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Electronic (ACH) Payments in AccountMate/SQL Accounts Payable 
 

To configure and use the electronic payment (ACH) feature in the AccountMate/SQL Accounts Payable 
module, perform the procedures below:  

 

1. Activate the Electronic Payment feature in AP Module Setup. 
a. Access the AP Module Setup ► General (2) tab. 
b. Mark the Electronic Payment checkbox and click OK to save the changes. 

2. Set up vendors for electronic payment. 
a. Access the Vendor Maintenance ► Settings tab. 
b. Check the Electronic Payment checkbox. 
c. In the Electronic Payment Setup window leave the Prenote Status as “Require 

Prenotification” and the Last Prenote Date as “blank”.  Enter the vendor’s Bank Name, 
Account # and Bank Routing # and, yes, it’s important that the Account Type be set 
correctly but is 99.9% of the “Checking”.  Click Close when complete 

d. Click Update to save the changes in the vendor record. 
3. Set up the bank accounts for electronic payment. 

a. Access the Bank Account Maintenance ► Information tab and enter the Next E-
Payment Check # that will be assigned to the next electronic payment check generated 
for the bank account. 
Note: The Next E-Payment Check # field is available starting in AccountMate 9.  It is a 
required field if the Electronic Payment checkbox is marked in AP Module Setup and the 
Use in Accounts Payable checkbox is marked in the bank account record. 

b. Select the check layout for electronic payment checks in the Printing tab ► E-Payment 
Check area.  Configure also whether to print company logo, company name and address, 
MICR, check #, and stub lines on e-payment checks. 
Note: The Bank Account Maintenance ► Printing tab is available starting in 
AccountMate 9.2.  In lower versions, there is only one check layout for both electronic 
payment and computer/handwritten checks, which is configured in AP Module Setup 
►Printing tab. 

c. Fill in the fields on the ACH (Mandatory) tab. 
i. Directory: Enter the location where you want AccountMate to store the direct 

deposit transmission file.  Alternatively, you can click the Ellipsis button to 
browse the desired directory.  Ensure that the directory you choose is shared on 
the network so that it will be accessible from whichever workstation you will 
transmit or email the file.  Example: \\server\share\accounting\ach 
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ii. File Prefix: Enter the code that will be the fixed portion of the ACH filename.  
This field accepts an alphanumeric code up to 50 characters.  Example: 
ACCOUNTMATEACH 

iii. Next Batch: The initial value of the sequence number that will be assigned to the 
ACH file. The value you enter will form the variable portion of the ACH filename 
and will be incremented each time you apply payroll/payment.  This field 
accepts an alphanumeric code up to 10 characters.  Example: 0000000001 

iv. Immediate Origin: The Company Tax Identification Number.  Example: Your FEIN 
v. Immediate Destination: The ABA # of the bank site where you maintain this 

bank account.  Example: Your Bank Routing Number 
vi. Description: Enter up to 10 characters that represents the nature of the direct 

deposit transaction.  Banks generally display this description on your bank 
statement to identify the transaction.  Example: PAYROLL or VENDPAYMNT 

vii. AP/PR Service Class Code: Click the list box button and select the service class 
code to be used in records 5 and 8 of the ACH file as directed by your bank.  The 
most common selection is “220 – Credits Only”. 

d. Fill in the fields on the ACH (Optional) tab. 
i. Creation Time: Enter the time of ACH file creation you’d like to show in the 

reports. If you leave this field blank, the system will store in the Bank Account 
file the actual time when the ACH file is generated.  This is most commonly left 
blank. 

ii. Immediate Destination Name: Enter the bank name of the branch/site where 
you maintain your bank account.  Example: Your Bank Name 

iii. Immediate Origin Name: Enter your company name as registered in your bank 
account's records.  Example: Your Company Name 

iv. Reference Code: Enter a code for the ACH file for reference purposes.  This is 
most commonly left blank. 

v. Company Discretionary Data: Enter up to 20 characters that represent special 
handling instructions for the entries in your direct deposit file. You define these 
codes and what they represent. As your bank does not have a standard 
interpretation for these codes, you will have to communicate their meaning to 
the bank.  Most commonly this is descriptive such as PAYROLL or VENDPAYMNT. 

vi. Company ID: You may enter your company your Tax ID, which will then be used 
to populate certain records in the ACH file; however, if you leave this field blank, 
your bank will use the value in entered in the Immediate Origin field on the ACH 
(Mandatory) tab.  This is most commonly left blank. 

vii. Company Descriptive Date: You may enter in this field your company's 
descriptive date, in the "YYMMDD" format. If you leave this field blank, the 
system will show as the company descriptive date the actual date when the ACH 
file is generated.  This is most commonly left blank. 

viii. Bank Discretionary Data: If your bank directs you, then enter their provided 
two-character code they will used to identify transactions.  This is most 
commonly left blank. 
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ix. Individual ID: Select which information you want to use to identify the 
transaction.  This most commonly Customer # / Employee # / Vendor # as SSNs 
and FEINs shouldn’t be distributed widely. 

x. Trace #:  Choose which option data you want to use for generating the trace 
number:  Most commonly this is Immediate Destination. 

xi. Include Offsetting Entry: Mark this checkbox if you want the ACH file to include 
an entry to debit your company's bank account for the total of the amounts paid 
to the vendors/employees included in the ACH batch.  Most commonly this is 
not checked. 

xii. Include Blocking Factor Record: Marking this checkbox configures the system to 
print 99999 at the bottom of the file to fill up the rest of the lines to satisfy the 
"multiples of 10 lines” requirement in case the number of records in the ACH file 
is not a multiple of 10.  Most commonly this is not checked. 

e. Click Update to save the changes in the bank account record. 
4. Generate prenotes. 

a. Access the Process Electronic Payment ► Generate Prenotes function from the 
Transactions menu. 

b. Enter in the Bank # field the bank code for which you want to generate prenotes. 
c. Mark the checkboxes for vendors to be included in prenotes processing and click 

Generate. 
d. Click OK to close the message showing the prenote file location. 

Note: You do not need to generate prenotes for vendor records that are assigned a 
"Prenotification Confirmed" prenote status. Note though, that AccountMate resets the status 
from "Prenotification Confirmed" to "Prenotification Required" if you change the vendor's bank 
account number, account type, or routing number. 

5. Activate electronic payment for vendors. 
a. Access the Process Electronic Payment ► Activate Vendors for Electronic Payment 

function. 
b. Review the message and last prenote date; amend the date, if necessary. 
c. Click Activate; then, click Yes to continue. 
d. Click OK to close the message informing you of the number of vendors activated for 

electronic payment. 
6. Print electronic payment checks. 

a. Access Print Computer Check from the Reports menu. 
b. Enter in the Bank # field the number of the bank for which you want to print computer 

checks. 
c. Select the vendors that were set up for electronic payment by marking the Process 

Direct Deposit checkbox and click OK. 
d. Accept or amend in the Starting E-Payment Check # field the starting check number for 

the computer check you want to print. 
Note: The Starting E-Payment Check # field is available starting in AccountMate 9. In 
lower versions, the field is labeled Starting Check #. 

e. Enter a short description for the electronic payment transaction and review the rest of 
the information. Skip this step if you are using a version lower than AccountMate 9. 
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f. Click Print Check(s). 
g. Select a printer and click Print to commit the printing. 
h. Click OK to close the message informing you of the ACH file location. 

7. If you want to recreate a previously generated ACH file, run the Regenerate ACH File function. 
a. Access the Regenerate ACH File function from the Reports menu. 
b. Enter in the Bank # field the number of the bank for which you want to regenerate the 

ACH file. 
c. Enter the individual E-Payment Batch number or a range of E-Payment Batch numbers 

drawn against the bank. 
d. Click Generate. 

8. For a list of ACH payments made, run the Electronic Payment Report, which includes numerous 
filters and may be used as a reference when reconciling bank account and book balances. 


