How to Process ACH Paychecks

7.

. Click Process Paychecks from Payroll module.
. Select Bank Account from the dropdown.

(D Banks with posted paychecks only will be displayed in the dropdown.

. Check ACH radio button

Paychecks under the set criteria will automatically populate the grid.

@ Displayed records should be checked by default.
Click Select All grid icon to check all records for printing.
Click Clear All grid icon to deselect all checked records.

To search for specific criteria, Advance filters can be used.

. Click Generate toolbar button.

Process Paycheck ~ = x

load MICR Font  Generate  Close

Details
[Bank Account 12152015 <] Bank Name: | Commerce Bank [Fie Formaz ™ Commerce ACH 7] © checks [@acH |
Process Payments | Archive File
Selectll [ Clesr Al Export~ 83 Viewr  Fiker (F3) 23 recordls) (22 selected) P
ToProcess  Date Record No Payee Transaction Type Amount | Hold | Hold Reason
01/10/2018  PCHK-639 Steve Palm Direct Deposit 2,637.10 -
v 07/20/2018  PCHK-813 Aaron P Ritter Direct Deposit 35511
v 07/31/2018  PCHK-1011 Roy Haines Direct Deposit 24864
v 07/31/2018  PCHK-1009 Erica Gallant Direct Deposit 2,899.37
v 07/31/2018  PCHK-1007 Christopher Greaves Direct Deposit 1,709.44
v 07/31/2018  PCHK-1006 Iva Cook Direct Deposit 503.20
~ 07/31/2018  PCHK-1003 Mark Sullivan Direct Deposit 2,105.56
v 07/31/2018  PCHK-1001 Roger Merritt Direct Deposit 3,480.82
v 07/31/2018  PCHK-1000 Red Callista Direct Deposit 1,158.29
v 07/31/2018  PCHK-938 Quentin Kenelm Direct Deposit 668.07
v 07/31/2018  PCHK-396 Jacob Marilou Direct Deposit 1,101.84
7 @ 9 | Ready

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

ACH file is downloaded

Paycheck/s are automatically committed and displayed in Archive tab

Process Paycheck

load MICR Font  Regenerate ACH  PrintRemittance  Email Remittance  Close:

Detsiis

Bank Account | 12152015 ~ | Bank Name: Commerce Bank File Format Commerce ACH ~ Checks (@ ACH

Process Payments | Archive File
Email Message  The amached paymen has been made on your account.
Exports S8 Views |Filter (F3) 279 record(s) b3

Date Record No. Payes Reconciled? | Date Recondiled | EFT/ACH Na Email Sent | Transastion Type Amount | Notification |

(DBatch Log ID: 94 - 04/25/2018 - 5_ACHBalanced_2018_04.25 123713.00

04252018 PCHK-742 Aaran P Ritter 63 Direct Deposit 355.11 Email

[DBatch Log ID: 90 - 03/29/2018 - 5_ACHBalanced 2018 03_29 015647.1xt

01/202018  PCHK-730 Billy S Quintana 60 Direct Deposit 427.18 Print
01202018 PCHK729 Amy C Johnson 61 Direct Deposit 1,450.84 Print
017202018 PCHK-727 George M Olney 62 Direct Deposit 1.574.48  Print

[Datch Log ID: 73 - 02/01/2018 - 5_ACHBalanced 2018 02 01_123836.0xt

01192018  PCHI722 Billy S Quintana 57 Direct Deposit 15.23 Print
01/19/2018  PCHK-721 Amy C Johnson 58 Direct Deposit 1,032.29 Print
0171972018 PCHK-719 George M Olney 59 Direct Deposit 1.574.48 Print -

Ready

In Archive tab, actions available for the paycheck:



a. Regenerate ACH:
i. Select committed paycheck/s in Archive tab to include in the bank file
ii. Click Regenerate ACH button

b. Print Remittance
i. Select committed paycheck/s in Archive tab to print remittance advice
ii. Click Print Remittance button

c. Email Remittance
i. Select committed paycheck/s in Archive tab to email remittance advice
ii. Click Email Remittance button

@ Employee should have email distribution setup to be able to email remittance
To setup email distribution, open employee screen.
In Contacts tab, select employee and click Open.
In Email Remittance field, select PR Remittance

Save Changes
fl Entity Contact - Billy S. Quintana A X
’- New Save Delete Undo Close

Detail | CRM Information | Auditlog(0) = Additonal Informaiton

Full Name =|Billy S. Quintana Suffix User Portal Settings
Tidle Nickname Add Photo
Email (username) | billy.quintana@4cabdema.com = Portal Access User Role
Phane 850-499-4388 | Mabile || Username [ gilly.quintana@4cabdemo.com
Location Name Billy 5. Quintana | Portal URL | |ocalhost/iRelyi21Live/i21/
Address 7011 Black Stallion Road 9
Contact Information
City Mount Sterling State Ky +Insert X Remove o Types
Zip/Postal Country | Unite Type” Dessils™
Time Zone ) Eastern Time (US & Canada)
Contact Method ~ | Dept
Email Distribution Type v
Notes
Active ] Rank 1
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1. Click Process Paychecks from Payroll module.
2. Select Bank Account from the dropdown.

(D Banks with posted paychecks only will be displayed in the dropdown.

3. Select ACH or NACHA from the Process Type panel.
4. Paychecks under the set criteria will automatically populate the grid.

@ Displayed records should be checked by default.
Click Select All grid icon to check all records for printing.
Click Clear All grid icon to deselect all checked records.

To search for specific criteria, Advance filters can be used.

5. Click Generate toolbar button.



Process Payments

TDewmits |
Bank Account: | 12152015 ~ Bank Name: | Commerce Bank File Format
Process Type TProcess Payments | Remimsnce infs | Archive File
) Checks Selectall [ Clearall BB Layout QU Filier Records (F3)
® ACH or NACHA ToProcess | Date Record Mo Payee Transaction Type
() Positive Pay v 21182016 PCHK-G0 James B Fowler Direct Deposic
e e — v 282016 PCHK-108 illy 5 Quintana Direct Deposit
Remittance Advice v 2482016 PCHK-106 Caral | Lowe Direct Deposit
v 241BR01E  PCHK-101 Julla O Patrick Direct Deposic
v 282016 PCHKST Keisha T Richter Direct Deposic
v 282016 PCHKBZ Kendra P Cox Direct Deposic
v 2MER016 PCHKCST Judy B Flores Direct Deposit
Goncets AR Ot v 241872016 PCHK-BE James B Fowler Diract Deposit
~ Frint Campany Name v 21182016 PCHK-E3 Aaran P Ritter Direct Deposit
] Print Vendar Name 7 6852016 PCHI130 Carol | Lows Direct Daposit
b Prim Check ho v 6972016 PCHK.125 Julia D Patrick Direct Deposit
+ Frint Memo

Amount
560.00
105125
1,075.08
00123
68111
88123
831.20
288.32
355,74
1,045.38

997,23

(‘D 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.

10. Click Yes button.

[SECNENE-)

iRely 21

Do you want to commit the transaction generated?

11. Remittance Advice will be sent in employee's email.
Lo |

12. Click the Print icon .
13. Proceed on printing the paycheck/s.




14. Other buttons will be disabled.

Paycheck - PCHK-80

New Search

Bank InfoEmp

Employee No: | [BFOWLER

[Name: ™ james B Fouler

Pay Period:  weekly Paycheck No:  pCrf-s0
Bank Account: 12152015 PayDate:  2/18/2016 Period From:  217/2016 Period To: 21312016 Check No Direct Deposit
Detail | Summary Timesheet History | Attachments {0}
Earnings Employee Texes
Earning ID Department Hours Rate Amaunt Tau 1D Description Amount
REG .00 1400 560.00 soi-ca State Disability Insurance - CA o
Castate oy California State Tax 000
Lol Michigan City Tax 000
WLState Tex Michigan State Tax 000
FICA MED Employee FICA Medicare Employee (11
NET: 5560.00 Hours: 40 Gross: 256000 Total: 30.00
Deductions Compeny Texes
Deduction I8 Calculation Type Amount Tan 1D Deseription Amaunt
Total: 30.00 Total: 30.00
page 1 of1




	How to Process ACH Paychecks

