Training Document - How to Process
Electronic Payments to Suppliers

Accredo.

taking care of business

In this lesson you will learn about using the Accredo system.

After completing this lesson, you will be able to:

e Create an AP Electronic Payment Batch
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Purchase Order to Invoice Process

Process flow

Purchase Order Shipment Created Receipts Posted

eCreate a Purchase Order to go eShipments are used for eInwards Goods receipted into
to the supplier requesting receipting stock stock
goods/services to be supplied

Invoice Posted AP Payment

¢|nvoice received from ePayment is made to
Creditor/Supplier is posted. Creditor/Supplier - Remittance
Advice sent
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Electronic Payments

We can create Electronic payment batches to pay suppliers and upload to the bank for payment.

Processing Electronic Payments
Approve for Payment

Before you can generate payments based on outstanding invoices, you need to approve the invoices for

payment.

Tasks > AP > Approve for Payment

"J AP Approve for Payment

Creditor - From

Creditor - To

Creditor Group

Currency

Payment Method
Payment Due On or Before
Planned Payment Date
Branch

Department

Payment Pricrity Up To

NZD
Electronic
30/09/2014
30/09/2014

<
ool

2010
2010

| PRun |

Creditor Range This allows you to select just the creditors you wish to pay, you may also apply a filter on
your creditors if you wish. If you leave the fields blank, it will select all creditors that meet the criteria.

Creditor Group You can select a Creditor Group

Currency Choose the currency of creditors you’re are paying

Payment Method Select Electronic.

Payment Due On or Before This date defaults to your system date but can be changed. This allows you to
select invoices to pay based on their Due Date. You may apply a filter on transactions.
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Planned Payment Date This date defaults to your system date but can be changed. This date is used for
calculating any settlement discount.

Branch & Department If you wish to approve for a specific Branch and\or Department you can do so, or
leave blank to include all.

Payment Priority You can choose to pay up to a Payment Priority if you have these set on your Creditors.

Once you have made your selections, press Run or press F9 to bring up the list of candidate invoices to
approve.

"] AP Approve for Payment = 5]
[l creditor  |CARLTON Carlton Engineering Ltd NZD
Approved §1.743.75 Unapproved Held
» Creditor Type Date Reference  Outstandin Approve  Discount Hold Comment DueDate DiscountD...
Y g P
(2 7 2a Invoice  11/08/2014 RR3999  §256000 52,560.00 Mail Leaflet 20/09/2014| 11/08/2014
) CARLTON lInvoice  20/08/2014 TKISO  S1,74375 5174275 TLN20-55 Lathe 21/08/2014 PPN
=}
5
B
&
@ Total Approved §4.303.75 Total Discount Total Unapproved
Generate Payments [ JSM bJ l X Cancel |

Press F11 and press F4 in the approve column beside each invoice you wish to approve for payment.

To select all, press Shift+F4. You can enter a Hold amount if you don’t want to pay part of the invoice at this
time ie you may be waiting for a credit. Once you have made your selections, press Save.

You also have the option to print a report if required.
Generate Payments

Click the Generate Payments button at the bottom of the Approve for Payment screen.

"] AP Approve for Payment o || =] 28

l”] |@ Creditor ~ CARLTON Cariton Engineering Ltd NZD

EI Approved §1,74375 Unapproved Held

» Creditor  Type Date Reference Outstanding  Approve  Discount Hold Comment DueDate DiscountD...

AA Invoice  11/08/2014 RR3999  $2560.00 $2560.00 Mail Leaflet 20/09/2014  11/08/2014
CARLTON  Invoice 20/08/2014 TK750 §1,74375 5174375 TLN20-55 Lathe

=<

all

|Eu Total Approved $430375 Total Discount Total Unapproved

Cance!

v
[
I

3" Generate Payments
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The Generate Payments selection box displays. The selections you made on the Approve for Payments
screen will default where they can. If you don’t wish to generate payments at this time, you can do this
later by clicking Tasks > AP > Generate Payments

ﬂ?’AP Generate Payments
Creditor - From
Creditor - To
Creditor Group
Currency
Payment Method

Payment Due On or Before

0000
NZD

Electronic

30/08/2014

=]
B

| (=] (=] =)

(4] [«] [=] [=]

Payment Date 30/09/2014
—
e
Department BE ¥
—
= - -
Payment Priority Up To 9=
l P Run h |
Press Run. The following screen will display.
"] AP Generste Payments - Electronic [r= |- (el
Pericd [¥] MestCheque No CB Banking
Bank Code  DOCHQ
Payment Date 30/09/2014 Branch HO
Cansolidate 4]
Rate Type BUV Departrment SaL
Exchange Rate 10000
Total Payments $4,20375 MZD £4,20275 NZD
y» Creditor  Bank Account Ne Type Date Reference  Outstanding  Approved  Discourt  Payment Hold Comment DueDate DiscountD...
AL (1-2212-386940-40 Invoice 117082014 RR3049 S2ER00 2 550,00 §4.560.00 Mail Leaflet 2000972004 11/08/2014
B CARToN  03:0238-506975-00 Invoice  20/08/2014 TKFS0  SL74375 SLT43.75 §1,74375 TLNZ0-55 Lathe 21/08/2014  20/08/2014

i
E
@ E Creditor  |AA ALA Advertising Company
Fayment 5256000 Bank Account Mo |01-2222-385940-40
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Click the Generate Payments button to pay all the invoices displayed, or if you do not wish to pay some of
the invoices at this time, you can select them and press F3 to remove them from the list first. (They are still
“approved” so next time you generate payments with matching criteria they will reappear on the generate

payments screen).

"] &P Generated Payments = [t
Payment Date 30/09/2014 Feriod Sep 2014

CB Banking

Type | rm——— Status |Unbanked | Consclidste [¥es | Date 30/09/2014

Account [DOCHQ ABC GROUP LTD WZD

» Code Date Pericd Exchange ... Rate Ty... Reference Amount AmountEs Payse Account Cemment

=M 0/09/2014 306 10000 BUV DC 256000  §2,560.00 AA. ADVERTISING RAZ099

; 30/09/2014 306 10000 BUY DC $174375  §1.74375 CARLTON ENGL.. TETS)

[BL) Total Payments $4,303.75

[ & Remitiances | 5 Rsm'qlsnm [ &y Print Report | [ [ Dpen Summary |5 Export * bt

Send Remittances
Click the Remittances button to email remittances to creditors you have paid. The AP Email Remittance

Advices window opens. Press Run.

i

™} AP Email Remittance Advices = |[- B | 3|
Selections| HTML Email Editer| Attachments

Format

Report File Name APRemit.pfd -

Reprint
Use SMTP mailing
Log SMTP Session

OO0O0OO

Request Read Receipt
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The AP Email Remittance Results window will display so you can check if there were any issues with
emailing.

e

™} AP Email Remittance Results [ @[3
Display COR

Creditor Code Creditor Name Email Address
AA, Advertising Company info@AAAdv.co.nz
< | L} »
Errors 0

Records 1 XK Close h

Close the AP Email Remittance Results screen

You can also click the print Remittances button to print Remittances for Creditors you have paid that do not
have a Remittance Email address.

Export Batch

Click Export.
= P Generated Payments =]
Payment Date 30/08/2014 Feriod Sep 2014
CB Banking
Type |[EEE— Stotus [Unbamked | Consolidste [Wes | Date 30,00/2004
Account DOCHQ ABC GROUPLTD MED
» Code Date Pericd Exchange... Rat=Ty... Reference Amount AmountBs Payse Account Comment
06 10000 BUY DC $2,560.00 §2,560.00 A.A. ADVERTIEIMG RRAZ093
306 1.0000 BUY nc $1.74375 5174375 CARLTON ENGL... TKT5D
@ Totel Payments $4,303.75
[g B:m\&nncs] 57 Remittances ||§ Pnnt Report g Dpen Summary ] Export k XK Exit

The following window will appear, the Due Date will always default to today’s date, but this can be changed
to a future date. Press Run to create the file
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- .
™ CB Export Electronic Payments E@u
Definition File (o)

Export File Creditor.txt
Due Date 9/03/2015

L,... Run

A confirmation window will appear. Press OK to accept the summary and update the Bank Account

C

@ 2 Electronic Payments exported to Z:\Saturnd400\Creditor.td.

8

Accept Summary and update Bank Account? ’

I OK l Cancel

Prepared by Zeal Systems Ltd ©2012 Last updated 14 June 2017



Contact

For further information or for assistance with Accredo please do get in touch with us.

Offices

New Zealand (+64)

TAUraNGA..cceviiieiiiiieeieeeeeeeeeeeeeeeeeeeeeeeeeeeee 07 544 4488

WellingtoN.....ceeieieircececeeeee e 04 282 1534

Email..ccovveeeeeeiiieieiinnne, Helpdesk@ZealSystems.co.nz

Australia (+61)

Melbourne.......ccovveeeiniieiencircec e 03 9016 3410
SYANEY .. 02 9098 0996
Brisbane......ccooovveinineccncece e 07 3088 4989
Email..coovieiiiieee Helpdesk@ZealSystems.com.au
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