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Entering ACH Payment Vouchers

All State organizations should be paying their suppliers by ACH (direct deposit) instead of
check. Payment by ACH is the most economical means of payment, for both the payer and the
payee. This allows suppliers to receive payments sooner, minimizes the risk of loss, and saves
trips to the bank.

This job aid provides instructions on how to create a voucher against a supplier who is configured
to be paid electronically. It will build off Business Process VN.020.021 (Adding a Direct Deposit
Supplier) which is located at http://www.usg.edu/qgafirst-fin/documentation/category/suppliers.

1. Navigate to Accounts Payable > Vouchers > Add/Update > Regular Entry
2. Enter the following information for the voucher:

Business Unit
Supplier ID

Invoice Number
Invoice Date

Gross Invoice Amount

® oo T

Find an Existing Value Add a New Value

Business Unit| 98000 | Q)
Voucher ID|NEXT
Voucher Style Regular Vioucher -
Supplier Name The Forum on Education Abroad &}
Short Supplier Name THEFORUMED-001| 3
Supplier ID|0000401218 |G
Supplier Location MAIN &}
Address Sequence Mumber 13,
Invoice Mumber|achtest1jb
Invoice Date|02/27/2017 |[5]

Gross Invoice Amount 200.00
Freight Amount 0.00
Misc Charge Amount 0.00
PO Business Unit Q,
PO Mumber Q.
Estimated Mo. of Invoice Lines 1
Add
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3. Enter ChartField information

Vouches ID NEXT

Voucher Style Regular Youcher
Imvoice Dabe 022712017 W
Involch Recahved W
The Edwcalion Abroad

Supplier 0 (00¢ [
Shortblame | THEF ORUMED-001 0]
Location AN aQ
“Address || o

Saw Save For Later

¥ Copy From Source Document
Invoice Lines

Ling 1 J Cogy Down

“Destribute by Arrsunt -
esnuty

(] a,

unit Price

Ling Amoast 20000

Calculate

GLCharl | Assels

(=
towm 1=

o =l | 1 200,00

Eaw Save For Later

| New wingow | Malp | Persenanze Page

Invotce o achaeaty Invaice Total Hon Meechandise Sumemary
Accownting Date 022 W Line Total 200,00 Seasion Defaulls
*Pay Tarms 130 A 5 weta0 “Currency usTa, | Commentil
' T Azschments {0
Rasis Duie Type Inv Dats Usscelancous x .
Freight £ TemplateList
AT BUpplier Search
fotat 050 Suppher Hieradehy
Coatrol Geoep Q Difference .00 Suppue 350
Incompiete Voucher
acton B Fun Calcuiats o
Fod | Viewat it & To01 & Last
SposdChan a Owe st =
Ship To aQ
Dosciption
Parsonalze | Fing | viewal [ €7 B Fist 4 111 @ Lam

4. Select the Payments Tab

Peoplegeft

Note that the payment method is ACH instead of Check. No changes were made to update the
payment method to ACH. The payment location, MAIN, is set up to always be paid via ACH. If a
supplier has multiple locations, the payment method is determined by the default location on the

voucher.

Business Unit S5000
Voucher I NEXT
Vowchet Shie Reguls Voucher
‘Total Amount 2
Suppker Kame The Farum on Egutation Abrasd

Paymest Intasmanien

Payment 1

“Remit bo DOO0MD1Z1E (O
Location AN Q
“hsdress 1 q

Paymont Optians

“Hank WELLS a

Mt e
Mas335¢ Wil 300031 00
Schedule Paymant
“Acton Schecule Payment v
Pay
S Sawve For Later

(/| Holly ||32 Rafash

mvoice Ho [acreeatiin

voice Date 0202 2017 o Action
Incomplete Voucher
*Pay Terms N0 QA Net3d
Giows Amount 00| ys0 Scheduled Due
Discount 000 150 et Due
Deszeunt Dus

Acezansng Datn

Py Grosp Q “Hettmg

*Handling Wil WitHachrert - Lo
Hoi Raascn -
Fayment Date
Redorence

nd

el Apphcatie =

= Adang

Piew Wandew | Help | Persanalze Page

Hun

Sahedule Parments

[Vewal P 4 11 A Lam

Payment Inquiny
Discount Denied
Exgress Payment
Payment Comments{0)
HelidayCurrency

Susplier Dank
Layout
Hacdd Payment
Suparate Payment

& Add || i UpdateDispiay
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Supplier Location

Payables Options

SetlD 95000

Supplier ID 0000401219

Short Supplier Name THEFORUMED THEFORUMED-001

Supplier N\ame The Forum on Education Abroad

Invoicing
Supplier 0000401219
Address 1
Search
Location MAIN
Remitting

~supplier (0000401219 |Q

*Address 1
Search
*Location MAIN
Additional Payables Options
Payment Control

Pay Group

The Forum on Education Abroad
MAIN

CIO Dickinson College

Carlisle, PA 17013

The Forum on Education Abroad
MAIN

Ci0 Dickinson College

Carlisle, PA 17013

*Delay Days Defaultfrom BU -

Discount

Net

[C1 Hold Payment [l complex Routing

[ Aways take discount

O separate Payment

DFactnrmg DApply Netting

Draft Processing Control

*Draft Sight Options Default fram Higher Level -

Draft Sight Code

5. Save the Voucher.

Q

Location MAIN

Description

Expand All Collapse All

Bank

=Bank Options Default from Higher Level

Bank a

Account Q

Currency Q.
Rate Type

Additional Payment Information

*P Specify
i Payment Method Automated Clearing House

Peoplegeft

The voucher will be submitted for approval, budget checked and posted via the scheduled batch
jobs. Assuming there are no errors or additional approval required, the voucher is now ready to

be paid.

Use Business Processes AP_020_502 (Running EFT or ACH Pay Cycles) and AP_020_503
(Locating Pay Cycle files in Report Manager) to create your electronic payment and then send it

to the bank. The business processes are located at http://www.usg.edu/gafirst-

fin/documentation/category/accounts payable.
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