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BRC Direct Deposit File Creator for QuickBooks

Introduction

Thank you for your use of the Direct Deposit File Creator for QuickBooks, by Big Red Consulting.

We’ve written this document to ensure you have a smooth start when using the add-in and to address frequently asked questions.
Overview

The Direct Deposit File Creator works within QuickBooks as an “Add-In”. Use it to create NACHA files that include payments sent to your vendors and employees. The NACHA files can then be submitted to your bank using their instructions.
Once installed, you can launch it directly from the QuickBooks Banking menu.

Description / Benefits

Description

This Direct Deposit File Creator uses data it pulls directly from your QuickBooks file(s). It then creates a NACHA file from the data that can be submitted to most banks that offer a service to process NACHA files.

It uses special QuickBooks custom fields you’ll set up and special payroll and/or service items used on your checks to create the DD orders it adds to your NACHA file.

Key benefits

There are several key benefits/features when using this tool:

· Save Money

· Intuit’s DD fees are over $1.50 per Paycheck for many of their payroll subscriptions. For 10 employees who are paid weekly that adds up to over $800 a year!

· Instead, pay only your bank’s fees when submitting DD files, if any. Some banks offer DD upload to business customers no charge, and others charge a small amount per DD order.

· Create 1 to 7 Direct Deposit orders per Check

· You can create only 1 or 2 DD orders per Paycheck, and only 1 for a Vendor check when using the QuickBooks Payroll DD feature. Or none at all if you don’t subscribe to the QuickBooks Payroll service.

· When using the Direct Deposit File Creator, you can create up to 7 DD orders per check.

· Create remainder paychecks and checks, where the DD is less than the total net check

· Unlike the built in QuickBooks DD feature, create DD orders that are less than the net check amount.

· For example, you can set up a $200 DD order for the employee’s savings account and print the rest of the net pay as a standard check.

· Create Direct Deposit orders for Paychecks, regular Checks, and Bill Payment checks all at once

· Use Direct Deposit File Creator to create a NACHA file for all three types of checks at once.

· Set up data is stored and gathered from QuickBooks, so no reentry of data is needed

· Use the instructions in this document to create custom fields, items, and transactions that contain all of the information need by the Direct Deposit File Creator to create your NACHA files.

· Settings are remembered from session to session
· They’re saved per bank account, so you can even use multiple bank accounts – from one or more company files! Make sure each bank account has a different name.
Please note:

QuickBooks is a registered trademark of Intuit, Inc.

The Direct Deposit File Creator for QuickBooks and this document are copyrighted by Big Red Consulting.
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Setting up QuickBooks
The next few sections discuss how to set up QuickBooks for use with the Direct Deposit File Creator.
The Direct Deposit File Creator can create DD orders from your checks in two different ways by looking either at the check amount or by looking for specially-marked check detail rows, or both. The “Check Amount” option is simpler to set up and requires less data entry. The “DD Items” option provides the ability to create multiple DD orders per check transaction. These approaches can also be used together, either for the same or different check transactions. The “Both” option makes configuring and using the special DD Items simpler.
The “Create DD orders from” option can be selected per check type, so for example you can process Paychecks using the “DD Items” option and standard Checks using the “Check Amount” option:
Simple “Check Amount” option – One DD order per check transaction

· Set up one custom field, populate it with bank data

· Create transactions as normal, except that check numbers must be blank or contain non-numeric characters (so they don’t look like paper checks.)

· Select “Check Amount” when creating your NACHA file.

More Detailed “DD Item” option – Supports multiple DD orders and remainder checks

· Set up from one to seven custom fields to hold bank data.

· Create custom items for DD amounts.
· Use these items on transactions.
· Select “DD Items” when creating your NACHA file.

Depending on how you’ll use the Direct Deposit Creator, set up includes creating custom fields for vendors and employees, creating special sales items and/or special payroll items, and configuring employee records so that the items appear on new paychecks.
You only need to complete the set-up steps for the types of Checks and the “Create DD orders from” options you’ll choose.

Set up Checklist

There are several areas to set up in QuickBooks as described in this document, depending on how you’ll use this tool. It can be as simple as creating custom fields and entering bank account data in them.

General Set up for both Employees and Vendors:
· Set up one to seven custom fields.

· Enter bank data in these custom fields for the Employees and/or Vendors.
For Employees:
“Check Amount” option: Where you want one DD order for the entire paychecks:

· Create one custom bank field, “Bank 1”.

· Nothing more to set up.
“DD Item” option: Where you want multiple DD orders per check or remainder checks:

· Create custom bank fields as needed.

· Create one to seven custom Payroll items named “Direct Deposit 1” to “Direct Deposit 7”.

· Include one or more of these custom payroll items on employee records so that they will be added to and calculate automatically on new paychecks.

For Vendors:

“Check Amount” option: Where you want one DD order for a standard Check and for Bill Payments

· Create one custom bank field, “Bank 1”.

· Nothing more to set up.
“DD Item” option: Where you want multiple DD order for a standard Check or a reminder check:

· Create custom bank fields as needed.

· Set up one to seven Sales items named “Direct Deposit 1” to “Direct Deposit 7”.

· Set the vendor Type for Corporate vendors if you’ll be creating Corporate Payments (CCD) files.

General Set up

Set up Custom Name Fields

This section covers setting up custom fields for Employees and/or Vendors. These custom fields will hold the banking data used to create DD orders.

Creating custom fields for your names is a one-time process. Later, you may add or remove bank data to these fields on your employee and vendor records as needed.

Steps:

1. Edit an Employee or Vendor from the Employee or Vendor Center (it doesn’t matter which one.)
2. Click the Additional Info tab.

3. Click the Define Fields button.

4. On the Custom Fields for Names window, enter your new fields and specify the name/label as shown below.

a. When using only the simple “Check Amount” option, where a single DD order is created per transaction, set up one custom field named “Bank 1”

b. Otherwise, set up one to seven fields to hold up to 7 bank accounts for each employee or vendor.

c. Fields must be named exactly “Bank 1”, “Bank 2”, and on through “Bank 7” in order to be recognized.

d. Fields can be in any order (and you can have other custom fields as well.)
e. For Enterprise, fields must use the first 15 rows in the Custom Fields for Names dialog. This is because while QuickBooks Enterprise allows up to 30 fields, it provides access only to the first 15 fields.
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This is a screenshot of QuickBooks Enterprise, which offers the ability to set the type of custom field. When using QuickBooks Enterprise, leave the default “Any Text”. For non-Enterprise, all fields are “Any Text”.

Enter Banking Data

The bank account and routing numbers for each employee or vendor are entered in the custom Bank fields.
To add or edit data in these fields, edit the vendor or employee name and click the Additional Information tab. Then enter data into the Bank fields.

The data entry area looks like this:
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Data Formatting:

For each account you’ll specify three values: The account type, the routing number, and the bank account number, in that order.
For each account, all three data values are entered in one custom Bank field using this layout:
[Account Type]:[Routing Number]:[Account Number]

Examples:

Checking:123456789:6724301068

Savings:123456789:6724301111

Or:

C:123456789:6724301068123456

S:123456789:6724301111654321

Rules:

· The three data values entered in each Bank field are separated using a colon (“:”) character (not a semi-colon.)

· The account type must be exactly one of the values “Checking” or “C”, or “Savings” or “S”.
· Custom fields are 30 characters long in QuickBooks, so you may use “C” instead of “Checking” or “S” instead of “Savings” to save characters if your account numbers are more than 13 characters.

· Bank routing numbers are always numeric and do not contain letters.

· Bank routing numbers are always 9-digit numbers.

· Bank account numbers are usually numeric but can also contain letters.

· Bank account numbers vary in length. (NACHA supports up to 17 characters for a bank account number.)

· When entering bank and routing numbers, get them from the payee’s deposit slip or check or another bank document.
How to locate bank and routing numbers:

Example:
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· The Routing and Account numbers do not always appear in the order seen above, but they usually do for personal checks.
· The routing number is surrounded by two formatting characters like the ones shown above.
· The Account number usually ends with a formatting character, one that is that also follows the check number.
Vendors

If you want only one Direct Deposit order per check and you don’t care about remainder checks, or you will be issuing DD orders only for Bill Payment checks (which can only have one DD order per check) there is no need to set up special items. In this case skip down to the section Create Direct Deposit Transactions.

If you want to create multiple Direct Deposit orders per check or create remainder checks (where the sum of the Direct Deposit orders is less than the check), then follow the steps in this section.
Create Custom Sales Items

Setting up Sales Items

Amounts entered on specially-named sales items on checks are used to create your DD orders.

To set up special Direct Deposit sales items:

· First pick the Item list from the Lists menu.

· Then right click and choose “New”.

· Choose Other Charge as the item type.

· Give the Item a name.

· The name must be exactly one of “Direct Deposit 1”, “Direct Deposit 2”, “Direct Deposit 3”, “Direct Deposit 4”, “Direct Deposit 5”, “Direct Deposit 6”, “Direct Deposit 7” or it will be ignored.

· Accounting: Enter an Account

· See the section later in this document “Understanding Direct Deposit Accounting” for more information.
· Recommended: Use the bank account DD will be drawn from. Then when creating a NACHA file, select the option in Advanced Options to force a DD Batch for each DD order. With this option set the details recorded in your bank account register will match the DD orders sent in your NACHA files and the transactions that will appear on your bank statements.
· If you don’t choose that option your DD orders will hit your bank account as one amount per date. In this case create and use a liability account called “DD Liability” or similar, and using it for your DD items.

· If DD orders are pulled from your bank account individually: Use your bank account as the account.

· You may enter a description and a default amount or percentage. Both are optional.

Setting the Vendor Type

The Direct Deposit File Creator can create two types of NACHA files, the typical “Employee/Contractor Direct Deposits (PPD)” file and a “Corporate Payments (CCD)” file.

Do I need this?

· If you will be creating only the typical “Employee/Contractor Direct Deposits (PPD)” files, and only setting up non-corporate vendors for DD payments, you can skip this section.

· If you will be creating “Corporate Payments (CCD)” files, or creating both file types, then complete the following steps.

To segregate data between these two NACHA file types

· Set up and use a custom vendor Type called “Corporate” When you set a vendor’s type to Corporate:

· Their data is excluded from the standard “Employee/Contractor Direct Deposits (PPD)” file type.

· Their data (and only their data) is included in the alternate “Corporate Payments (CCD)” file type.

To set up Vendors using the Corporate Vendor Type:

· Edit a vendor.

· Select the Additional Info tab.

· In the Type field, select Corporate from the list.

· If it is not there, pick <Add New> from the list and create it, using the exact name “Corporate”.

· Save the Vendor.

Employees & Payroll

If you want only one Direct Deposit order per Paycheck and you don’t care about remainder checks, there is no need to set up special payroll items. In this case skip down to the section Create Direct Deposit Transactions.
If you want to create multiple Direct Deposit orders per Paycheck or create remainder checks (where the sum of the Direct Deposit orders are less than the check), then follow the steps in this section.
Create Custom Payroll Items
Amounts entered on special payroll items on paychecks are used to create your DD orders.

To set up special Direct Deposit payroll items:

· Open your payroll items list from the Lists menu.

· Right click and choose “New”.
· Choose Custom set up and press next.
· Choose Deduction and press next.
· Give the Item a name. 
· The name must begin with exactly one of “Direct Deposit 1”, “Direct Deposit 2”, “Direct Deposit 3”, “Direct Deposit 4”, “Direct Deposit 5”, “Direct Deposit 6”, “Direct Deposit 7” or it will be ignored. (Press Next after naming the item)
· You can add text to the end of the name for clarity if desired:

For example, “Direct Deposit 1 – Custom”. For more details, see the section titled “Additional Payroll Item Naming Options” in this document.
· Accounting: On the “Agency” slide of the new item wizard, enter an account:
· See the section later in this document “Understanding Direct Deposit Accounting” for more information.
· Recommended: Use the bank account DD will be drawn from. Then when creating a NACHA file, select the option in Advanced Options to force a DD Batch for each DD order. With this option set the details recorded in your bank account register will match the transactions that appear on your bank statement.
· If you don’t choose that option your DD orders will hit your bank account as one amount per date. In this case create and use a liability account called “DD Liability” or similar.
· Tax Tracking should be “None”. Press Next

· For the “Calculate based on” field pick “Neither” in most cases. Press Next

· Gross or Net Pay:

· You may set up the deduction to calculate on either Gross or Net pay. This setting only matters for percentage items.
· Usually, pick Net Pay.

· If you want a percentage item, and you want it to calculate on total wages, pick Gross.

· Default Rate and Limit.
· You may enter a default percentage or amount here or leave it blank or 0.00.
· Do not enter a default limit.
Add Custom Payroll Items to Employees

Important: In order to determine which Direct Deposit amounts will go to which bank accounts, the add-in matches the employee “Bank” field data and the “Direct Deposit” payroll items used, by number:
The bank data in the “Bank 1” field is always associated with the payroll item amount on paychecks for the “Direct Deposit 1” item and “Bank 2” and “Direct Deposit 2” are similarly associated through “Bank 7” and “Direct Deposit 7”.
This means that in order to successfully use “Direct Deposit 1” on a Paycheck and create a DD order, the “Bank 1” custom field must be set up with bank data for the employee.
Don’t worry! If you use a Direct Deposit payroll item and the associated bank field is not set up, you’ll get a warning message letting you know this has happened as you create the DD file. You can then update the employee record and try again.
Add Payroll Items to employee records by editing the employee and in the Payroll & Compensation area add one or more of your Direct Deposit items to the Additions & Deductions table.
Enter the rate or amount for the deduction as follows:

· If you want a specific amount, enter that amount.

· If you want a percentage of pay (either Gross or Net, depending on how the item is set up) enter that percentage.

· Do not normally enter a limit. If you do, the item will stop calculating when the YTD amount reaches that limit. This might be useful in some cases.
Example:
The employee record will look something like this for two DD orders:
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In this example, the first DD is for $350 and the second is for 40% of net pay.
As a result, the employee will likely have a remainder check, OR the two deductions could add up to more than the net check, in which case you will need to edit and reduce the amounts as you create the Paycheck. (QuickBooks will warn you in this case, because it does not allow you to create a negative paycheck.
Create Direct Deposit Transactions

This section covers how to create transactions in QuickBooks for use with the Direct Deposit File Creator. Review the sections for the types of checks you’ll be creating.

Standard Checks

When using the “Check Amount” option only to issue only one DD order per check, you only need to have set up and populated the Bank 1 custom field on the vendor or employee record. 

When using the “DD Item or “Both” options then you also need to set up the custom sales items as described above.
Simple “Check Amount” option: When using the “Check Amount” option you won’t use special direct deposit items on your checks. Instead, you can create checks as normal except that they must not have standard numeric check numbers.

· For the net check amount to be included the check must have check number that is not all numbers or a check number that is blank.

· Checks with standard numeric check numbers are assumed to be paper checks and net check amount is not considered for Direct Deposit.

· For example, “1234” is skipped where “1234A” and “ACH” or similar will be included. Any combination of numbers and letters or just letters will work.

· Optionally, you can also include the check amount for checks that have standard check numbers. This option is useful in some other cases. See the sections in this document titled Advanced Settings for more information.

· The check number rule applies to the net check amount when using the “Check Amount” and the “Both” option as you create your NACHA file (see the Field by Field instructions below.) It does not apply to Direct Deposit items on the check.

When using the “DD Items” or “Both” options: Once vendors (or employees) are set up, you can create standard checks that use the special service items set up using the steps in this document.

Add DD items to checks on the check’s Items tab. The amounts should be negative:
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Here a check includes an expense (for 89.00 on the expense tab), and item called Widget and two DD line items on the Items tab. These items together reduce the total check amount by $155, leaving a check to print for $78.

Tips:

· Direct Deposit items are entered directly on checks.

· If you have similar or the recurring payments for a vendor, you can to set up a template for these payments by memorizing a completed check. You can then recall it and use it later from the memorized transactions list.
Bill Payment Checks

For Bill Payment checks the “Check Amount” option is the only option. To include Bill Payments in your NACHA file you only need to set up and populate the Bank 1 custom field on the vendor employee record. (This is because there is no way to add details to a Bill Payment check and so there is no way to add DD items to it.)
Bill Payments are selected for processing for vendors that have the Bank 1 field populated based on their check numbers:
· By default, Bill Payment Checks with standard/numeric check numbers are assumed to be paper checks and not for Direct Deposit. Any combination of numbers and letters or just letters will work. For example, “1234” is skipped and “1234A” and “ACH” or similar are included. 
· Optionally, you can also include bill payments that have standard check numbers. This option is useful if you’re sending ACH orders in batches and recording the bill payments for ACH in a “wash account”, a fake bank account just for this purpose, and in some other cases. See the sections in this document titled Advanced Settings for more information.
Paychecks

When using the “Check Amount” option only to issue only one DD order per Paycheck, you only need to have set up and populate the Bank 1 custom field on the employee record. 

When using the “DD Item or “Both” options you will also need to set up the custom payroll items and add them to your employee records as described above.

Simple “Check Amount” option: When using the “Check Amount” option there is no need to use special direct deposits items on your paychecks. Instead, create paychecks as you normally do except that they must not have standard numeric check numbers.

· For the net check amount to be included it must have a check number that is not all numbers or a check number that is blank.

· Checks with standard numeric check numbers are assumed to be paper checks and not for Direct Deposit.
· For example, “1234” is skipped where “1234a” is included. Similarly, “DD101” will be included. Any combination of letters and numbers or just letters will work.

· Note that when creating paychecks if you enter a number like “DD1000” or “ACH1000” most versions of QuickBooks will start counting from that point and assign unique numbers to each Paycheck. 
· The check number rule applies to the net check amount when using the “Check Amount” and the “Both” option as you create your NACHA file (see the Field by Field instructions below.) It does not apply to Direct Deposit items on the Paycheck.

· Optionally, you can also include the check amount for paychecks that have standard check numbers. This option is useful in some other cases. See the sections in this document titled Advanced Settings for more information.

When using the “DD Items” or “Both” options: After the employees are set up, when you create new paychecks the Direct Deposit line items from the employee records are included automatically. You may want to review the Paycheck details to see the results of your set up.
Tips:
· You can accept the default DD fixed or percentage rates as set up on the employee records. In this case there is nothing extra to do as you create the paychecks.

· You can also edit the DD amounts by clicking the Employee’s name in the Create Paychecks workflow.

· You can add or remove DD items as you create or edit paychecks.
When you review Paycheck details, the DD items should look something like these examples.
Example 1:
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Notes:
· Here you can see two DD items in use, and so the DD money will go to two different bank accounts as set up on the employee record in the custom fields Bank 1 and Bank 2.

· The first DD item is for 50% of the net pay; you can see the amount of $1,303 in the Summary table on the right.

· The second DD item is for a flat $1,000.

· The Paycheck has a remainder net amount of $303, and if you print the check it will be for that amount.
Example 2:
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Notes:

· Here you can see two DD items in use. Again, the DD money will go to two different bank accounts as set up on the employee record, but this time using the custom fields Bank 3 and Bank 2.

· The first DD item is for $1000 and is set up to calculate on gross pay. You can see the $1000 in the table on the right.
· The second DD item is for 100% of net pay.
· The paycheck amount is 0.00 after these deductions, which is normal, as all of the net pay is shifted to the DD items.
Creating Direct Deposit files
To launch the add-in, select Create Direct Deposit file from the bottom of the QuickBooks Banking menu. The main dialog window will appear when the add-in launches and will look like the image below.
Field by Field Instructions
Main Window
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Company

The current company file legal name. Loaded when you launch the tool. If you switch companies or edit your chart of accounts bank name(s), click the little refresh button to the right to reload these values.

Account
Your QuickBooks bank account. When you launch the Direct Deposit File Creator, it automatically pulls your bank accounts from QuickBooks and populates the pick list. The settings you’ll enter are saved per company file and account - useful if you will create NACHA files for multiple bank accounts or use it with multiple company files.
Date Range
The date range used to pull checks from the Account. Use the Auto-set option or manually enter dates.

Prenote File
Check this option to create a prenote NACHA file for employees and vendors for the bank account information you’ve entered. Optionally, exclude accounts that have already been prenoted.
Bank Name
The bank name as it will appear in the NACHA file.

Batch Description
The description that will appear in the NACHA file. Usually this is something like “Payment” or “Payroll” or “Dir Dep”.

Routing Number
Your 9-digit bank routing number.

Account Number
Your bank account number. 

Co ID Format
Pick from the list. Usually banks want your EIN preceded by a 1. Other options are to precede it by a 2, 3, space, or pick “Custom “ to enter a completely custom number in the Custom ID field, which will appear after picking “Custom” from the list.
Origin Name
Either your legal name, pulled automatically from QuickBooks, or a custom entry as specified by your bank.

Origin ID
Pick Default or Custom. When selecting Default, your ID will be either your routing number for a pass-thru file (see below) or your EIN for a standard file. When choosing Custom, the custom value will always be used.
Pass-thru file
This option rearranges the various ID’s in the header records of the NACHA file. It is used when your (usually small) bank passes the file off to another larger bank to process. When selected, you’ll see additional fields in which you’ll enter that bank’s information.
Create a balanced file
This option adds demand debits to your file to “balance” each batch, using your bank routing and account numbers.
Skip checks included in prior exports
When selected, DD payments found for transactions that have already been processed are ignored. This helps you avoid sending duplicate DD orders over time, and it provides a way to include only new transactions for a date range you’ve used before.

View History button
Click to view and edit the transactions previously written to a NACHA file. On the window that will appear, you can remove one or more of them from the list in order to process them again. You might want to do this, for example, if you just created but have not submitted a NACHA file to your bank, and you want to revise its contents by changing the data in QuickBooks and create a new NACHA file.

NACHA file type
Three options to pick from:

Employee/Contractor Direct Deposits (PPD)
- For non-corporate payments. All check types.
Contractor Only Direct Deposits (PPD)
- For non-corporate payments excluding paychecks.

Corporate Payments (CCD)
- For corporate payments to corporate vendors.

Check Types

Select the transaction types to include in your NACHA file. Using these options, you can, for example, create two NACHA files for the same period with different Batch Descriptions. E.g. Create one file containing paychecks and one containing standard and/or bill payments checks paid to vendors.
Create DD orders from
For standard checks and paychecks, you can select from three options: Check Amount, DD Items, and Both. For bill payments, the only option is Check Amount. 

· The Check Amount option will create a DD order for the net check amount. It will do this for checks that do not have numeric check numbers (the number is empty or contains letters) and when the payee name has a valid Bank 1 account. Also, see the advanced option to include checks with check numbers.
· The DD Items option will create DD orders for each of the DD Payroll items (paychecks) or DD sales items (checks) it finds on checks.

· The Both option combines the first two options so you can mix transactions that do and don’t include DD items, and also process both the Check Amount and DD items from one transaction.

Main Window Menu
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About & Purchase

Open the About & Purchase window where you can add and remove product keys, use the Purchase button to purchase a license, and review your license status.

Backup

Use the backup menu to save your settings to a file and to import a settings file. This can be especially useful when you switch to a new computer, because importing your settings will re-create your entire set up.

Resize

Use the Resize menu to ‘smush’ the main window so it isn’t as tall, which is useful on computers with lower resolution monitors. The “Custom Resize Percentage” setting on the Advanced Settings window controls how much the smush option shortens the window.

Help & Support

· Use the Read Instructions option to open the documentation (this file).

· Use the Updates option to check for new builds. It links directly to the Direct Deposit Creator’s home page to its Release Notes section.

· Click Support Request to open and prefill the support request page on our site.

Advanced Settings

Click the Advanced Settings button to open the Advanced Settings window:
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Addenda Records

Addenda records contain additional text related to the payment that may appear on the recipient’s bank statement or in their online bank portal. They don’t change how the payment is processed. NACHA regulations indicate that the addenda records should contain only payment related information.
Add voucher record to Paychecks: When selected, an addenda record is added for each Paycheck.
The record will include the company legal name, the pay period, the batch description, the employee name, and the check memo, if selected. Each field is separated with a “*” and the record is terminated with a “\”.

Here’s an example:
Acme Consulting*For 022023-030523*Payroll*John Smith*Bonus Check\
Include transaction memo: This sub-option lets you include a payment-related memo on the addenda record. It is added after the rest of the record. Memos that start with “ACH:” are included, so you can control which memos will appear. The space available for the memo depends on the length of the employee name.
Add voucher record to Bill Payment checks: When selected, an addenda record describing the bill or bills that are paid is added to the NACHA file to help the recipient know what it is you’re paying.

Include Check and Bill transaction memos: This sub-option lets you include a payment-related memo on the addenda record. For each bill, the bill memo is added after that bill’s information.  The check memo is added to the end of the record if it is not a duplicate of the bill memo. 
Space is limited, and the more bills that are paid, less room is available. Only memos that start with “ACH:” are included, so you can control which memos will appear.

Look back number of days: Bills are pulled from QuickBooks in order to include their information on the addenda record. The look back days determines how far back to look for Bills that are currently being paid.

Bill Voucher

The addenda record will contain different text depending on the number of bills that are paid. Each field in the record is separated with a “*” and the record is terminated with a “\”.

The text in the NACHA file will look something like these examples, depending on your options, the number of bills paid, and the length of the resulting text:

One bill that has the memo “Purchased stuff”:
Inv#1201*$200.00\Purchased Stuff\

One bill, with a discount applied as the bill was paid:

Inv#1111*$195.45*\Disc#1111*$9.55\

Two bills: 

Inv#1201*$150.01\Inv#1128*$125.00\
Two bills and a check memo: 

Inv#1201*$15.00\Inv#1128*$5.00\January bills paid\
Six bills, where the text would be too long if the dollar amounts were included:

#4567895\#4567896\#4567897\#4567898\#1112456789\#1111211134
Add voucher record to standard Checks: When selected, an addenda record is added for each check based only on the transaction memo field. If no memo is found, then no record is added.
Only memos that start with “ACH:” are included, so you can control which memos will appear. There is space for a 78-character memo. If you enter more than 78 characters, the memo will be truncated to 78 characters.  You may use the * and \ characters to structure your record similar to the addenda records for paychecks and bill payment checks.
For example, you could enter: ACH: John Smith*Jan & Feb Exp Rpts*$765.45 and $554.11\

Custom Header
Rarely, a bank wants something at the very top of a NACHA file for their use. If your bank requests it, enter the exact text to appear in that header record.

Force a DD batch for each DD order
This option forces a “batch” for each DD order. Each batch will appear on your bank statement as individual amount. And so, if you choose this option and your DD items use your bank account the detail in your QuickBooks bank register will match the payments that will appear on your bank statement.
Avoid same day ACH

Same day ACH is a new process, introduced in 2016, that allows you to send DD orders and have them executed on the same day. Some banks charge more for this and it is triggered when a ‘late’ DD order is received, such as one dated today or in the past. Some banks will do it automatically without asking (and then up charge you) if you send a NACHA file that asks for settlements today or in the past. This can be useful, but also expensive. Use this option to ‘push’ settlement dates into the future, even for payments dated today or in the past in your QuickBooks file.

Avoid weekends and Federal bank holidays
This option ‘pushes’ any transactions dated on weekends and holidays to the next banking day.

Include check total amounts even for checks that have numeric check numbers
When enabled, this option causes check total amounts to be included in the NACHA file when you use either of the the Check Amount and Both on the main window. It works or all three types of checks (paychecks, standard checks, and bill payment checks).

By default, if a check number is an actual number then the check is assumed to be a printed or hand written check, and so no DD order is created. However, if you enable this option the check totals will be included. This can be useful in several cases: For example, it is difficult to create large numbers of bill payments with alpha-numeric or alpha only check numbers.

This setting includes two sub-settings: Any check number and Only check numbers larger than, which in turn includes an option to enter a ‘floor’.

We recommend using the Any check number option very carefully to avoid accidentally including unwanted net check amounts. This option is most useful if you are processing all checks recorded in a wash account, and then manually creating a transfer for each batch to your real bank account for each ACH batch. See the Understanding Direct Deposit Accounting section for more information.
The Only check numbers larger than option enables you to create batches of checks, typically bill payment checks, with very large check numbers, which will be processed into DD orders, while checks – perhaps to the same payees – with normal check numbers are skipped. This can be especially useful when paying bills and recording checks directly in your bank register, when also using the option to create an ACH batch per check.
Cast Payee names to uppercase

When enabled, payee names are written to the NACHA file in uppercase characters. Not required by NACHA, but requested by some banks.

Custom Resize Percentage

This option lets you control how much the main window is ‘Smushed” when choosing the resize option from the menu.
Save temporary files
This option saves the files containing data pulled from QuickBooks in the same folder where your NACHA file is created, for you and for support to review.

Create a results file with each DD file…

When selected, a file named “Direct Deposit File Results.csv” is created in the same folder as your NACHA file.  It details the NACHA batches included in the NACHA file as well as a list of excluded transactions, and reasons they were excluded.
Creating NACHA Files
To create a NACHA file, follow these steps:

1. Pick the desired QuickBooks bank account from the Account list and enter the desired date range.
2. Confirm or change the various Account Settings as described above and per your bank’s requirements.
3. Once you’ve confirmed the options entered on the dialog window, click Create DD File.

· As the file is being created, you may get warnings about incorrectly set up or missing DD data. If you do, you can switch to QuickBooks to fix the data and then try again.

Note: If you have selected the option to exclude previously exported checks, they won’t be exported again unless you remove them from the exported list first or disable the option. Start to do this by clicking the “View History” button.

· Once the file is created, you’ll get a success message that details what is included in the file, and also what was found in the date range but excluded for various reasons.
· Review the message carefully to make sure the data is included is what you expected!
Example results message:
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In this example message
· There are two DD ‘batches’ created, because the DD orders are on different days.
· The total per batch and the total DD amounts included in the NACHA file
· You can print the results, which will include additional information for your files:

Example Printed report:
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4. After creating the NACHA DD file, the last step is to submit it to your bank for processing using their instructions.

Advanced custom payroll item options
Apart from the payroll item setup directions above, there are some additional options for DD Payroll Items.  You can change how they calculate and how they appear on paystubs. This can be done without adversely impacting your Paycheck calculations, payroll reporting, or the contents of your NACHA files.

In some cases, it can be difficult to set up DD items so that they automatically create DD orders that add up to 100% of net pay (where that is your goal). These include cases where you have multiple DD orders and where you have other non-DD deductions.

Recommended: In many of these cases, it is simpler to either not use DD items at all or to use a combination of DD items then select “Both” for the “Create DD orders from” Paycheck option. In this way you can create one or more DD item-based orders and then ‘sweep’ up the rest of the check automatically.

How to use multiple DD items, where some are a fixed amount and some are percentages, and send the entire net pay as DD order:

There are two ways to do this:

1. Recommended: Use one or more DD payroll items that add up to less than the net pay and select “Both” for the “Create DD orders from” Paycheck option. Do this and also select the Advanced Option “Force a DD batch for each DD order”.
2. Set up multiple direct deposit orders for an employee so that they will - as a group - arrive at 100% of net pay (creating a 0.00 Paycheck in your bank register.) This is tricky and can be confusing.

· This means you can set up DD orders that don’t change with the employee’s earnings, and create a ‘sweep’ item to collect the rest of the pay to be direct deposited.

· Do this by setting up the flat amount Direct Deposit items to calculate on gross pay instead of net pay. This has few if any side effects, but you must make sure that the gross items do not impact taxes (they won’t by default.)

· If the calculate-on-gross items are set up as a % instead of a flat amount, they will calculate as a percent of gross earnings. This could be useful, in theory. They’ll still work but may not result in an amount that that is useful.

· You may want to divide your Direct Deposit items into two groups, where “calculate on gross” items will be used only for flat amounts and “calculate on net” items for either flat or percentage amounts.

· More on this, including examples, in the section below on paychecks.

If you have fixed-amount payroll Deductions

If you use fixed amount deductions and you want to set up DD orders so that the rest of the check is direct deposited:

If these other deductions are set up as net pay deductions, then one or more percentage DD items can’t be made to automatically add up to 100% of the remaining net pay.
There are two ways to solve this:

1. Recommended: Use one or more DD payroll items that add up to less than the net pay and select “Both” for the “Create DD orders from” Paycheck option to create a DD order for the remaining check amount. Do this and also select the Advanced Option “Force a DD batch for each DD order”.
2. Edit the fixed-amount deductions and change them to deduct from gross.

· Don’t change the tax tracking type or the taxability of the item in the process!

· When your fixed amount deductions all “calculate” on gross pay, then you can use one or more DD items to get to 100% of the remaining net pay.

If you use other percentage Deductions:

· To create a 0.00 net Paycheck, set up the DD item for the remaining percent. So, if you have one other 15% deduction, the DD item should be set for 85% of net pay (or two more items that add up to 85%.)
If you use Additions

If you use Addition items on your paychecks, and if you want one or more percentage DD items to calculate the entire net pay automatically, be sure to set up the Addition item to ‘calculate on gross’.

· Examples of such additions include mileage reimbursement, expense reimbursements, loans, and other similar items. 
· The item (if it is not taxable) can still have a tax tracking type of None or Other and it will still not impact any taxes.

Additional Payroll Item Naming Options

How to print more information on an employee’s paystub for the DD orders (e.g. not just “Direct Deposit 1”)

If you want to show more detail on paychecks and paystubs than the basic item name, you can optionally add text to your DD payroll items. However, this can restrict how you use the items, and so you should consider carefully what will work best for you:

· As noted above, your DD payroll items must use the names “Direct Deposit 1” through “Direct Deposit 7”.

· However, you can also add text to the end of these payroll item names, which will then print on your paystubs.

· You can use any desired text after the first required characters of the item names.

· For example, you can set up items named “Direct Deposit 1 – Checking” and “Direct Deposit 2 – Savings”.

· If you do this, then carefully manage how you set up your employee custom fields, so that “Bank 1” is always a checking account and “Bank 2” is always a savings account.

· Similarly, you can set up an item with the bank account number, or part of it, in the item name. For example, “Direct Deposit 1 – Checking 1081”.

· However, if you do this then you can probably only use that DD item for one employee.

· Using such a model, you can set up multiples of each of the 7 Direct Deposit items. For example, you can set up “Direct Deposit 1 – Checking 9999” and “Direct Deposit 1 – Checking 4444” and so on, and then use each item with only one employee.

· Again, in this case carefully match the payroll item to the custom Bank field on the employee so that your paystub does not indicate the wrong bank account.

· You can make up and use other models for these custom names that suit you. However, keep in mind that the Direct Deposit File Creator is not able to error check the way used this item based on their special names.
· For example, you might use an item that indicates by its name that it’s for a savings account, when the employee record is set up to use a checking account.

How to set up multiple payroll items that map to a specific custom Bank field

Using the logic above, you can set up multiple payroll items that map to one Bank field, perhaps not because you want to show a different name on Employee Pay Stubs, but because you want the items to behave differently.

· For example, you may want to set up two items that map to the “Bank 1” field, where one calculates on gross and another on net pay, or one is a percent item and one a flat amount item.

· In this case, as above, perhaps add a suffix to the name of the items to help you keep them straight. For Example:

The two items “Direct Deposit 1 - %” and “Direct Deposit 1 - $”, where the first is a percentage item and the second a flat amount.
Example Cases

Here are some different ways to create checks and configure the Direct Deposit File Creator. For simplicity, the cases are described as if they are for one check and one payee, but the instructions also work for multiple checks and payees (repeat as needed.)
I want to send one DD order for a check, for the entire amount of the check:

· Set up and populate the custom “Bank 1” field for the payee.
· Create any of the three types of supported checks.

· Make sure the check number contains non-numeric characters or is empty.
Note: If the check is marked to print later the check number is actually blank and so it might be considered for a DD order.

· When creating the NACHA file, pick the Create DD orders from “Check Amount” option.

· Recommended: Pick the Advanced option to “Force a DD batch for each DD order.” When you do this, each DD order will clear your bank account individually so your bank register in QuickBooks will match what actually clears your bank account.

I want to send one or more DD orders per check, but for less than the check amount.

· Set up and populate multiple custom “Bank” fields (“Bank 1”, “Bank 2”, …).
· Enter data in the Bank fields for the payee as needed.

· Create Paychecks or standard Checks that include DD line items.
· Recommended: Use DD Sales or DD Payroll Items that are set up to use your bank account as the account.

· When creating the NACHA file, pick the Create DD orders from “DD Items” option.
· To avoid the remaining total check amount being accidently sent, make sure one of the following is true:

· The check number is a number with no letters 

· The check is not marked to print later – because then the check number is actually blank in this case.
· When creating the NACHA file, pick “DD Items” and not “Both”.

· Don’t set the name up with a “Bank 1” account, the only account used for check totals.
· Recommended: Pick the Advanced option to “Force a DD batch for each DD order.” When you do this, each DD order will clear your bank account individually so your bank register in QuickBooks will match what actually clears your bank account.

I want to send multiple DD orders per check, and always for the total check amount.

· Set up and populate multiple custom “Bank” fields (“Bank 1”, “Bank 2”, …)

· Enter data in the Bank fields for the payee as needed.

· Create Paychecks or standard Checks that include DD line items.
· Recommended: Use DD Sales Items or DD Payroll Items that are set up to use your bank account as the account.

· Make sure the check number contains non-numeric characters or is empty.

· When creating the NACHA file, pick the Create DD orders from “Both” option.

· Recommended: Pick the Advanced option to “Force a DD batch for each DD order.” When you do this, each DD order will clear your bank account individually so your bank register in QuickBooks will match what actually clears your bank account.

How to create checks with non-numeric check numbers

By default, that have numeric check numbers are not considered 
Standard Checks

Enter an appropriate non-numeric check number in the check “NO.” field, such as “DD101”. In the case where you mix letters and numbers, QuickBooks will automatically increase the number part of the value. For example, if you start with DD101 and then record the check, QuickBooks will then default to DD102 for the next check.

Bill Payment Checks

As you pay bills, select the option “Assign check number” at the bottom of the Pay Bills window. After you pay the selected bills, you’ll be presented with a window to assign the numbers. At this point you can either enter non-numeric numbers or just click OK and the checks will then have no numbers.

Paychecks

On the first page of the create paychecks workflow, choose the option to “Handwrite & Assign check numbers”. Either enter nothing at all in the “First Check # field or enter a non-numeric value like “DD” or “DD101”. If you start with DD101 or similar mix of letters and numbers QuickBooks will assign check numbers to the paycheck in ascending order (DD102, DD103…).
Understanding Direct Deposit Accounting
The accounting for your direct deposit transactions can be confusing. Here’s an overview of how it works.

When you send DD orders to your bank there are two ways the bank handles the money. Either as a batch per date or as a batch per DD order.

Recommended: Choose the Advanced Option Force a DD batch for each DD order which creates a batch per payment so that individual payments appear on your bank statement instead of lump sums for the day.

If you request individual orders, and you used the special DD items, be sure to select your Bank account as the account on the items.  When you do this, the details in your bank register will match the payments that will eventually appear on your bank statements, making reconciliation easier.
If you choose a batch per date, then your bank statement will show one amount for all the DD order on each date. In this case set up and use a special liability account on your DD items.  The account with then increase as you create the checks using the items. Then after you send the DD orders, you’ll know the daily amounts and can create transfers from the liability account to your bank account, for the daily amount of the combined debit that will reduce your bank account when the NACHA file is processed

QuickBooks User Rights

In order to connect and pull data from QuickBooks, you will need the appropriate rights. If the user does not have these rights, data will not be properly returned. You will get error messages in this case (so if you don’t get messages you know you have the correct rights!)

The easiest way to be sure you have the correct rights is to log into QuickBooks as the Admin user. 
Or, if that is not feasible, make sure the user has at least these rights:

QuickBooks Pro and Premier
1. Purchase & Accounts Payable – Create & Print

2. Sensitive Accounting Activities – Create & Print

3. Sensitive Financial Reporting – Create & Print

4. Payroll – Create & Print (optional: when using the Employee/Contractor Direct Deposits (PPD) NACHA option.)

QuickBooks Enterprise

1. Reports

a. Company & Financial – Full

b. Custom Transaction – Full

2. Centers

a. Vendor Center – View & View Balance

b. Employee Center – View & View Payroll Info (optional: when using the Employee/Contractor Direct Deposits (PPD) NACHA option.)

3. Lists 

a. Chart of Accounts – View & View Balance

b. Payroll Item List – View (optional: when using the Employee/Contractor Direct Deposits (PPD) NACHA option.)

4. Employees & Payroll – Create & Print (optional: when using the Employee/Contractor Direct Deposits (PPD) NACHA option.)

Purchase and Registering

This is an overview of various utility operations you may want to complete when using the tool.
Trial Period

Once loaded, the add-in is in “trial” mode. In trial mode it will work for 30 days from first use.
Purchase & Entering your Product Key

To purchase the add-in, click About & Purchase from the menu and then click the Purchase button at the bottom of the window. Or, go to our site at www.bigredconsulting.com and click the Purchase link on the Direct Deposit File Creator’s page.

Once your order is complete, you will receive an email with your receipt & product key. When you receive your product key, click About & Purchase on the menu and enter your key.
Moving the add-in to another computer

To move the tool to another computer,

1. Install the DD file Creator on the new computer.

2. Export your settings on the old computer. Pick Backup | Export Settings from the menu at the top of the main window.
3. Import your settings on the new computer. Pick Backup | Import Settings.
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