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Bank Account Numbers for ACH Payments

Bank Account Numbers for ACH Payments Overview
Long Address field of the Address Book field will contain the Bank Account last 4-digits.

e ALL AGENCY Address Book records are formatted as: AG: X1234. In the event that
multiple Payees have Bank Accounts with the same last 4-digits, there will be multiple
“X’s” preceding the last 4-digits (e.g. AG: XX1234, AG: XXX1234).

e AGENCY SPECIFIC Address Book records are formatted as: AG ##: X2345, where ##
is the specific Agency number

The Long Address field is a tool for Agenices to determine the appropriate Address Book record
to use when making payments. If you determine a vendor is not tied to the correct payee, please
work with AS State Accounting for resolution.

Bank Account Numbers for ACH Payments Lesson

Procedure

Step Action

1. Click the State of Nebraska link.

State of Mebraska -

2. Click the Address Book link.

3. Click the Address Book Inquiry link.
[sddress Book Inguiny
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Address Book Inquiry - Work With Addresses
Select Find Add  Copy Delete Close Row Report Tooks
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Alpha Name I Display Phone

Search Type

Ho records found.

Customize Grid | Bank Accounts  x (]

I [gg Address Sch Tax Long Alpha Mailing
Number Typ 0] Address Name Name

[T [T [ trusted sites H100% -

Step Action

4, If an Address Book Record:
o0 Exists for a Vendor
0 Is to be used for Accounts Payable
0 Has an ACH Bank Account identified
The record should be a Search Type "PP" and have an Account Number in the
"Long Address" field.

5. Long Address will contain the Bank Account last 4-digits.
0 ALL AGENCY Address Book records are formatted as: AG: X1234. In the event
that multiple Payees have Bank Accounts with the same last 4-digits, there will be
multiple “X’s” preceding the last 4-digits (e.g. AG: XX1234, AG: XXX1234).
0 AGENCY SPECIFIC Address Book records are formatted as: AG ##: X2345,
where ## is the specific Agency number.

6. Narrow search for Vendor Address Book Records with an ACH Bank Account,
enter "PP" into the Sch Typ field.
Address Records with a Bank Account are searchable in the Long Address field.

8. Click the Find button.
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Address Book Inquiry - Work With Addresses o
Select Find Add  Copy Delete Close Row Report Tooks
v @ +# B 0 X B B &
Alpha Name ™ Display Phone
Search Type
Records 115 Customize God [Bank Accounts = (3 00
PP AG: X*
I [g| Address sSch Tax Long Alpha Mailing
Number Tye ) Address Name Name
& 518458 PP AG:X4611 DELL MARKETING - PAYMENTS DELL MARKETING L.P/DELL TREASUF
m] 518474 PP AG: X8362 DELOITTE & TOUCHE, ALL PAYMENTS DELOITTE & TOUCHE LP
m| 518527 PP AG:X5132 DENESIA BROWN & RUFF DENESIA BROWN & RUFF
r# 518553 PP AG: X2530 DENNIS SUPPLY - ALL PAYMENTS DENNIS SUPPLY COMPANY
& 518570 PP AG:X1658 DENTAL DESIGNS INC DENTAL DESIGNS INC
m] 518627 PP AG: X1068 DES MOINES STAMF MFG CO DES MOINES STAMP MFG CO
m| 518635 PP AG:X3416 DESIGN PLASTICS, INC DESIGN PLASTICS, INC
m] 518672 PP AG: X9523 DEVELOPMENTAL SERVICES OF NEBRASK... DEVELOPMENTAL SERVICES OF NEBF
& 518685 PP AG:X1582 DEWEESE SAND & GRAVEL INC - PYMTS DEWEESE SAND & GRAVEL, INC
m] 518703 PP AG: X6737 DIALOGOS INC DIALOGOS INC
m| 518716 PP AG:X1179 DIAMOND ENGINEERING COMPANY DIAMOND ENGINEERING COMPANY
m] 518727 PP AG:X0951 DIAMOND SURFACE INC DIAMOND SURFACE INC
m| 518771 PP AG:X3700 DICKS FLOORING RICHARD A. FIEGENSCHUH, SR.
r# 518784 PP AG: X2029 DICKEY & BURHAM INC - ALL PAYMENTS DICKEY & BURHAM INC
& 4335404 PP AG:X4044 DELL FINANCIAL SERVICES LP - LEASES DELL FINANCIAL SERVICES LP - LEAS
il i
Done [T | [ G [ Trusted sites H100% -

Step

Action

information, including the Long Address.

This grid has been customized to provide a sample view of the Address Book

10.

Assist Address Book Long Number Search.

The Long Address is viewable in the Accounts Payable: Supplier Number Visual

11.

Click the Accounts Payable link.
[sccounts Payable]

12.

Click the Voucher Processing link.
[Voucher Processing|

13.

Click the Voucher Entry link.

14.

Click the Voucher Entry without PO link.
[Woucher Entry without PO

15.

Click the Add button.
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© Sign Out

Voucher Entry without PO - Multi Company - Single Supplier o
80 X B B
Doc NofTypelFd [ Batch No l2088037 Prev Doc ,7
Supplier Number " Q
Invoice Number [ Payment Terms ’7
Invoice Date ] GIL Date * ] SeniTax Date ]
PO NofType/Co [ [ [ ™ Discount%
Remark |
Records 1-1 Customize Grig ol
B oer T e Explanaion Terma) [oaie Type | o
‘T [ ] | [ | [ | lj
Amount Dist Tax Taxable [
Dane [ [T [ trusted sites H100% -
Step Action
16. Click the Supplier Number Visual Assist button.
17. Narrow search for Vendor Address Book Records with an ACH Bank Account,
enter "PP" into the Sch Typ field.
18. Narrow your search by Name by entering all or part of a Vendor's name into
the Alpha Name field.
19. Click the Find button.
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Address Book Long Number Search
Select Fnd  Chse Took
"4
ame Search ‘ I” Display Phone
Search Type ’ppf PAYEE/PAYABLES
Records 1-9 Customze Grd [BankAccounts v 0
\ | DELL |
Address  Sch  Tax Long Address Address
Number  Typ D Alpha Hame Address Line 1 Line 2
(o 1621001 PP DELLAMAN COMPANY 9935 ORCHARD CIR
[l 1945394 PP DELLAMANO, CHERYL 55218 101STPLZAPT 4
(o] 1175721 PP DELLELO, KAREN 14351JAMESTOWN STREET, APT A
[l 965713 PP DELLELO, NATHANIEL 14351 JAMESTOWN STREET, AFT A
(o] 4335404 PP DELL FINANCIAL SERVICES LP -LE.. AG:X4944 DELL FINANCIAL SERVICES, LP 122341H 2
[l 3620694 PP DELLICARPINI, KATHRYN NICOLE 506 SW 16TH CT
(o] 509777 PP DELL MARKETING LP -PYMTS - AS DELL MARKETING LP FKA - ASAF
[l 518458 PP DELL MARKETING - PAYMENTS AGI X451 ALL ACCOUNTS RECEIVABLE PO BOX 8(
(o] 1940329 PP DELL SERVICE SALES DBA DELL SERVICE SALES PO BOX 22
4 | &
Dane [ [ |G [ trosted siess H100% -
Step Action

20.

Select the appropriate Address Book record for payment.

This grid has been customized to provide a sample view of the Address Book
information, including the Long Address.

21.

End of Procedure.
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