Accounts Payable - Direct Deposit Notes

Pre-requisites:
a. Bank Routing Numbers are attached to appropriate Vendors
When you request to write cheques (CDS.610) AND you say direct deposit 'Y' for the
cheque run, the system will produce direct deposit for any supplier that has routing
information entered.

= E Session & - [24 x 80]
Eil=  Edit Transfer Apg aaaaaaaaaaaaaaaaaa imdo Help

E =] L =
FPrtScrmn Copy F'aste Send Flecv Display | Color Map Record smp F'Iay E!ull Clipbrel Support | Index

651801 Y (&} DEMONSTRATION CHOOL DISTRICT 13 :26: 00 OPADEYOOO2Z2
|l = Maintain Yen r Records Ref: PUR.301 .12
Vendor Number: 104 A & A SAN ATION
Short Vendor Hame: A & A SHT
TAA Vendor NHName: A & A SANTTATION cCo
Comments: FAX CONTACT: DEB

A

Internet IDAWeb: taketwoRicenter . net

Added FWMDY: 090187 Used: 012961 RoutesAcct: 00160656789 100967F13A
910149

FAax

HOTEL
Mode : Change F3=E=xit F5=Reset F1Z2=Cancel Cancel? N

Format: BBBBRRRRR XXXXXXXXX
First 4 digits = bank number (0004 = TD Bank)
Next 5 digits = branch number
Second field of X's = Account Number

Suggestion: Send a letter to suppliers collecting this information and asking whether
supplier wants to participate.

Special Note: In order to avoid having o manually track account number changes for
employees that are active for direct deposit in EMS (Payroll), your Vendor Supplier
number should match your EMS Employee number. If this is true, you can run CDS.684
before each cheque run to ensure the routing information for employees is up-to-date
in Finance.

b. Bank Info and direct deposit process is “in place” with Bank
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c. AS/400 setup complete for Bank Line, controller, and description

Special Note: If you are already using direct deposit with the bank for payroll, then all
necessary hardware setup is in place. The bank should be notified that you will be
transmitting data more frequently than just the prescribed payroll runs.

c. Ensure that DIRDP forms ID exists (MGR.501)

= E Session A - [24 x 801

File Edit Transfer Apgear o= Nommunication  Assist windows  Help

=1 | |\ 1\\ = L] | . | - | = | == | = | ¢@| = |
PriScrn Cclpy F'aste Send o Dlsplay Color Map Fiecord Stap Play i3 Liik Clipbrd Support | Indes
6518501 Y FMOMSTRATION SCHOOL DISTRICT 1509 : 04 OQPADEYOOQOZ

EFmMs plication Documents Input Ref: MGR.S5901 .11
DOCUMENT ID: DIRDP Titlé‘ *x DIRECT DEPOSIT ID FOR CAfD RESERVED *x

YEAR :

DOCUMENT HNUMBERING OFTION:

Wek

user inputs document number .
serial mumber is assigned automatically.
not nmnumbered.
IF AUTOMATICALLY HNUMBERED:

Current series is from 9F0O0O0O0 thru 9 Fr9g9g9gg9q

Last one used was 9700014

Hext series is from thru

At end: = repeat the current series.

= halt if no more numbers are awvailable.
ACCOUNT FOR:
Re—use numbers ifFf deletedscancelled: H [ o ]

HMode : Change F3=E=xit Fo=Reset FlzZ=Cancel Cancel”?” HN

d. Ensure banking information exists for Bank + DIRCK info (CDS.100)
e. Ensure that appropriate program is in place from Take Two to print or fax or
email Direct Deposit notifications.

= E Session A - [24 x 80
Fil= Edit Tranzhs AppEarance  Commurmsation  Assis] dove  Help
|\§| |\%‘J ‘I\@\I\p:i|_—. @-|.@!|%|e|ﬂ|

F'rtSc:rn Cnpy Faxtd Send Flecv Di=pl Calor ka Stop Play & Lt Clipbrd S uppork lnde=

6518501 FV\{ DEMOMSTRAT SCHOOL DISTRI 15:11:549 JPADEVOOOZ
ErMs A4 Bank Accoun efinitions Ref: CDS.100 .11

A T
Bank ID: EOFM Bank Account: 25 Cheque Forms ID: DIRDP

Bank HName : EANK OF HONTREAL

count: 9.0000. 000 . 0010.00
INTERFUND

General Ledger Cash

Restrict To The Followin

Print Headings 0On Cheques: b

Print Option: 1

1 = Invoice ader Description Only

2 = Invoice Hexnder Account Only

3 = Invoice Acchunt Summary with Header Description

4 = Invoice Acco t Detail with Header Description
Run Chequewriter From: Program: CDhSE610aD2>

Library: FMEA00

Mode : Change F3=Exit F5=Reset Fl1Z=Cancel
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Notes:

a. There is no change to the way a cheque-run is processed to accommodate direct
deposit. The cheque date specified in processing is used by the bank in processing
your request for the right date(s).

b. Multiple cheque runs may be joined together (singles, multiples, forgotten people

etc) before transmission

The Process:

(Assuming that all banking information is correct/in place and pre-requisites are all OK):
1. Use CDS.684 to auto-update routing information for Employees (into Supplier file)

from EMS (Payroll system)

2. Use €DS.610 to do a cheque run.
- Leave standard bank/forms ID in place (ie: leave AUTCK NEVER DIRDP)!

= E Session A - [24 x 20]

Eil= Edit TIransfer Appearance LCommunication Assist  windows  Help

[SES] H=y o E= 2] ) ==, == == = =
PrtScrmn Copw Pastc Send FEecv Display Color HMap F!et:ord Stop Play it Clipbrd Support | Index

6518501 FY 90

DEMONSTRATION SCHOOL DISTRICT

13:59:491 OFADEVOOOZ

Frs Cheque Writer Control Options Ref: CDS.6100.11
Bank Identifier: BOFM
Bank Account H: z5
Forms Identifier: AUTCEK Direct Deposit ActivesDate: vy BEas18501
Copies of Schedule: 1
Date for Cheques : 6518701 Copies of Register : 1
Processing Option: 1 FPrompt For Hold ~ Pay Items: N
1 - Pay all invoices unless marked "HOLD®
2 - Pay only invoices marked "PAY’
Options: 1. Minimum chegue amount: 1 .00
2. Pay only inuvoices on wvoucher:
3. Pay only invoices in Fund:
Ag. Pay only invoices older than: (days)
5. Pay only invoices CERISOIGEIEEEES priority level: 5
6. Pay only invoices with a cash discount: N
F. Pay Invoices by Due Date: D//00500
8. Print cheques in alphabetical order: 'l

Cheques7? H [ "N’
Message

Primt will

Primt

primt the schedule only)

Cancel”? N
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3. In order to prepare the A/P direct deposits and transmit to the bank:
a. ensure control options have been updated with appropriate information (CDS.140)

= E Session A - [24 x 20] [_[=]
Fil=  Edit Transfer Apgearance Communication Assist Windows Help

=3l =) [y == = & i
F'rtScrn Copy F'aste Send FEecv Dlsplay Colol Map FEecord Stop Play L it Clipbrd S uppiork lndex

Media Information

Media Format: E T=Tape D=Disk E=Electronic
ITd HName: ROYAL BARNK Density: 91600
Record Size: b= I | Block Factor: 109
Destination Bank Information:
Mame : ROYAlL BANK Branch ID: 13223
Address : LHIMNMHNIPEG o
Rec Data Centre: 12345
Source Client Information:
Originator #H: 2123A5670
Dest HName: DEMONSTRATION SCHOOL DISTRICT Short Name: DEMO
Sundary Info: Statement Desc: EEG SAlLARY
Cur [(CDMH USA): CDHM Language (E or F)J: E
Account Number:
Current Payroll Run Information:
Unigque File H: 001 Create Date: 507501 Pay Date H 5709501
Record Count: Total S H HMumber Pays:
Actiwve: v
Mode: Change Cancel?: N

- unique file number has been incremented

- Create date and pay date fields are updated

- Record count, total$, and number of pays are updated automatically
by the system

b. Use CDS.WRKO fto display a list of all direct deposit members. Dates of members are
shown. Use a '5' beside a member to view who is included. You can '4’ delete OLD
members but ENSURE THAT they have already been processed!!!!

Write down the long & ugly file name of all of the members that you wish to combine
for the transmission.

Llork with Members Usiong PO FHisSD 28533
"tlTerars oo oo S
Library . . . - Fosition +o
Tupe options., press Enter.
I=Copuy 4=Delete S=Displau T=Rername S=Displau description
9=Save 13=Charnge text 18=Charnge using DFU 25=Find strinmg . ..
Opt Member Date Te=<t
FHCH_&oa @1/ 53100
=IZopDzZsoaz2 11135380
=200 2509435 111300
20036328 111300
HZ2O0EO3O63I A6 11/ 13~ 00

Bottom

===

FS=E><it Fa=Frompt FS=Refresh FE=Creats=

Fa=Retriswe Flo=Command entry F23=More options Fza=rore keys
(C) COPYRIGHT IBM CORP. 1951, 1995.

e Use '5' beside an entry to view it
e Worite down this name(a) for reference (order of files is oldest to newest)
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c. Use CDS.683 to join members together for the direct deposit transmission. You
have to complete this step EVEN IF there is only one member to join!

Eile Edit Transfer Appearance Communica tion  Sssist  dafindows  Help I
= = | = = = =t | == | =] | |
PrtS crn l:cu:iy N Send Hecw Dlsl:llay i rMap Record StoD Play O it Clipbrcl Support | Indes
11-<13-88 F¥ B FORT MCOMURRAY SCHOOL DISTRICT #2833 15:52:29 QFADE~BOZA
EMs Prompt for Build Transmission File Ref: PAY._683 6041
I:ill.i; 1 - > RAd5 AR _ _ _ _
i l i ) - J—— e — = —
R, Rl 3 —
_— F-#i= - ——— —
JE— Fdis B = Eru— ae =
F = — e =
=B = - _
Fdis B &y -t = _
L) - _
. &0 =
L] tad ul AT -
N AT = —
_ F i AT = —
—_—a F i Ehy —

e You must list all members you wish to include in the transmission in full on this
screen. If you type one member incomplete, the screen will indicate the error
and not process.

d. Use CDS.681X to create the single transmission file for the bank based on joins
requested above as well as the control options described in step 1.

e. Use CDS.DSPX to review what the file looks like. Confirm that the dates look
correct and the bottom total reflects what you expect. If there are ANY errors,
start back at a) to rebuild the file!

= E Session A - [27 x 132]

File Edit Transfer Apgearance Communication Asgist Window Help

(== B =N e e e e T T e g L ,
%J 'Ei vl ERk Tpdsed B il = T S ad |ﬁmﬁ 1" ‘%-y;_ |r-l>;p.

Display Fhysical File Henber

[FONU=IENE SN SR E PPAIDIEH Librarg . . . . I EHSFILEZ
Henmber . . . . . = FHCH_\a@ Record . . . . . = 1

Contraol . . - . - Colunn . . - - . = 1

Fi nd .......

DT e o Eo s S S oEs Do S D O oE S o a0 S e a o [ S HaoosaaaaEnaaaanos TooooYooao a8
HFTHC2833‘?UUEIB2EIUEI318901‘}‘B

HCZEONRE320FHSD #2833 FORT HCHURRAY SCHOOL DISTRICT AO01A4AZ820000044
CaRaa] 26220001 DAZA2% 201 8135 THOHPSOM, JEFFREY AOaR20425
CORBE117a]l TONDLAGZ3951 02908 WEBER. THHIL HOO980239
CERRNL 331720001 200027411 353 CLARKSON,. SHAROM AOae4E152
CHRBE] 26220000307 420501 3501 DOOHMANCO, GLEMH HOER2031T

CHERL 3061 30003A7T489501 G23357T REICH. RHOHMDA HHOO94E1 535
VCOAAaAAASANDDDAaAa3464 T

F464 T HHEES
stttz EMO OF DATA setsizizize

Botton
F3=E=it Flz2=Cancel F19=Lert F20=Right F24=Hore keys
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f. Use CDS.685 to physically transfer the file from the AS/400 to the bank. What
happens?

e Our Take Two line is varied off and the bank line/controller is varied on

e The bank is dialled and modems connect

e Send/receive go like crazy in transmitting the file.

e When the transmission is complete, a report OCDS685M appears in your
output queue. Look for it and print it as confirmation that the file was
accepted for the value specified at the date/time indicated. This report will
also indicate any errors that the bank finds. DO NOT FORGET to review and
print the fransmission report ... it is your PROOF that the bank received the

file.
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If the transmission fails:

e Use Shift ESC (dotted line appears at screen bottom) '6' and ENTER to answer
message to 'C'ancel transmission

e Press ENTER past error messages that appear until CIMS menu re-appears

e ensure that the modem is OK, ie: turn it off and on

e Choose to reset the fransmission, ie: use CDS.685C. You can run this option more
than once, ie: if you don't remember whether you reset or not, choose the option
again ... if an error message appears ENTER fo continue (option already done)

e Choose to transmit again (CDS.685) .. there is NO need to re-build, re-join files.
Everything stays intact until the next time you perform the next load.

Other Considerations:
a. If the bank calls, faxes, emails that a routing number was incomplete, use the
cheque void AND MAKE SURE TO PUT A REPLACEMENT CHEQUE# ... a cheque will
automatically be produced and NO real voiding of information will occur.

Special Note: The system recognizes NO difference between payroll deposit and A/P
deposit. The file structure is identical, the process is the same. Your bank may offer an
alternate EDI option or offer to take care of payment notification to your suppliers. You
can select this option ... we do have a different transmission method that includes all
supplier and invoice information to the bank so that they can third party prepare and send
payment notification.
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