Process Payments from Purchasing

1. From Purchasing module click Process Payments.

a. Process Payments screen displays, select Bank Account and Transactions under bank account will be displayed
Process Payments ~ ] X

PrintCheck  Close

Details
Bank Account | 253624539656 ~ | Bank Name: | Three Rivers Federal Credit Union Next Check No 00001107 | @ Checks ACH

Process Payments | Archive File

A SelecsAll [ Clear Al Export= 53 View= | Filter (F3) 24 record(s) (4 selected) b1
To Process  Date Record No. Payee Check No. Transaction Type Amount Hold Hold Reason
¥l olme/zons  PAY-629 Archer Daniels Midland 00001028 AP Payment 558806 -
01/23/2018  PAY-544 The Andersons 00001036 AP Payment 1,667.00
05/08/2018  PAY-712 Maratnon Oil Corporation 00001063 AP Payment 161138

b. Click Print Check to open the Print Dialog box and the Report Viewer - Check Voucher Middle AP.

Report Viewer - Check Voucher Middie AP

Vendor: 0001005003 Nidwest Propane Account:
Billd Invoice No. Date Comment Amount Disclnterest Paid Amount
BL231 (1 7262017 17321 00
Check Amount: 17321 Date: 0772612017 Check No.: 00000002
One Hundred SeventyThies and 21100 -+ ==+ ++ 45+ ¢ s sasssssasssase
0712612017 17321
Fort Wayne Offic
5 Main
Fort Wayne, IN 46804

7 ® 0 & Reaty

c. Inthe Print Dialog box click Print button.

Print

Total: 4 sheets of paper

ﬁ | Cancel |

Destination EIEIIJ Brother DCP-7030 on d...
d. or In the Print Dialog box click Cancel button.

print
e Vendor: 0001005003 Nidwest Propane Account:
s Comment Amount Discntrest Paid Amou
Laet ot om0 2 o0 izt
\\DENNIS\Brother DCP-
Destinsts & berr
Crang,
Pages M
Chock Amount: 2 Date: 07262017 Check No: 00000002
58
Copies
Options Fitto page
Two-sided
+ Mersseting
o0y m21

Printusing ystem dislg.. (Cil-SHifte7) Fort Wayne Offc

555 Main
Fort Wayne, IN 46802

Vendor: 0001005003 Midwest Propane. Account:
Invaco s Comment Amount DiscAntrest Paid Amount
Laet o omez0r7 "t o0
Chock Amount: m2r Date: 07282017 ChckNo: 00000002

In the Print Check Verification screen, you will have to specify whether the printing of check was a success or it failed.
i. If the check printing was a success, see Printing of Check is successful.


https://help.irelyserver.com/display/DOC/Printing+of+Check+is+successful

ii. If the check printing failed, see Printing of Check failed.
e. Close the Check Voucher Middle report by clicking the x button on the Check Voucher Middle tab to close the said report or click the X

button at the top right corner of the Report Viewer to close all reports.

™ NEE
)@ [ raget ot [ ] (BB ke~
Vendor: 0001005003 Midwest Propane Account:
sinia Invoice No. oate Comment Amount Discierest Paid Amount
e o158 onzezorr a2t o0 2
Check Amount 2 Date: 072672017 Check No:: 00000002
One Hundred Seventy.Three and 21/100 -+ =+ = s+ s s snssnsessssnns
0782017 7321
Fort Wayne Offc
555 Main
Fort Wayne, IN 46504
2 ® 0 B ey

f. From Purchasing module click Process Payments.

i. Process Payments screen displays, select Bank Account and Transactions under bank account will be displayed
A~ O x

Process Payments
Preview Close

Deaits |

Bank Account | 001122

Process Type

@® Checks
) ACH or NACHA
Positive Pay

Check Format

Check Voucher Middle AP

Check Printing Options
/| Print Company Name:
/| Print Vendor Name
/| Print Check No.

/| Print Memo

? & O B Ready

~ | Bank Name: | Midwest America FCU

Process Payments

SelectAll [] ClearAll BB View  |Filer (F3)
To Process | Date Record No. Payee
v 2612017 PAY-241 Midwes Propane

Next Check No

Check No. Transaction Type

Auto-zssigned. Ciick to chan... AP Payment

00000002

Amount

17321

ii. Select the transaction/s to be processed and click Preview toolbar button.

Process Payments
Preview Close
Details

Bank Account | 001122

Process Type

@ Checks
(0 ACH or NACHA

O Positive Pay

Check Format

Check Voucher Middle AP

Check Printing Options
/| Print Company Name:
/| Print Vendor Name
! Print Check No.

| Print Memo

© O & Ready

~ | Bank Name: | Midwest America FCU

Process Payments

¥ SelectAll [ Clear All 83 View Filter (F3)
To Process | Date Record No. Payee
7/26/2017  PAY-241 Midwest Propane

Nexr Check No

Check No, Transaction Type

Auto-assigned. Click to chan.. AP Payment

00000002

k2
Y

Amount

17321



https://help.irelyserver.com/display/DOC/Printing+of+Check+failed
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Vendor: 000100003 Midwest Propane

Billld Invoice No. Date Comment
BL281 o158 7282017

Check Amount: 17321 Date: 072612017

Ons Hundred Saventy-Three and 21/100

Fort Wayne Offic

Main
Fort Wayne, IN 46804

7@ 0 = =

. The Report Viewer will open showing the Check Voucher Middle report.

Account:
Amount Discinterest Paid Amount
17321 000 1321

Check No.: 00000002

0712612017 17321

[ Y

Aecive Close

nE'a W« rage [t = ot 1] o] [®][E] P~

Vendor: 0001005003 Midest Propane

Billa Invoice No. Date Comment
BL2at 0ise 7282017

Check Amount: 17321

Date: 0772612017

One Hundred Seventy-Thres and 21/100 77+ %7 s x5 7 sr s srssssssnes

iv. Click Print button to open the Print Dialog box and the Print Check Verification screen.

NS

Account:
Amount Disclnterest Paid Amount
17321 000 a2l

Check No.: 00000002

? @ 0 B Read
V. In the Print Dialog box click Cancel button.
S - o
e —— e
ﬁ BL281 0158 071262017 m2 000 m21
cncxtmae <t o v ko owovm
-
Vs oo v -
T e e

Chock Amount: m2r Date: 07282017 CheckNo: 00000002




vi. In the Print Check Verification screen click Commit toolbar button.

Print Check Verification

Commit Close

Details
Printed Checks

(] Fail &l [] Fail None

Fail | Reason Record No Date Check No. Payee Amount
Enter reason why the check failed to print. PAY-241 7/26/2017 00000002 Widwest Propane 17321

Ready

In the Print Check Verification screen, you will have to specify whether the printing of check was a success or it failed.
1. If the check printing was a success, see Printing of Check is successful.
2. If the check printing failed, see Printing of Check failed.

vii. Close the Check Voucher Middle report by clicking the x button on the Check Voucher Middle tab to close the said report or
click the X button at the top right corner of the Report Viewer to close all reports.
M B ® K page 1 v oof 1 b % B B e v :
P T — N s Pl A
One Hundrd Seveny-Theeand 2110 -4+
2 Vime, i sss
?7 @ Q0 [ Resd
Viii.

Once the Report Viewer is closed, Process Payment screen will still be open and transaction processed will removed from
checks process type

Process Payments ~ 0O x
Preview Close
Details
Bank Account 001122 v | Bank Name: | Midwest America FCU Next Check No 00000002
Process Type Process Payments
@ Checks selectAll [ Clesr sl B3 view Filter (F3) b
O ACH or NACHA To Process | Date Record No. Payee Check No. Transaction Type Amount
) Positive Pay

Check Format

Check Voucher Middle AP

Check Printing Options
/| Print Company Name
/| Print Vendor Name
/| Print Check No.

| Print Memo

@ O B4 Printjob started.



https://help.irelyserver.com/display/DOC/Printing+of+Check+is+successful
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ix. Processed transaction will be moved to Positive Pay process type

Process Payments

Generate  Close

TDetaits |
Bank Account | 001122 ~ | Bank Name: | Midwest America FCU File Format ~
Process Type [Process Paymenss | Archive File
Checks [ SelectAll [ Clear Al B3 Wiew Filter (F3) il
© ACH or NACHA ToProcess | Date Record No. Payes Check No. Transaction Type Amount
© Posidve Pay 71072017 PAV-240 ABC Trucking 00000001 AP Payment 11,0032
Check Format v 16017 pav-241 Midwest Propane 00000002 AP Payment 17321

Check Voucher Middle AP

Check Printing Options
/| Print Company Name
| Print Vendor Name
! Print Check No.

| Print Memo

] Transaction is un-flagged for processing.

x. Select File Format Type and click Generate toolbar button and file should be downloaded.

e [ —
Inventory Generate  Close.
Purchasin Deais
Purcha: Bank Account | 001122 v | Bank Name: | Midwest America FCU File Format
S Process Type Process Payments | Archive File
Vouc Checks @selectal [JClearAl BB View | Filter (F3) 52
R ACH or NACHA Toprocess | Date Record No, Payee Chece o Transaction Type Amount
Eegiasies © Positive Pay 71012017 PAY-240 ABC Trucking 00000001 AP Payment 1100322
Pay Voucher Details
5 Check Format. 712612017 PAY-241 Midwest Propane 00000002 AP Payment 17321
Process Payments
Check Voucher Middie AP
[T —
Check Printing Options
I Print Company Name
I Print Vendor Name
Payroll I Print Check No,
Notes Receivl bl Prin Meme
7 ® 9 Transaction is un-flagged for processing.
98,850.00
Locstion: 0001 - Fort Wayne Copyrizht © 2017 iRely, All rig.

4016_PositiveConfi...csv A

xi. Transaction should be moved to Archive File Tab and tagged as committed

Process Payments

Retrieve File Regenerate  Close

Details
Bank Account | 001122 ~ | Bank Name: | Midwest America FCU File Format Pasitive Confirmation v
Process Type Process Payments | Archive File
O Checks Date Record No Poyee Transaction Type Amount Committed
ACH or NACHA
@ Positive Pay ) Batch Log ID: 36 - 07/26/2017 - 4016_PositiveConfirmation 2017 07 26 035749.csv
2017072 PAY-241 Midwest Propane AP Payment 17321 |

Check Format

Check Voucher Middle AP

Check Printing Options
/| Print Company Name
/| Print Vendor Name
/! Print Check No.

| Print Memo

[~ Transaction is un-flagged for processing.




xii. Click Retrieve Toolbar button to retrieve generated file

iRely i21

Do you want to retrieve file
4016_PositiveConfirmation_2017_07_26_035749.csv?

“

. Click Yes to retrieve generated
file

P

Bank Account | 001122 v | Bank Name: | Midwest America FCU File Format Positive Confirmation | ¥

o S

Checks Date Record No. Payee Transaction Type Amount | Commitzed
) ACH or NACHA

® Posicive Pay

[ 7-4076 \ 2017.07.26 035749.csv

Pay Vou

P T . V| 2017072 Pav241 Midwest Propane P Payment 7321 v
5 Check Format

Process Payments
Check Voucher Middie AP.

Import Vouchers from O

1009

Buyers

Check Printing Options
< Print Company Name
 Print Vendor Name

Payroll  Print Check No.

Notes Rece | Print Memo

O[] Transaction is un-fagged for processing.

9886000

Company: 01 | Location: 0001 - Fort Wayne Copyrighs © 2017 iRely, Al ig

B 4016 PositiveConfi..csv

From Purchasing module click Process Payments.

i. Process Payments screen displays, select Bank Account and Transactions under bank account will be displayed

Process Payments

Preview Close

TDetaits |
Bank Account: | 123452 v | Bank Name: | Chase Bank - Indiana Nesxt Check No: 00000059
Process Type Process Paymens |
® Checks [ SelectAll [] Clear Al 83 Layout Q| Fi ds (F3)
O ACH or NACHA ToPracess | Date Record No. Payes Check No. Transaction Type Amount
() Positive Pay v 05162016  PAY-133 Brown Brother Farms Auto-assigned. Click to chan... AP Payment 3500

Check Format
Check Voucher Middle

Check Voucher Middle Overflow

Check Printing Options
/| Print Company Name
/| Print Vendar Name
/| Print Check No.

| Print Memo

@

B Transaction is flagged for processing.




ii. Select the transaction/s to be processed and click Preview toolbar button.

Details

Bank Account: | 123452 ~ | Bank Name: | Chase Bank - Indiana Next Check No: 00000059
Process Type Process Payments
® Checks SelectAll [ Clesr Al B8 Layout ~ Q Filu
O ACH or NACHA To Process | Date Record No. Payes Check No. Transaction Type Amount
O Positive Pay

05/16/2016  PAY-133 Brown Brother Farms Auto-assigned. Ciick to chan... AP Payment 35.00

Check Format
Check Voucher Middie

Check Voucher Middle Overflow

Check Printing Options
/| Print Company Name
/| Print Vendar Name
/| Print Check No.

| Print Memao

@ @ © EJ Transaction is flagged for processing.

iii. The Report Viewer will open showing the Check Voucher Middle report.

Check Voucher Middle AP

| B S| | 4| 4 page 1 Y off 1|k ([ M| |E| B[ Pdf v

Vendor: 0001005006 Brown Brother Farms Account:
Bill id Invoice No. Date ‘Comment Amount Discount Paid Amount
BL-106 54215 05/16/2016 35.00 0.00 35.00
Check Amount: **35.00 Date: 05/16/2016 Check No.: 00000059
Thirty-Five and 00/100 = == ### 25z ssssssasssssassssnns .
4 »

iv. Click Print button to open the Print Dialog box and the Print Check Verification screen.

Check Voucher Middle AP

4] IE' =] M || 4 |Page 1 Yof 1| k|| K B | B || Pdf v
Vendor: 0001005006 Brown Brother Farms Account:
Bill id Invoice No. Date ‘Comment Amount Discount Paid Amount
BL-106 54215 05/16/2016 35.00 0.00 35.00
Check Amount: **35.00 Date: 05/16/2016 Check No.: 00000059
Thirty-Five and 00/100 = == ### 25z ssssssasssssasssnnns .
4 »




V. In the Print Dialog box click Cancel button.

Print Vnder: (OO0 Bl Bt P o
Total: 1 sheet of paper G s aanore EE T
=]
\\DENNIS\Brother DCP-...
Destiation [ D03 7030
GheckAmourt: 0 owe: asneams p—
| change... |
Pages ® A
ity 00+ e
T fams
Copies e preyyiniuty
Papersize Letter -
Quality 1200 dpi -
Nendor. OGS Goun BoterFams recaunt
e ket O PR —
Options O Fitto page aiee s oaaons wm o B
[0 Two-sided
Brint using system dialog.. (CtrlsShift+P)

vi. In the Print Check Verification screen click Commit toolbar button.

Print Check Verification

| commit Ciose

Details

Printed Checks

Failall [ Fail Nane

Fail | Reason Record No. Date Check No Payee Amount

Enter reason why the check failed to print. PAY-133 05/16/2016 00000059 Brown Brother Farms 35.00

@ @ O Ready

In the Print Check Verification screen, you will have to specify whether the printing of check was a success or it failed.
1. If the check printing was a success, see Printing of Check is successful.
2. If the check printing failed, see Printing of Check failed.

vii. Close the Check Voucher Middle report by clicking the x button on the Check Voucher Middle tab to close the said report or

click the X button at the top right corner of the Report Viewer to close all reports.

Vendor: 0001005006 Brown Brother Farms Account:
Bill id Invoice No. Date ‘Comment Amount Discount Paid Amount
BL-108 54215 05/16/2016 35.00 0.00 35.00
Check Amount: **35.00 Date: 05/16/2016 Check No.: 00000059

Thirty-Five and D0/100 *** *#*# 22 s s s s sassnnssnsnrnnns



https://help.irelyserver.com/display/DOC/Printing+of+Check+is+successful
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. Once the Report Viewer is closed, Process Payment screen will still be open and transaction processed will removed from
checks process type
CNECKS process type

Deails

Bank Account: | 123452 | Bank Name: | Chase Bark - Indiana Next Check No: 00000059
Process Type Process Payments
® Checks A SeleccAll [J Clear Al BB Layour Q. |Fi
ACH or NACHA ToProcess | Date Record No. Payes Check No Transaction Type Amount

O Positive Pay

Check Format
Check Voucher Middle

Check Voucher Middle Overflow

Check Printing Options
! Prirt Company Name
' Print Vendor Name
' Print Check No.

! Print Memao

Q@ 4 Print job started.

ix. Processed transaction will be moved to Positive Pay process type

Process Payments

Generate  Close

Details

Bank Account: | 123452 ~ | Bank Name: | Chase Bank - Indiana Next Check No: 00000060 | File Format ~
Process Type Process Paymens |
Checks [ SeleccAll [J Clear Al B8 Layour Q4 |Fi
O ACH or NACHA To Process | Date Record No. Payes Check No, Transaction Type Amount
@ Positive Pay 11/0272015  PAY-1 BP Oil North West Ohio 00000052 AP Payment 323719
Check Format 01/08/2016  PAY-5 Apple Spice Sales 00000051 AP Payment 3,366.30
Check Voucher Middle 05/16/2016  PAV-100 Midwest Propane 00000054 AP Payment 55.00
Check Voucher Middle Overflow £ 05/16/2016  PAV-133 Brown Brother Farms 00000059 AP Payment 3500
05/16/2016  PAY-135 Hall Oil and Gas 00000056 AP Payment a000

Check Printing Options
/| Print Company Name.
/| Print Vendor Name
/| Print Check No.

| Print Memao

@

b1 Transaction is un-flagged for processing.

x. Select File Format Type and click Generate toolbar button and file should be downloaded.

Process Payments

Generate Close

Detils

Bank Account: | 123452 ~ | Bank Name: | Chase Bank - Indiana Next Check No: 00000060 | File Format ‘
)
Process Type [Process Paymens |
O Checks A SelectAll [ Clear Al BB Layout  Q
) ACH or NACHA ToProcess | Date Record No. Payes Check No. Transaction Type Amount
® Positive Pay 11/02/2015  PAY-1 BP Oil North West Ohio 00000052 AP Payment 323719
Check Format 010872016 PAYS Apple Spice Sales 00000051 AP Payment 3,366.30
Check Voucher Middie 0S/16/2016  PAY-100 Midwest Propane 00000054 AP Payment 55.00
Check Voucher Middle Overfiow 05/16/2016  PAY-133 Brown Brother Farms 00000059 AP Payment 35.00
0S/16/2016  PAY-135 Hall Ol and Gas 00000056 AP Payment a0.00

Check Printing Options
/! Princ Company Name
/| Princ Vender Name
/] Print Check Na.

| Print Memo
‘ @ 3_testa_2016_06_2!

From Purchasing module click Process Payments.




i. Process Payments screen displays, select Bank Account and Transactions under bank account will be displayed

Process Payments

Preview Close

Details

Bank Account: | 113322 ~ | Bank Name: |Wells Fargo Indiana Next Check No: 00000004
Process Type [Process Paymenss |
@ Checks W SeleccAl [JClearAll  BELsyout Q| Filter Records (F3)
O ACH or NACHA To Process | Date Record No. Payee Check No. Transaction Type Amount
© Positive Pay ) 04/28/2016  PAY-93 Apple Spice Sales Auto-assigned. Click to ch.. AP Payment 2500

Check Format
Check Vioucher Middle

Check Voucher Middle Overfiow

Check Printing Options
! Print Company Name
+ Print Vendor Name
/! Print Check No.

| Print Memo

@ 0
Select the transaction/s to be processed and click Preview toolbar button.

Process Payments

Q B Ready

Preview Close

Details

Bank Account: | 113322 ~ | Bank Name: |Wells Fargo Indiana Next Check No. 00000004
Process Type Pracess Payments
@ Checks (A SelectAll [ Clear Al B8 Layout Q. Filter Records (F3)
O ACH or NACHA To Process | Date Record No. Payee Check No. Transaction Type Amount
(- Positive Pay D4/28/2016  PAY-93 Apple Spice Sales Auto-assigned. Click to ch.. AP Payment 25.00

Check Format
‘Check Voucher Middle

Check Voucher Middle Overflow

Check Printing Options
/| Prin: Campany Name
/| Print Vendor Name
! Print Check No.

| Print Mema

@ @ Q0 = Ready

iii. The Report Viewer will open showing the Check Voucher Middle report.

Check Voucher Middle AP

L =) K || 4 |Page |1 | of| 1| PN = RN =S -
Vendor: 0001005004 Apple Spice Sales Account: 1593578245
Billld Inveice No. Date Comment Amount Discount Paid Amount
BL-94 8899 04/28/2016 25.00 0.00 25.00
Check Amount: 25.00 Date: 04/28/2016 Check No.: 00000004

Twenty-Five and 00/100 * ** * ** # ¥ # # ¥ 1 xxra s xxaxzrazarann




iv. Click Print button to open the Print Dialog box and the Print Check Verification screen.

L= i =

Pdf

Vendor: 0001005004 Apple Spice Sales Account: 1593578246
Billld Invoice No. Date Comment Amount Discount Paid Amount
BL-94 8899 04/28/2016 25.00 0.00 25.00
Check Amount: **26.00 Date:  04/28/2016 Check No.: 00000004
ety Five and B0/100 *#+* % #4242 s s s sssissiasiais
. »
v. In the Print Dialog box click Cancel button.
Print [P U——. .
Total: 1 sheet of paper e e e e el
=[]
Destination [ \\DENNIS\Brother DCP-..
Al ot 0 -
| Change... |
Pages ONl
Hopte Spice Sales
Copies - ety
L Fert Wayne. IN 46805
Paper size. Letter -
Quality 1200 dpi -
Py — J—
= E————— e
Options W) Fitto page e m e T 0
[ Two-sided
Print using system dialog... (Ctrl+Shift+P)
ROV

Vi.

Print Check Verification

Commit Close

Details

Printed Checks

b4 FailAll - [] Fail None
Fail | Reason Record No.
Enter reason why the check failed to print. PAY-93

a0
g v

Ready

s ouzazaie

Ep—

Date Check No.

04/28/2016 00000004

In the Print Check Verification screen click Commit toolbar button.

Payee Amount

Apple Spice Sales 25.00

In the Print Check Verification screen, you will have to specify whether the printing of check was a success or it failed.

1. If the check printing was a success, see Printing of Check is successful.
2. If the check printing failed, see Printing of Check failed.


https://help.irelyserver.com/display/DOC/Printing+of+Check+is+successful
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vii. Close the Check Voucher Middle report by clicking the x button on the Check Voucher Middle tab to close the said report or
click the X button at the top right corner of the Report Viewer to close all reports.

Report Viewer x

Hw 2 W || 4 |Page |1 v of 1||» || N Bl & oedf v
Vendor: 0001005003 Midwest Propane Account:
Billld Invaice No. Date Comment Amount Discount Paid Amount
BL-93 321 04272016 14.00 0.00 14.00
Check Amount: ~14.00 Date: 04/27/2016 Check No.: 00020005

Fourteen and 00/100 = * = ** === s = s s rasrsansssranansrs

4 »

viii. Once the Report Viewer is closed, Process Payment screen will still be open and transaction processed will removed from
checks process type
Process Payments

Preview Close

Details

Bank Account: | 113322 ~ | Bank Name: | Wells Fargo Indiana Next Check No 00000005
Process Type Pracess Payments
@ Checks & SeleccAl [JClear Al B Layout Q| Filter Re
) ACH or NACHA ToProcess | Date Record No Payee Check No Transaction Type Amount

O Positive Pay

Check Format
‘Check Voucher Middle

Check Voucher Middle Overflow

Check Printing Options
! Print Company Name
+ Print Vendar Name
! Print Check No.

| Print Mema

@ @ Q X Reagy

ix. Processed transaction will be moved to Positive Pay process type
Process Payments

Generate  Close

Details

Bank Account: 113322 v Bank Name: | Wells Fargo Indiana Next Check No: 00000005 | File Format v
Process Type Process Payments
O Checks o SeleccAl [ Clear All B3 Layout
O ACH or NACHA To Process | Date Record No Payee Check No Transaction Type Amount

® Positive Pay v 04/28/2016  PAY-93 Apple Spice Sales 00000004 AP Payment 25.00

Check Format
(Check Vioucher Middle

Check Voucher Middle Overfiow

Check Printing Options
| Prin Company Name
! Print Vendor Name
/| Prin: Check No.

| Print Mema

® Q@ 9 & Reay




x. Select File Format Type and click Generate toolbar button and file should be downloaded.

Process Payments

Generate Close

Detalls

Bank Account: | 113322

Process Type

Checks
) ACH or NACHA

® Positive Pay

Check Format

Check Voucher Middle

~ | Bank Name: | Wells Fargo Indiana

Check Voucher Middle Overflow

Check Printing Options
¥ Print Company Name
/| Print Vendor Name
| Print Check No.

! Print Memeo

®©

B4 Ready

s

Process Payments

[ Select All [ Clear All

To Process | Date

04/28/2016

Record No.

PAY-93

9 Layour  Q F

Payee Check No. Transaction Type Amount

Apple Spice Sales 00000004 AP Payment 2500

[ 8testo 201604 28 0. ...

From Purchasing module click Process Payments.

i. Process Payments screen displays, select Bank Account and Transactions under bank account will be displayed

Process Payments

Preview Close

Details

Bank Account | 001122

Process Type
@ Checks

ACH or NACHA
O Positive Pay
Check Format

Check Voucher Middle AP

Check Printing Options
/| Print Company Name:
/| Print Vendor Name

! Print Check No.

| Print Memo

B Ready

~ | Bank Name:

Process Payments

[ Select Al [ Clear All

ToProcess | Date

v 712672017

Midwest America FCU Next Check No 00000002
B8 View Filter (F3) bH
Record No. Payee Check No, Transaction Type Amount
PAay-241 Midwest Propane Auto-assigned. Click to chan. AP Payment 173

Process Payments

Preview Close

Details

Bank Account | 001122

Process Type

® Checks
() ACH or NACHA

O Positive Pay

Check Format

Check Voucher Middie AP

Check Printing Options
/| Print Company Name
/| Print Vendor Name
/| Print Check No.

/| Print Memo

Select the transaction/s to be processed and click Preview toolbar button.

~ | Bank Name: | Midwest America FCU Next Check No 00000002
Process Payments
(/) SeleccAll [] Clesr Al B8 View | Fileer (F3) 52
To Process | Date Record No. Payee Check No. Transaction Type Amount
712602017 PAY-241 Midwest Propane Auto-assigned. Click to chan.. AP Payment 173
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Vendor: 000100003 Midwest Propane

Billld Invoice No. Date Comment
BL281 o158 7282017

Check Amount: 17321 Date: 072612017

Ons Hundred Saventy-Three and 21/100

Fort Wayne Offic

Main
Fort Wayne, IN 46804

7@ 0 = =

. The Report Viewer will open showing the Check Voucher Middle report.

Account:
Amount Discinterest Paid Amount
17321 000 1321

Check No.: 00000002

0712612017 17321

[ Y

Aecive Close

nE'a W« rage [t = ot 1] o] [®][E] P~

Vendor: 0001005003 Midest Propane

Billa Invoice No. Date Comment
BL2at 0ise 7282017

Check Amount: 17321

Date: 0772612017

One Hundred Seventy-Thres and 21/100 77+ %7 s x5 7 sr s srssssssnes

iv. Click Print button to open the Print Dialog box and the Print Check Verification screen.

NS

Account:
Amount Disclnterest Paid Amount
17321 000 a2l

Check No.: 00000002

? @ 0 B Read
V. In the Print Dialog box click Cancel button.
S - o
e —— e
ﬁ BL281 0158 071262017 m2 000 m21
cncxtmae <t o v ko owovm
-
Vs oo v -
T e e

Chock Amount: m2r Date: 07282017 CheckNo: 00000002




vi. In the Print Check Verification screen click Commit toolbar button.

Print Check Verification

Commit Close

Details
Printed Checks

(] Fail &l [] Fail None

Fail | Reason Record No Date Check No. Payee Amount
Enter reason why the check failed to print. PAY-241 7/26/2017 00000002 Widwest Propane 17321

Ready

In the Print Check Verification screen, you will have to specify whether the printing of check was a success or it failed.
1. If the check printing was a success, see Printing of Check is successful.
2. If the check printing failed, see Printing of Check failed.

vii. Close the Check Voucher Middle report by clicking the x button on the Check Voucher Middle tab to close the said report or
click the X button at the top right corner of the Report Viewer to close all reports.
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Viii.

Once the Report Viewer is closed, Process Payment screen will still be open and transaction processed will removed from
checks process type

Process Payments ~ 0O x
Preview Close
Details
Bank Account 001122 v | Bank Name: | Midwest America FCU Next Check No 00000002
Process Type Process Payments
@ Checks selectAll [ Clesr sl B3 view Filter (F3) b
O ACH or NACHA To Process | Date Record No. Payee Check No. Transaction Type Amount
) Positive Pay

Check Format

Check Voucher Middle AP

Check Printing Options
/| Print Company Name
/| Print Vendor Name
/| Print Check No.

| Print Memo

@ O B4 Printjob started.



https://help.irelyserver.com/display/DOC/Printing+of+Check+is+successful
https://help.irelyserver.com/display/DOC/Printing+of+Check+failed

ix. Processed transaction will be moved to Positive Pay process type

Process Payments

Generate  Close

TDetaits |
Bank Account | 001122 ~ | Bank Name: | Midwest America FCU File Format ~
Process Type [Process Paymenss | Archive File
Checks [ SelectAll [ Clear Al B3 Wiew Filter (F3) il
© ACH or NACHA ToProcess | Date Record No. Payes Check No. Transaction Type Amount
© Posidve Pay 71072017 PAV-240 ABC Trucking 00000001 AP Payment 11,0032
Check Format v 16017 pav-241 Midwest Propane 00000002 AP Payment 17321

Check Voucher Middle AP

Check Printing Options
/| Print Company Name
| Print Vendor Name
! Print Check No.

| Print Memo

] Transaction is un-flagged for processing.

x. Select File Format Type and click Generate toolbar button and file should be downloaded.

e [ —
Inventory Generate  Close.
Purchasin Deais
Purcha: Bank Account | 001122 v | Bank Name: | Midwest America FCU File Format
S Process Type Process Payments | Archive File
Vouc Checks @selectal [JClearAl BB View | Filter (F3) 52
R ACH or NACHA Toprocess | Date Record No, Payee Chece o Transaction Type Amount
Eegiasies © Positive Pay 71012017 PAY-240 ABC Trucking 00000001 AP Payment 1100322
Pay Voucher Details
5 Check Format. 712612017 PAY-241 Midwest Propane 00000002 AP Payment 17321
Process Payments
Check Voucher Middie AP
[T —
Check Printing Options
I Print Company Name
I Print Vendor Name
Payroll I Print Check No,
Notes Receivl bl Prin Meme
7 ® 9 Transaction is un-flagged for processing.
98,850.00
Locstion: 0001 - Fort Wayne Copyrizht © 2017 iRely, All rig.

4016_PositiveConfi...csv A

xi. Transaction should be moved to Archive File Tab and tagged as committed

Process Payments

Retrieve File Regenerate  Close

Details
Bank Account | 001122 ~ | Bank Name: | Midwest America FCU File Format Pasitive Confirmation v
Process Type Process Payments | Archive File
O Checks Date Record No Poyee Transaction Type Amount Committed
ACH or NACHA
@ Positive Pay ) Batch Log ID: 36 - 07/26/2017 - 4016_PositiveConfirmation 2017 07 26 035749.csv
2017072 PAY-241 Midwest Propane AP Payment 17321 |

Check Format

Check Voucher Middle AP

Check Printing Options
/| Print Company Name
/| Print Vendor Name
/! Print Check No.

| Print Memo

[~ Transaction is un-flagged for processing.




xii. Click Retrieve Toolbar button to retrieve generated file

iRely i21

Do you want to retrieve file
4016_PositiveConfirmation_2017_07_26_035749.csv?

“

. Click Yes to retrieve generated
file

P

=0

Bank Account | 001122 v | Bank Name: | Midwest America FCU File Format Positive Confirmation | ¥

o racespaymens ramerie |

© Crecie

(O ACH or NACHA
— ® Posicve Pay v 7406 2017.07.26 03570.c5v

Date Record No. Payee Transaction Type Amount | Commitzed

P T . V| 2017072 Pav241 Midwest Propane P Payment 7321 v
5 Check Format

Process Payments
Check Voucher Middie AP.

Import Vouchers from O

1009

Buyers

Check Printing Options
< Print Company Name
 Print Vendor Name
Payroll  Print Check No.

Notes Rece | Print Memo

1 Transacton i un-fagged for processing,

9886000

Company: 01 | Location: 0001 - Fort Wayne Copyrighs © 2017 iRely, Al ig

B 4016 PositiveConfi..csv
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