow ACH Payments in Accounts Payable

Clearing G/L account for ACH paymemts  111.02

B ~ctivate ACH payment advice to vendors via email
From email address for vendor ACH payment advice:

@ereditunion-notifications.com

Refer to online help if you wish to use your own domain instead of the generic FROM email address.

[ Emsil copy of payment advice to From email address
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The screen shown below shows the payment advice introduction, which is accessed from the Email
Content button shown on the previous screen. What is entered by default is shown below.

Default Text of Configure Email Advice Introduction

@N Configure Email Advice Introduction

Save/Update Content for email advice introduction

We have transmitted & payment to you. You should see a direct deposit hit your account within the

next few days. Remittance details are provided in the attachment for your records. Reply to this

email or contact us directly if you have any questions.

Thank you

Below you will see that ABC Credit Union has customized this screen with a manager’s information.

ABC Credit Union Added Customization to Text with Salutation

q" Configure Email Advice Introduction

Save/Update Content for email advice introduction

We have transmitted & payment to you. You should see a direct deposit hit your account within the

next few days. Remittance details are provided in the attachment for your records. Reply to this

email or contact us directly if you have any questions.

Thank you,
Pat Manager

ABC Credit Union
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Configuration at the Vendor Level

Use Tool #990 Work With Accounts Payable Vendors to set up ACH routing information for any vendors
you would like to pay this way. From that point on, all payments to that vendor will automatically be
processed via ACH. Additionally, information regarding the sending of the Payment Advice email is
configured in the vendor configuration.

When you open Tool #990, you will see the Company Information tab.

Accounts Payable Vendor Detail Screen

m" Accounts Payable Vendor Maintenance

G/L by Corp Vendor # 43 Default approver 92 @ CU*ANSWERS PROGRAMMING SUPPORT

i Imaging
AJP Hist Mnt .
Solutions

Comments Company name COMSUMERS ENERGY Customer #

Tax ID # 000000000 TiNwpe (O EIN (O ssN
Print Envelope

Contact

Phone # Fax # 0000000000

Email address test{@consumersenergy.com

Vendor URL

Address #1
Address £2

Address 23

City LANSING State | MI ZIPcode 48937 0001 [0 Foreign

When the ACH payment is made, the ACH Payment Advice email is sent to the email address on this
screen.

The fields related to ACH payments and the activation of the sending of the Payment Advice email are on
the Accounting Misc. tab.

Accounts Payable Vendor Detail Screen

q"‘ Accounts Payable Vendor Maintenance

G/L by Gorp Vendor & 43 Default spprover 92 @ CU*ANSWERS PROGRAMMING SUPPORT

Imaging
A/P Hist Mnt H
Solutions
Comments Debit G/L account  221.13 Credit G/L account
print Envelope [0 Print contact name on check [0 Use contact for IRS Contract opendate  MMDDYYYY

[0 create a form 1099 year end Previous year 1099 smount  0.00 Contract expiration date ~ MMDDYYYY g

I Send ACH payment advice via email I Vendor record last maintained  Oet 20,2010

Amount paid year to date 0.00

Amount paid previous yesr 1,321.98

Box # for 1099-MISC or 1099-NEC form 7 (please enter Box 7 to report on 1099-NEC)

Paythisvendorvia @ ACH (O Check
If ACH, financial institution name ABC CREDIT UNION
Routing # 123456789
Account holder name at institution - PAT MANAGER

Account # gt institution 12345 @ Cchecking (O Savings

Update 1039 Misc for Prev Year
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On this tab, check Send ACH payment advice via email to activate the sending of ACH Payment Advice

email and PDF for this vendor. This field will appear if Payment Advice is activated for the credit unionin
the Accounts Payable Workflow Controls screen.

Additionally, in the bottom of the screen, select ACH for Pay this vendor via and enter in the institution

name, routing #, account holder name or institution, account number at the institution, and whether that
accountis a savings or checking account.

Adding Payment Notes While Organizing Payments

While organizing your invoices for payment using Tool #1910 Organize AP Invoices for Processing, you
can elect to add a special notation under the payment details of the Payment Advice PDF. You might use
this note to explain the reason for an over- or under-payment, such as a rebate.

NOTE: This feature is only available if ACH Payment Advice is activated

globally for the credit union in Tool #1900 and then also at the vendor levelin
Tool #990.

Tool #1910 Organize AP Invoices for Processing

copip 01

Total amount prepared for payment .00 Total items prepared for payment 0

Due dates from |MMDDYYYY @ | To MMDDYYYY g Branch Vendor Approver

Options. -

Pay Invoice Date Due Date Invoice Number Amount  Pay to

Payment Method ~ * Appr A
D 12/16/24 0/00/00 4564564 45.00 SUZIES CATERING ACH 89 Y
12/16/24 0/00/00 100.00 MICHIGAN SPORTSBOOK CHK
11/29/24 12/06/24 200.00 COMPANY NAME IS REQUIRED CHK

1. To add a note, select the invoice and then ACH pmt advice note from the “Options”
dropdown.

2. This will allow you to access the ACH Payment Advice Notes by Vendor screen where you can
add the note.

ACH Payment Advice Note Screen (Tool #1910)

iz ACH Payment Advice Notes by Vendor

Save 000002 SUZIES CATERING

Invoice # 4564564 Amount 45.00

Payment advice notes
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3. Whenyou are done, click the Save button to save the note.

Paying Invoices by ACH

When processing payments, you can pay all ACH items in a batch, cut all checks in a batch, or choose
individual items to pay. If you make multiple payments to a vendor, this will be processed in one ACH
payment.

Tool #1961 Process Accounts Payable Payments

Pay Thesa Chicks Corp D n

invoice Cesc

w000

o |f a payment will be made via ACH, that will be indicated in the Payment Method (Pmt Mth)
column and with three asterisks in the Bank column.

Process Accounts Payable Payments (Tool #1961)

Lalete

i detaile

1. You can process individual payments by selecting the invoice and Process Payment button,
oryou can make all ACH payments at one time by using the Pay These ACH button.
2. You will be presented with a confirmation window.

ACH Payment Confirmation Screen (Tool #1961)

Are you sure you want to pay all ACH items?

Items cannot be reversed

== ]

«-> 1 ® @ ® @ @ 23 Let Us Know! (32)
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3. Clickthe Add/Update button to finalize the payments.

4. The screen will indicate that the payment was made. To exit the screen, select the Done/Exit
button.

Payment Made via ACH (Tool #1961)

10.00

ww

Notification to Vendors (and Credit Union) of ACH Payments

When the payment is made, the vendor will receive an email to the email address setup in the vendor
configuration. The “from” address is the address configured in the Accounts Payable Workflow Controls.

NOTE: This feature is only available if ACH Payment Advice is activated
globally for the credit union in Tool #1900 Workflow Controls: Accounts
Payable and then also at the vendor level in Tool #990 Work With Accounts

Payable Vendors.

Along with an email titled “ACH Email Advice” is the Payment Advice attachment including the details of
payment. See an example of the email and PDF on the following page.
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“ACH Email Advice” Message Sent to Vendor & Credit Union when ACH Payment is Made

[+ ACH Email Advice

<~ Reply | % Reply A §
ANNEMANAGER@ABCCREDITUNION.COM D Reply D Reply Al | —> Forward
To @ Mar@flowershop.com

Cc O ANNEMANAGER@ABCCREDITUNION.COM
I.E'l‘.'\.'e removed extra line breaks from this message.

Tue 3/17/2020 %:21 AM

APADV.001257.20200317.092119,pdf
<= 2KB

‘We have transmitted a payment to you. You should see a direct deposit hit your account within the next few days. Remittance details
are provided in the attachment for your records. Reply to this email or contact us directly if you have any questions.

Thank you,
Anne Manager
ABC Credit Union
Payment Advice PDF Attachment
fome Tools Document ® B8 E Q © # ® signin

ABC CREDIT UNION

ACH Remittance Advice

Pay to: Date: 3092020

FLOWER SHOPPE

MAIN STREET Total payment: $683.92
00

RANDOM CITY, MT 45678

616-285-5777

Customer 5: 000000000000000001 23

In Payment for:
Invoice Date Invoice = Description Amount NOTEs
03022020 MAEMTS FEB FEES 160 00 See note below
MARCH FEES
DISCOUNT FOR PREPAYMENT
FEB COST
MARCH COST

Notes:
Tnvolee 1483479
cludes February and March payment. including discount for
payment

ola]

NOTE: This example has a payment advice notation in the “Notes” section.

Notification to Credit Union of ACH Payments

The credit union optionally receives a copy of the Payment Advice email (and PDF with notes) that is sent
when an ACH payment is made to a vendor. The credit Union email address is added to the Cc: line of the

Payment Advice email, as shown in the example on the previous page.

This is configured by checking Email copy of payment advice to From email address in Tool #1900

Workflow Controls: Accounts Payable. The credit union email used is the “from” email configured on

this screen.
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