Training Document - How to Find
Electronic Payments to Suppliers
(when not Completed to Export Stage)

Accredo.

taking care of business

In this lesson you will learn about using the Accredo system.

After completing this lesson, you will be able to:

e Find a partially Completed AP Electronic Payment Batch
e Send a remittance
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Purchase Order to Invoice Process

Process flow

Purchase Order Shipment Created Receipts Posted

eCreate a Purchase Order to go eShipments are used for eInwards Goods receipted into
to the supplier requesting receipting stock stock
goods/services to be supplied

Invoice Posted AP Payment

eInvoice received from ePayment is made to
Creditor/Supplier is posted. Creditor/Supplier - Remittance
Advice sent

Prepared by Zeal Systems Ltd ©2012 Last updated 10 April 2017



Find Electronic Payments

We can create Electronic payment batches to pay suppliers and upload to the bank for payment.
Find partially Processed Electronic Payments
If you have Approved and Generated payments but not Saved and exported them you can find the

batch in:
Tasks_Cash Book_Banking Summary

=

"] Eile Edit View Shortcut Script Window

SnEEQ B0 E DR
Mavigator «
Maintain Tasks  Reports Setup Xtracta

ivable ~

=E Enter Transactions
Enter Transfers
Enter Banking ltems
Enter Memos
Banking Summary I
&7 Bank Reconciliation
Enter Rules

26 Post Autormnatic Payments
EL Trancfar bn Ganaral | adner

Choose Unbanked from the Selection Dropdown and you should see the Batch that had not been exported.

'.‘ -
T File Edit View Shertcut Script Window Help -5 x
— o = e -
e E R EE| H Fd 6 7848 0ER:PEGA
avigator 4« Select Bank Account |CHQ |~ [ 7| ¢ |@El|= g ABCGROUPLTD NZD
MaintamRepms Setup  Xtracta  Period Selection All Periods ~ From Apr2012 To  Oct2013
B Ac ble 0 Selection Unbanked -
» |Bank Account  Reference Status Summary Type Transaction Ty..  Summary Date Bank Throu... Debit/Cheque Credit/Depo...
CHG 157870 Unbanked Bayments Withdrawal 3070873613 &1 70159
=)
Enter Transactions 2
Ef Enter Transfers T
Enter Banking ltems M
ﬁ Enter Memos =
T+ Banking summary | =
% Bank Reconciliation 1]

ﬁ Enter Rules

% Post Automatic Payments

[ Transfer to General Ledger
Revalue Foreign Bank Accounts
@ End of Period Update

rm

AR, IN,OE Sep2013 IC Sep2013 AP, PO Sep2013 CB Sep2013 FA Sep2013 GL Aug2013 JC Sep2013 GST Sep 2013
Build 4.0.10.124 SHP  Date 30/09/2013 Period Sep 2013 User ACCREDO (11 0f 16) Data Y:\accredoSaturn\Data001\
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Select Bank Account

Period Selection

CHO

All Periods >

e &H OSSR PEHI A

- 8|v ¢ |¢ == ﬁ ABC GROUP LTD NZD

From |Apr2012 To Oct 2013

Bank &ccount Beference Status

Selection IUnbanked

|~

Summary Tyne Transaction Ty

Summary Date Bank Throu

Debit/Cheague Credit/Neno

CHO 157870 Unbanked

Payments Withdrawal

20/08/.

2013 §1,701.99

To continue with the export and save tasks and push the payment through to the Cash book double click on

the payment batch line to open it

=

Click on the Edit details (F11) button
Then Accept and Save the Batch
Ti [= =] =]
3 Pericd  Aug 2013 Withdrawal - Payments 1] 368
Bank Code CHQ ABC GROUP LTD NZD
Select ltems
Media Cash/Cheque v Date 20/08/2013 Particulars 'WRIGHT
=g Currency  NZD Consclidate Reference 157870
Branch Withdrawal Amount §1,701.99 Comment 5960
Bank Charges $0.00 Other Party
S Date Media Other Party Reference Particulars Amount Code
i 20/08/2013 CHEQUE 157870 59 60 51,701.99 WRIGHT
< >
Withdrawal pre Charges §1,701.99 MZD @ Exch Rate 1.0000 Total §1,701.99 NZD
B Dates Media Other Party Reference Particulars Amount Code
£l . >
& Print Export @ Accept Save Cancel
Created by ACCREDO on 18/09/2013 1:47:17 PM  Modified by ACCREDO on 18/09/2013 1:47:17 PM

Prepared by Zeal Systems Ltd ©2012

Last updated 10 April 2017




-

T (===
| Period  |Aug 2013 Withdrawal - Payments D 368
Bank Code CHQ ABC GROUP LTD NZD
Media Cash/Cheque ~ Date 20/08/2013| Particulars |WRIGHT
5 Currency  NZD Consolidate Reference 157870
Branch Withdrawal Amount §1,701.99 Comment |59 60
Bank Charges $0.00, Other Party
» Date Media  Other Party Reference Particulars Amount Code
i 20/08/2013 CHEQUE 157870 59 60 £1,701.99 WRIGHT
< >
@ Withdrawal pre Charges §1,701.99 |NZD | Exch Rate 1.0000 Total §1,701.99 NZD
Unbanked
W Dates Media Other Party Reference Particulars Amount Code
=
=
B2 < >
& Print Export Accept J Save ¥ Cancel
Created by ACCREDO on18/09/2013 1:47:17 odified by on 16/09/2013 1:47:17 PM

Export the batch to create a file to upload to your bank with the payment details.

Remittances

To send Remittance you will need to go to Reports_Accounts Payable

Choose Print Remittances or Email Remittances
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Maintain Tasks Reports Setup  Xiracta
B Accounts Receivable

B Inventory Control

B Invoicing System

B COrder Entry

B Sales Analysis

b8

:ﬁ' Accounts Payable

B Creditor Reports

B Analysis Reports

B Transaction Reports

B Shipment Reports

B G5T Reports

B Memo Reports

I= Creditor Labels

Creditor Batch Labels

(= Creditor Batch Email

ﬂ Print Remittance Advices
(= Email Remittance Advices
& Print Cheques

@ Print Shipments

@, Print Creditor Sheets
Ledger Totals
Revaluation Report
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Contact

For further information or for assistance with Accredo please do get in touch with us.

Offices

New Zealand (+64)

TAUraNGA..cceviiieiiiiieeieeeeeeeeeeeeeeeeeeeeeeeeeeeee 07 544 4488

Wellington.......cccce e, 04 282 1534

Email..coovieiiiiiene Helpdesk@ZealSystems.co.nz

Australia (+61)

Melbourne......ccooveeeinenecercreceee e 03 9016 3410
SYANEY ..ttt s 02 9098 0996
Brisbane......cooe v 07 3088 4989
Email..oooiieiiiieee Helpdesk@ZealSystems.com.au
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