How to Process ACH Paycheck

1. Click Paychecks from Payroll module.
2. Select paycheck from the grid.
3. Click Open toolbar button.

K

New  Open | Refresh Export  Cl

B8 Layout Q4 Filter Records (F3) 128 records (1 selected)
Payehadk No. Employes No.  FirstName Last hlame Pay Datz Periad From Period To Gross Pay Deduaions Takes | Company Tawes
PCHK-130 CLOWE Caral Lowe 6/8/2016 1312018 213206 1.280.00 3840 196.22 AL
PCHK-120 RRLAURENCE  Ruth Laurence 682018 112018 2122006 1,200.00 3600 23115 104
PCHK-128 RKBERENDS Rebecca Berends 6/8/2016 1312018 213206 112000 3360 21522 a7
PCHKAZ7 RHORTIZ Ramona oz 68,2018 1312018 21372006 2,280.00 E 18822 m
PCHK126 MCMORALES  Mary Morales 6/8/2016 1312018 2113720706 830.00 2640 16248 i
PCHK-125 IDPATRICK Julia Patrick 6/8/2018 13172018 21132006 1,280.00 38.40 25037 m
PCHK124 LIOBRIEN Linda Qbrien /9,201 1312018 2132076 1,200.00 3600 23280 104
PCHK-123 TGLEE Travis Lee 6/8/2018 13172018 211372006 800.00 24.00 14481 69
PCHK122 LOTURMAN Ly Turman /9,201 1312018 21132076 800.00 200 1491 ]
PCHK121 KIRICHTER Keisha Richter 6/8/2016 13172016 211372016 830,00 26.40 16248 E

T pcHka20 ACIOHNSON amy Johnson 682018 112018 2122006 1,200.00 3600 2230 104
PCHK-119 WVGONZALES  William Gonzales 6/8/2016 1312018 211372006 830.00 26.40 16248 i
PCHK-118 MBICKEL James Bickel 682018 112018 2122006 830.00 26.40 16248 k]
PCHK-117 TACRUZ Thomas Cruz 6/8/2016 1312018 213206 112000 3360 21522 a7
PCHK16 KPCOX Kendra Cox 68,2018 1312018 21372006 2,280.00 E 25037 m
PCHK-1S JEFLORES Judy Flores. 6/8/2016 1312018 2113720706 1,200.00 36.00 23280 104
BrHKA1a HnrRINFR Helar Fridar fami 1 130116 2 nan o nom 157 65 an Y

‘ »

17042250 4599.28 35,386.57 14,810.29

4. Selected paycheck's screen will be opened.
5. Click Process toolbar button.

Paycheck - PCHK-745

New Save Search Delete Undo |Process | Post Recalulate ConverttoCheck Clase

EmployeeNo [APRITTER Name on P Ri Pay Period PaycheckNo [pCH
Bank Account | 12152015 v PayDate + 07/31/2018 | PeriodFrom  |07/24/2018 | PeriodTo  |07/31/2018 B Reference No |To be pro:
Details | Summary | Timesheet | History PostPreview  Auditlog | Actachments
Earnings Employee Taxes
+ Add X Remove + Add % Remove
Earning ID Department | WCCode Hours. Rate Amount TaxID Description Amourt
REG Werehouse 5006 4000 .00 240,00 AT Federal Income Tax 3904 5
FICASS Employee. FICA Social Security Employee 2646
FICAMED Employee  FICA Medicare Employee 613
MiState Tax Michigan State Tax 000

NET: 535511 Hours: 40 Grass: 544000 Total: 571,68
Deductions Company Taxes
+Add X Remove +Add X Remove
Deduction!D | PaiaBy DeductFrom Rate | RateType Amount TaxiD Description Amount
401K Empioyee Grosspay 300 Percent 1320 FICASS Company FICA Soail Security Company 2845
Re Company GrossPay 500 Percen 1320 FICAMED Company ~ FICA Medicare Company sie
FUTA Federal UnEmployment Tax 341
suTA State UnEmployment Tax 226
PreTecs1320  PosiTax 3000 Total: 526... Totsl: 53832
7 @ Q oss | Ready 1] o1 O retresn

@ Unposted paychecks will automatically be posted when Process toolbar button is clicked before proceeding into printing it.

6. Process Payments screen will be displayed.
7. Select File Format and click Generate toolbar button.
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Process Paycheck

Generate  Close.

Details

Bank Account Bank Name: |Commerce Bank

Process Payments | Archive File

i Select Al [] Clear All Export~ B View~  Filter (F3)
ToFrocess | Date Record No. Fayes
v 07/31/2018  PCHK-745 Aaron P Ritter

1 record(s) (1 selected)

Transaction Type

Amount

Direct Deposit

35511

Hold | Hold Reason

(D The record displayed in the screen should be the selected paycheck only.

The checkbox of the selected paycheck is automatically checked.

File Format will be required if the bank used by the paycheck has no default ACH file.

8. Bank file is generated and commit paycheck
Paychecks are displayed in Archive tab

Process Paycheck

Regenerate ACH Print Remitta Email Remittance  Close

Details

Q| Ready

Bank Account [12152015 Bank Name: | Commerce Bank File Format
Process Payments | Archive File
Email Messege  The amtached payment has been made on your account.
Export~ 88 View= | Filter (F3) 280 record(s) b
Date Record No. Payee Reconciled? | Date Reconciled| EFT/ACH No Email Sent | Transaction Type Amount Notification 7
Batch Log ID: 120 - 07/31/2018 - 5 CommerceACH_2018 07 31 063230.c5v
07/31/2018  PCHK-745 Aaron P Ritter B4 Direct Deposit 35511 Email
\:/Ba(ch Log ID: 94 - 04/25/2018 - 5 ACHBalanced 2018 0425 123713.txt
04/25/2018  PCHK.742 Aaron P Ritter 63 Direct Deposit 33511 Email
Oatch Log ID: 90 - 03/29/2018 - 5 ACHBalanced 2018 03_29_015647.txt
017202018  PCHK-730 Billy 5 Quintana 60 Direct Deposit 42718 Print
01/20/2018  PCHK-729 Amy C Johnson 61 Direct Deposit 1,480.84 Print
01/20/2018  PCHK-727 George M Olney 62 Direct Deposit 1,574.48  Print
Cgatch Log ID: 73 - 02/01/2018 - 5 ACHBalanced 2018 02 01_123836.txt
01/19/2018  PCHK.722 Billy 5 Quintana 57 Direct Deposit 1523 Print e

1. Click Paychecks from Payroll module.
2. Select paycheck from the grid.
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3. Click Open toolbar button.

New  Open sh  Export  Cl

88 Layout Q. |Filter Records (F3) 129 records (1 selected)
Paycheck No Employee No First Name Last Name Pay Date Period From Period To Gross Pay Deductions Tawes  Company Tases.
PCHK.130 CJLOWE Caral Lowre 6/9/2016 131520168 2M13/2006 1,280.00 38.40 196.22 m
PCHK-129 RRLALIRENCE Ruth Laurence 6/8/2018 1E12018 21132018 1,200.00 368.00 23115 104
PCHK-128 RKBERENDS Rebecca Berends 6/9/2016 143152018 2/13/20M8 1.120.00 33.60 21522 97
PCHKA27 RHORTIZ Ramona oniz 682018 112018 2122006 2,280.00 3830 19622 m
PCHK-126 MCMORALES Mary Morales. 6/9/2016 14312018 2113/20M8 BE0.00 26.40 16249 76
PCHKA25 JDPATRICK Jutia Patrick 68,2018 1312018 21372006 2,280.00 E 25037 m
PCHK-124 LJCERIEN Linda Obrien 6/9/2016 14312018 2113/20M8 1,200.00 36.00 23280 104
PCHK123 ToLEE Travis Lee 68,2018 1312018 21372006 800.00 2a.00 13091 68
PCHK-122 LDTURNAN Lucy Turman 6/9/2016 14312018 2113/2018 B00.00 24.00 14491 69
PCHE-121 KTRICHTER Keisha itar 6/8/2016 131420168 211372006 BE0.00 26.40 16248 76
PCHK-120 ACIOHNSON Army Jehnsan 6/8/2016 132018 2113208 1,200.00 36.00 23280 104
PCHK.115 WVGONZALES William Gonzales 6/9/2016 131520168 2M13/2006 BE0.00 26.40 16243 76
PCHK-118 IMEBICKEL James Bickel 6/8/2018 1E12018 21132018 BE0.00 26.40 16249 KLl
PCHK-117 TACRUZ Thomas Cruz. 6/9/2016 143152018 2/13/20M8 1.120.00 33.60 21522 97
PCHK-116 KPCOX Kendra Con 682018 112018 2122006 2,280.00 3830 25037 m
PCHK-115 JEFLORES Judy Flores. 6/9/2016 14312018 2113/20M8 1,200.00 36.00 23280 104
DrHK. 114 HNrRINFR Halan riridar RImONTR 1IN I1TONR 1 nan nn 21 om 107 K5 an T

‘ 3

170,422.50 4,699.28 35,386.57 14,810.28

4. Selected paycheck's screen will be opened.
5. Click Process toolbar button.

Paycheck- PCHK-A21

Mew Save Searct Bank Info Eml
Employee No: | KTRICHTER Nemei | Keisha T Richter PayPeriodi | Biweekly Paycheck No | pcHK-121
Bank Actount: 12152015 v PayDate: /32016 [0 PeriodTo 232016 @] CheckNo: | Direct Deposit
Dewils | Summary  Timesheer  History  Attachmentsin)
Earnings Employee Taxes
+Add % Remove +Add % Remove
Earning ID Department Hours Rtz Amount Tax 1D Deseription Amaunt
REG 80.00 100 88000 FICA MED Emplayee FICA Medicare Emplayee 1238
FICA 55 Employee FICA Sadal Security Employes 5202
AT Federal Income Tay 8719
NET: 558111 Hours: 30 Gross L Toral: 3162 49
Deductions Company Taxes
+ add X Remowe + Add X Remove
Deduction 1D Calculation Type Amount Tax 1D Deseription Amaunt
401 Percent 2540 suTa State UnEmployment Tax 45
FUTA Federal UnEmployment Tax 3]
FICA MED Company FICA Medicare Company 1238
FICA S5 Campany FICA Sodial Security Company S0
Total: 12640 Total: 176.65
O [ Ready Page 1 0t

(‘D Unposted paychecks will automatically be posted when Process toolbar button is clicked before proceeding into printing it.

6. Process Payments screen will be displayed.
7. Click Generate toolbar button.

Process Payments

Deails

Bank Account: 12152015 Bank Name: | Commerce Bank File Farmat ~
Process Type Process Payments | Remittance Info Archive File T
Checks SelectAll [ Clearall B3 Layour Q4 Fileer Records (F3)
@ ACH or NACHA To Process | Date Record No. Payee Transaction Type Amount
Positive Pay

6872016 PCHE-121 Iceisha T Richter Direct Depasit 69111

Check Formet

Remittance Advice

Check Printing Options
 Print Company Narne
+/ Brint Vendor Mame
| Print Check Na,

v Print Memo




1. From the Employee Paycheck screen which is not yet posted, click the Print toolbar button.

WL} The record displayed in the screen should be the selected paycheck only.

The checkbox of the selected paycheck is automatically checked.

File Format will be required if the bank used by the paycheck has no default ACH file.

. Report Preview screen will be displayed.

. A prompt to save ACH Bank file will be displayed.
. Proceed to save bank file.

. A confirmation message will be displayed.

. Click Yes button.

iRely 21

Do you want to commit the transaction generated?

. Remittance Advice will be sent in employee's email.

=

. Click the Print icon .
. Proceed on printing the paycheck/s.
. Other buttons will be disabled.

Paycheck - PCHK-121

New

Employee Mo: KTRICHTER Name: | Keisha TRichter PayPeriod:  Giestly Paycheck No:  priik 121
Bank Account | 12152015 PayDate: | 5/9/2016 Period Fram: | 1/31/2016 PeriodToi 211312016 CheskNoi | Direct Deposic
Detail: | Summary Timesheet History  Attachments{0}
Earnings Employee Texes
Earning ID Department Hours Rate Amount Tax 1D Description Amount
REG s0.00 100 88000 FICA MED Emplayes FICA Medicare Emplayee 1238
FICA 55 Employee FICA Scial Security Emplayee s2m2
FIT Federal Income Tax 5719
NET: 3681.11 Hours: 30 Gross: saa0.00 Total: $162.49
Deductions Company Texes
Deduction 1D Caleulation Type Amount Tax 1D Description Amount
a1k parcent w40 sUTA State UnEmplayment Tax 452
FUTA Federal UnEmployment Tax 682
FICA MED Company FICA Medicare Company 1238
FICA 55 Campany FICA Social Security Company s2m
Total: 2640 Total: 176.65
@ B 0 E Posted page | 1 e
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2. Print Checks screen will be shown.
£ print Checks

E=1E3
Bank Account: |18 | Bank Name: |Bank of America Next Check No: 00000007
Electronic Bank Services Print Checks
@ None selectall [T] Clear All | Filter: X
ToPrint  Date ~ Record No. Payee Check No. Transaction Type Amount
[ 07/15/2015  PCHK-12 Jamie D Barry Auto-assigned. Clickto cha.  Paycheck 5,754.56

Check Format |

Paycheck Top
Paycheck Middle
Paycheck Bottom

Check Printing Optians

Print Company Name

Print Vendor Name
print Check Na.
Print Meme

@ O ) | Ready

a. Select the Paycheck transaction to be printed

b. Select the report from the Check format section

c. The Paycheck Check No. to be generated should be coming from the Next Check No field.
3. Click the Preview toolbar button to preview the paycheck report
4. The paycheck report will be displayed in the Report Viewer screen showing the Paycheck Details.

Five Thousand Seven Hundred Fity-Four and 5G/100 *++++ ==+ + =+ s ssssnsssssnns

o7s015 575456
Jamie D Barry
1020 Washington BoulevardDetrolt, Ml 48225
Employee 10 [CheckNo | Pay Date | Pay Period | Period From | _Period To
Jamie D Bany J0Bary (0771572015 [BiWeekly | 07/01/20%5 | o7/ta20ts
I armings Tares Deductons
ol
[Description Hows|  Rate| _Amount| escription Amount|_Amount|Descrition Amoun]
FOUR T60 5000 G000.00 | FICAMED(E) 12448  124.48[ 01K 2550
PAIDTIMEOFF 0 5000 5000 [FICASS ) S04 5224
HOUR SICK 8 5000 40000 [FIT 21732 212
HOUR VAC 5 5000 40000
Gross Pay] Tores] WetPay|
8850 0] 28299] 2550 BEES
8850 00 252991 T80 5 75056]

[Emoyes Rams T Employoe 0 [ChickNo | Py s | Py Parod | _Pered o | _Peroa o
Jamie D Barry JDBarry [07/15/2015 [Bi-Weekly | 0710112015 07/14/2015
o Seicions

I I =
T ——T
ooser ows|_gote] _amount|pes oani|_Amout Descrpton =
HOUR T 000 500000 | FCANEDE 1244 134 1H0TK F)
PADTMEOFF 0 2000 5000 |FCASSE) 226 522t
HOUR SIcK ¢ %00 w00 [T 2z 2me
HOUR VAC s s w0
i ey Teres] peweion] e
Crentpy S50 00 P ot S7erth
Year toDate Pay ssj:so w0 282994 26550 575055

5. Click the Print the report or Print the current page button to print the paycheck report.
6. Once it printed, the Print Check Verification screen will be shown.
3 Print Check Verification £

i

Commit | Close

Printed Checks
Fail All [T] Fail None

Fail Reason Record Ho. Date Check No. Payee Amount

PCHK-12 07/15/2015 00000007 Jamie D Barry 5,754.56

|l iRely i21 x

0 Are you sure to commit the printed and failed check numbers?

No

@ 2 )| Ready



7. Click the Yes button to commit the printed paycheck. In the paycheck screen, it showed the generated Check No. and it will automatically posted.

) Paycheck - PCHK-12 DIGIE
A g e - ] @
W Q ) = [, @ g
New Search Unpost  Bank Info  Employee Timesheet Recap Close
Employee No: Pay Date: Period From: Period To: Bank Account: Check No: Paycheck No:
DBal 7) 5 7/01/2015 7/14/2015 5 00000007 PCHK-12
Details | Summary | History | Attachments
Earnings. Employea Taxes
[ EamingID Hours. Rate Amount || [] TaxID Amount
[ Hour 160.00 50.00 8,000.00 || [7] FICAMED(E) 12448
[F] PAIDTIMEOFF 0.00 50.00 50.00 || [F] FICASS(E) 53224
[ HOuR SIcK 500 50.00 20000 ||F| AT 217322
[F | Hour vac 800 50.00 400.00
NET: 5,754.56 Hours: 176.00 Gross: 8,850.00 Total: 2,829.94
Deductions ‘Company Taxes.
[[] Deduction ID Calculation Type Amount || [[] TaxID Amount
B s01¢ Percent 26550 || [ suTa 240
B Futa 56.00
[ Ficamed(c) 12448
] Feass(c) 53224
Total: 265.50 Total: 755.12
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