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I. PROCEDIMIENTO PROCESO DE PAGO ELECTRONICO

1. ACCOUNTS PAYABLE\SETUP \ACCOUNTS PAYABLE OPTIONS | TAB6 ACH,
seleccione ENABLE ACH y donde se van a generar los archivos.

=R Eol =

F‘u Accounts Payable Options (HSC) 2/27/2013

ACH Electronic Fayments Folder

C:“\Mew Folder',

1Man | 2Addtional | 3Eny | 4Pining | S Hisey | EaCH I
Enable ACH Electronic Payments |E| Bllow Pariial dllozation of Pavment Amount: |E|
Print Yendor Remittance Advice F] Reset Pre-Note When Renumberning the Yendor [l
Mext Wendor Remittance Advice Mumber oooot “V'ears to Retain Electronic Payment Histan 93 :

&

Cemn | s [B]0)

2. ACCOUNTS PAYABLE\SETUP \ ACH INTERFASE MAINTENANCE\TAB 1, entre
la informacion del banco, segiin requerido por la instituciéon bancaria.

] ACH Maintenance (ABC) 12/4/2020 — m| *
BankCode 0 G % 14 4 B Bl Copy Erom...
Description fells Farge Checking

2. Records 3. Additional
Cash Account Number 101-01-00 | Cash in bank - Reg. checking
Bank Account Number 1234567890 |
Account Type Checking -
Pre-Note Approved |Z|
Routing Transit Numbers.
Immediate Destination 02150201 BPPR
Immediate Origin B6E0214T84 ABC DISTRIBUTION
QOriginating DF! 02150201

EEAEZIET S 6
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3. ACCOUNTS PAYABLE\SETUP \ ACH INTERFACE MAINTENANCE\TAB 2

[ AcH Maintenance (ABC) 7/28/2020 - O X
BankCode D Qé L M4 M Copy From
Description | Wells Fargo Checking

1. Main | 2. Records ] 3. Additional

File Header Record File Control Record
Immediate Origin Leading Character |1 Pad File to Block Size
Valid File ID Modifiers 0 v To z - O Block Sizeto 9
File Creation Date Run Date - @ Block Size to 10

Company/Batch Header and Control Records
Character to Precede Company ID |1 Service Class Code 200
Alternate Company ID Number 660214784 Standard Entry Class PPD
Alternate Company Name ABC DIST AND SEFM | Descriptive Date Run Date -
Company Discretionary Data | Zero Fill Settiement Date
Company Entry Description PAYMENT Remove Dash From Pre-Note [:l

a 80

4. ACCOUTNS PAYABLE\SETUP \ ACH INTERFACE MAINTENANCE\TAB 3

E ACH Maintenance (ABC) 12/4/2020 - O *
Bank Code D C% S 4 4 B ki Copy From...
Description |Wells Fargo Checking

1. Main 2. Records
Include Internal Bank ID [l

Use 30 Byte Text as First Record [_|

Debit Record
Include Debit Record I:‘

Add CRILF After Each Record

Transaction Code
Receiving DFI Identification
OFl Account Number
Individual ID Number

Add CTRL+Z atEnd of File [
Only Include Vendor Records |:|

Include Addenda Records

Using First Hawaiian Bank

O
O
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S. ACCOUNTS PAYABLE\MAIN\VENDOR MAINTENANCE) seleccione el suplidor
y marque el check box de ELECTRONIC PAYMENT.

1 Vendor Maintenance (HSC) 2/27/2013 E’

Wendor Mo, O0-544 T Y| [Cgpy From...l [Benumher...” Mare... B
Hame AUTORIDAD DE ACUEDUCTOS Y

1 Main I 2 Additional] 3. Statiztics | 4. Sumrary | 5. Histary I E. Invoices |E.Transacti0ns] 8.Checks l 3 POz

Address ALCAMTARILLADOS @ Terms Code on ck No Terms
P.O.BOx 70101 Reference
Temporary Yendar D
ZIF Code 00336-8101 Credit Card Vendor 7]
City San Juan State PR Hold Payment |
Country Sa ck United States of America
Brirmary Contact Ck Standard Entry Class
Telephone 7av-620-2482 Ext
Fax

Exemption No. on File ]
Tax Schedule MOMT A Cl& Montaxable T

E-mail &ddress
URL Address

© [

[ Accept l LCancel l Delete _

6. Seleccione ELECTRONIC PAYMENT en el boton de MORE.

{51 Vendor Maintenance (HSC) 1/1/2012 =N EcE ™

Vendor Mo, 00-884 M4 bR [Cgp_l,l Framn... ] [Eenumbel... l Mare... m
Mame AUTORIDAD DE ACUEDUCTOS ¥

Contacts
1. Main I 2 Additionall 3. Statistics | 4. Summary | 5. Histary | E. Inwoices IE.Transactions] B.Checks Remiaey

AL Assount BE7000-84500-246 Q,
PLANT OPERATIONS - UTILITIES
Separate Check

1099 Form

Lomment Taspayer ID Ma.
Prittirg Default Box Mo.
Sort Misc Box 9 |
7] 1083 History...
420.6 Form

Praf. Serv. Retention Rate 700 4806 Histary...

[ Acoept l Lancel l Delete _
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7. El sistema levanta la pantalla para entrar la informacion del banco del suplidor.

ﬁ Vendor Electronic Payment EIE

Wendor Mo, | O0-284 AUTORIDAD DE ACUEDUCTOS Y
Batk Account Mo, | Fouting/Tranzit Mo, | Percent/amount | Pre-Mate Sent | Pre-Mate Date| Depozited YTD E—=%
1234567393 021502011 100.000%  Approved : B ooa -
2 oo noof s
= -

< | 11 | 3

[ @ Pre-Mote Selection. . I @ Pre-Mote Approval... l )

8. Al seleccionar la factura en ACCOUNTS PAYABLE\CHECK AND ELECTRONIC
PAYMENT\ CHECK AND ELECTRONIC PAYMENT MAINTENANCE, debe
aseguarse que tiene marcado la opcion de ELECTRONIC PAYMENT.

fr= —
1 Check and Electronic Payment Maintenance (HSC) 1/1/2012 o @ s
VendorNo. | 00444 R T
Name AUTORIDAD DE ACUEDUCTOS Y .
Entry No. 001 Electronic Payment 7] | C—
Comment Electronic Payment Amount 5.000.00
= Quick Row 1 Eel- -8

Irvoice Number ilnvoice Date | Discount Due | Invoice Due | Digcount Amount | Payment Amount PS Iry

[ 272172013 212123 00 5.000.00
En .00 00

1y i ) ’
_ PS InvAdiust | 00 & -
PS RetAdist o 3]
Invoice Balance | 500000 «
Total Discount Amount 0.00 Total Payment Amount 5.000.00

| Acoept | Concel | Delee
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9. Para generar el pago, vaya por ACCOUNTS PAYABLE\CHECK AND
ELECTRONIC PAYMENT\ CHECK PRINTING AND ELECTRONIC
PAYMENT \seleccione ELECTRONIC PAYMENTS.

ﬁ Select Payment Type

If you zelected to pay with both checks and electronic payments in [mvoice
Paprent Selection, you must print both checks and remittance advices before
updating the Check and Electronic Payment Regizters.

-

If your zelect Bath in this window, the bank. code z2elected for checks will alzo be
uzed for electranic paymentz. Process checks and electronic payments separately
to uze multiple bank codes.

Payrent Type

() Checks
@ iElectronic Faymernts:

() Bath

oK | @

10. El Sistema levanta la pantalla de pago electronico. Verifique la fecha de
efectividad y seleccione PRINT/PDF ALL AND ELECTRONIC DELIVERY.

= Electrenic Payment Remittance Advice Printing (ABC) 12/10/2020 — a x

BankCode (D |Gk, Wels Fargo Checking
FormCode  |STANDARD [N

Description Plain - PSery |

Multi-Part Form Enabled ] Multi Part...
i
E
| Print Stubs/Advices Already Printed D Effective Date 12102020
1

Print GJL Distribution D Starting Remittance Advice No. | 00001
' Paperless Office Output Print All h

) Print All
Selections Electronically Deliver Only
Select Field | Ope Print/PDF for Print Delivery Option

Print/PDF All and Electronically Deliver
Vendor Number Al [print/PDF or Electronically Deliver
Check Entry Number Al |Print/PDF Al

POF All

e

|| Microsoft Print to POF (redirected 2) = Alignment 9 .
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11. Luego de actualizado el Check Register, vaya por la opcion de ACCOUNTS
PAYABLE\CHECK AND ELECTRONIC PAYMENT\GENERATE ACH FILE.
Seleccione ONLY BATCHES NEVER TRANSMITTED y oprima PROCEED.

51 Generate ACH File S e S|
Bank Code to Use for Pre-Naote Entries & Q@ List ACH Files ..

File Code ta Use thiz Run 0227
Batches ta Include in Transmission iDnli Batches Mever Tranzmitted - i
All Batches

Oty Batches Mever Tranzmitted

S eloct Field | e Orily Fatches Previouszly Transmltteld |
Effective Date Al |
Tranzmizzion Date All j

CutePDF Wwiter - [F'_n:nceed l Cancel l Setup .

NOTA: IMPORTANTE

Debido a la diversidad de configuraciones que tiene cada banco, debera generar
un archivo de prueba para que el banco lo certifique antes de comenzar a pagar
en vivo. Con esta prueba evitamos errores que atrasen el pago al suplidor.
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I. CONFIGURACION, ENVIO TALONARIO DE PAGO ELECTRONICO

1. Escoger esta opcion LIBRARY MASTER\MAIN\COMPANY
MANITENANCE | TAB4 E-MAIL para configurar que el sistema puede realizar
envios de talonarios por correo electronico.

-
ET Company Maintenance (ABC) 2/17/2015 = B[]

[ Activate...

Company Code

| [
Company Mame [Bemnve ][ Copy. ]

1. Main ] z F'referem:es] 3. Credit Cards] A E-mail I 5. Fax ]

SMTP [Mail] Server
Enter the DNS address [for example. mail example. com) or IP address (for example.
128.0.0.102] of the SMTF server vou are using ko send e-mail. The address is needed to
generate e-mail. Enter the port number the SHTF server is using if it is not configured to use the
default port.

Address smitp. office 265, com Fort 537

Select the type of sncrption ta use bebwesn the SMTP client and SMTP server ta send s-mail.

SHMTP Encreption TLSASTARTTLS -

Enter the user ID and password ta use for authentication at your e-mail server. “whils not
alvrays required. it is & good idea to only send ‘authenticated” mail. T his user does not have to
be the one the mail is from; it is only used to log on to the e-mail server when sending mail. 1f
your e-mail server requires MTLIM authentication, enter the domain.

User ID cortizi@infornedika. com Passwsord FEEFEEEEEETEEE

Dromain Infarmedika Confirm Password

E -mail Options
Use 128-bit Encruption for Passward Pratscted Documents

[ #ccept | Cancel | Delete _

2. En la pantalla de PAPERLESS\SETUP\PAPERLESS OPTIONS, seleccione
FORMS, para configurar que el sistema pueda generar los talonarios en PDF.

E Paperless Office Options (T5T) 12/3/2020 - X

Enable Electronic Delivery and PDF Storage Keep Only the Last POF Copy
Reports Il

F Reports

Fl  Journals and Registers

OOEE

Period End Reports

Load Data on Initial Viewer Access
Customer Viewer

Vendor Viewer

IR

Report Viewer

Direct Deposit Stub Viewer

r ESIEDE < o
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3. En la pantalla de PAPERLESS\SETUP\FORM MAINTENANCE, Tabl, seleccione
la compania, el modulo de AP, Check en el encasillado de DOCUMENT, el email
administrador de envio y el directorio donde se van a guardar los PDF.

e )
=] Form Maintenance (TST) 12/3/2020 ¥
Company Code TST C% “od o4 ko Copy From...
Company Name |INFDI'|'IEDIKATEST
Module Code AJP C% Accounts Payable
Document | Check - |
Tt Main 2 Additional
Electronic Delivery
Enable Electronic Delivery
From E-mail Address |HRAdmin@infDmadikﬂ.cum |
PDF Storage
PDF Directory |S:1ACCT1.Sage 2017TESTY |
Owerride Password |WW

Confirm Passwaord

4. En el Tab2 seleccione ONLY ELECTRONIC PAYMENT REMITTANCE ADVICES.

Company Name
Module Code
Document | Check

i 1 Main |

Accounts Payable Checks and Electronic Payment Remittance Advices
Only Electronic Payment Remittance Advices «

Watermark for Valid Check

’E Form Maintenance (ABC) 12/4/2020

Company Code  ABC C%Q\E? 4 4 b ¢

ABC Distribution and Service Corp.

AJP Q;, Accounts Payable

Additional |

— x

Copy From...

Deliver During Check Register Update

Payroll Checks and Direct Deposit Stubs

1
]
m

Default Employee Pazssword |E|Iank

Watermark for Valid Check

Generate Passwords
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S. En ACCOUNTS PAYABLE\MAIN\VENDOR MAINTENANCE, asegure que en el
encasillado de E-MAIN ADDRESS tenga el correo del suplidor y seleccione el
suplidor, oprima el boton de PAPERLESS.

=] vendor Maintenance (TST) 12/3/2020 = O X
Vendor No. | 01-AAA C% 4 4 & Wk m Copy From... Renumber... More... -~
Name |AU DITORY ADVISER ADMINISTRATIVE |

1. Main 2. Additional 3. Statistics 4. Summary 5. History 6. Invoices 7.Transactions 8.Checks 9. PiOs

Address (7 | Terms Code o0 (@, NOTERMS
Reference
Credit Card Vendor [ ]

ZIP Code | Hold Payment O

City | State I:I Electronic Payment

Country Ck Standard Entry Class l:l

Primary Contact Ck

Telephone Ext | | Exemption No. on File [_]

Fax Tax Schedule MONTAX  |©Y, Nontaxable Tax
Tax Class NT Q& Non Taxable

E-mail Address  |jarodriguez@infomedika.com |IZ|

URL Address @

6. El Sistema levanta la pantalla de PAPERLESS OFFICE DELIVERY OPTIONS, en
el Tab1l seleccione PRINT & EMAIL.

FET SCLangs TOTTs0E Frang Dgsnoodara TTAE] ASSES odgE R Ay TCCETTET
B vendor Maintenance (TST) 12/3/2020 - O X
Vendor No. | 01-A44 C% 4 b WM m Copy From...  Renumber... More... -~
Name AUDITORY ADVISER ADMINISTRATIVE
1. Main 2 iti 3 isti 4. v 5. History 6. Invoices 7.Transactions 8.Checks 9. PIOs
L1 5] Paperless Office Delivery Options O *
endor No. 01-A8A AUDITORY ADVISER ADMINISTRATIVE
Document AJP Check -

2. E-mail 3. Fax

POF Delivery Options
Print E-mail Fax [ |

POF Document

Password | Nontaxable Tax

xable
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7. En el Tab2 seleccione el correo del suplidor y puede anadir otros contactos para
incluir dichos pagos electronicos. Oprima ACCEPT.

E Paperless Office Delivery Options

Wendaor Mo. 01-A84 AUDITORY ADVISER ADMINISTRATIVE

Decument AJP Check -

1. Main Fax

L

E-mail Options
Use Wendor E-mail Address jarodriguez@infomedika.com
To Vendor Contacts

Contact Code | Contact E-mail Address |

LY

52l

To Additional E-mail Addresses

bl

8. Al momento de actualizar el CHECK AND ELECTRONIC PAYMENT REPORT del
pago electronico, el sistema le envia automaticamente el talonario al correo
seleccionado en el Mantenimiento del Suplidor.

B Check and Electronic Payment Register (ABC) 12/4/2020 ? >

Current General Ledger Period
Accounts Payable Posting Date
Electronic Payment Comment Py 12004520 |

! E Motice: This Accounts Payable posting date falls into a future General Ledger period.

www. infomedika.com « PO Box 11093, San Juan 00922 « 787.620.2474
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9. Luego de seleccionar UPDATE, el sistema levanta la pantalla para el envio de
los talonarios [REMITANCE] .

=] Electronic Delivery for Forms 7 ®

E-mail Options

Test E-mail...
Uze E-mail Mezsage
From E-mail Address |jaru-|:lrigu ezi@infomedika.com |

Subject Line

Additional E-mail Attachments

Fax Cptions

Fax Test Fax...

From Fax Number
From Name

Subject Line

o | o Lo

Electronic Payment Register

Joumal Posting Date: 12/472020

Register Number: CD-000012

Electronic Payment Comment: PY12/04/20

ABC Distribution and Service Corp. (ABC)

BankCode: D Wells Fargo Checking

Bank Account Humber: =====-TE&0 RoutingTransit Humber: 29502041
Check Bank Routing’
Vendor Entry Bank Account Account Transit Dilstribution
Humber Vendor Hame Mumber CheckMumber  Mumbsr Type Bank Description Humber Amount
DH-AIRWAY Airway Eroparty
o E000CA 1234555780 Checking BPPR es0e 40050
Tofal Tranzactions: 1 Repart Total: ADCLED
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IIIl. PARA EL RE- ENVIO TALONARIO DE PAGO ELECTRONICO

1. En la pantalla PAPERLESS OFFICE\MAIN\VENDOR VIEWER, seleccione el
pago para reenvio y oprima el icono de un sobre [ELECTRONIC DELIVERY].

E Vendor Viewer (ABC) 12/10/2020 — O >

Company Code E% Refresh

Company Mame |ABC Distribution and Service Corp.

Form Type |Check v| AJP Checks Date From | 1102020 (3 To |1z3vz4s8 [

.
Wendor No. Vendor Name Check No. Check Date  PDF Created Acctg Date Updated @
M-AIRWAY  Airway Property EQODOO1 12/2/2020 2020112/03 08:42:47 12/2/2020 lxl
01-ARWAY  Airway Property E00001 12102020 202001210 08:47:01 12102020 ' @

Electronic Delivery, Alt-L H@
@
=

=3

2. El sistema levanta la pantalla para reenvio o cambio de direccion de correo.

)

=] Electronic Delivery ? X

E-mail Opticnz =
E-mail TestE-mail. |
Use E-mail Message
From E-mail Address |HRAdmin@infnmedika.cnm | li
Subject Line

E-mail Addresses i

E-mail Address Recipient | B

Fax Options
Fax O Test Fax...

From Fax Number
From Name
Subject Line

Fax Mumbers

sl

Fax Number Recipient Name |

Edit Message... 1 Document(s) Selected - ]
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