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ACH Payments Creator for QuickBooks

Introduction

Thank you for your use of the ACH Payments 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. Please review it completely as it answers most common questions.

Please note:

QuickBooks is a registered trademark of Intuit, Inc.

The ACH Payments Creator for QuickBooks and this document are copyrighted by Big Red Consulting.
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Overview

The ACH Payments Creator works within QuickBooks as an “Add-In”. Once installed, it appears on the QuickBooks Banking menu and it will access QuickBooks data directly.
To use the tool, launch it in QuickBooks from the Banking menu. Create your NACHA file after entering the appropriate information. Then, submit the NACHA to your bank.
Description / Benefits

Description

This tool is a QuickBooks Add-in. Once installed it appears on the QuickBooks Banking menu. It uses payment data from QuickBooks to create a NACHA that can be submitted to many banks. It uses customer name custom fields and a custom payment method to locate transactions. From this data it creates the ACH orders added to your NACHA file.
Key benefits

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

· Save Money

· Compared to accepting Credit Card payments, ACH orders are typically very inexpensive. They are usually just a few cents each no matter the amount of the payments.
· Pay only your bank’s fees when submitting ACH files, if any. Some banks offer ACH upload to business customers no charge, and others charge a small amount per ACH order.

· Integrate seamlessly with QuickBooks 

· Choose options to match the way you record your Payments and Sales Receipts in QuickBooks.
· Create NACHA files that will group your payments in daily deposits or deposit them individually.
· Set up data is stored in and then gathered from QuickBooks, so no reentry of data is needed.

· Use the instructions below to set up your ACH bank account information in QuickBooks.

· Settings are remembered from session to session, so once you are set up creating new ACH files is quick.

Setting up QuickBooks
The next few sections discuss how to set up QuickBooks. Much of this set up is a one-time process.
Set up Checklist

There are several things to set up in QuickBooks as described in this document. Here’s a summary checklist:

General Set up:

1. Set up a name-based custom field named “Bank 1”.

2. Enter bank account data in this custom field for each customer for which you want to create ACH payment orders.
3. Create a new Payment Method record called “ACH”

Then, create transactions:

· Create Payments received where the payment method is ACH.
· Create Sales Receipts where the payment method is ACH.

The sections that follow offer details to help you with these steps.

General Set up

Set up the Custom Name Field

This section covers setting up the required custom fields for Customers. The custom field will hold the banking data used to create ACH orders.

The ACH Payments Creator uses the bank account information set up on your Customer name records when creating ACH orders. It merges the bank data from the customer with the dollar amounts to request from your transactions.
Creating the custom field for your customers is a one-time process. Later, you may add or remove bank data as needed.

Follow these steps:

1. Edit a Customer from the Customer Center.

2. Click the Additional Info tab.

3. Click the Define Fields button in the Custom Fields box.
4. On the Custom Fields for Names window, enter your new bank field.
a. Field must be named exactly “Bank 1” in order to be recognized.

b. For Enterprise, your field must be one of the first 15 rows in the Custom Fields for Names dialog. This is because while QB Enterprise allows up to 30 fields QuickBooks only provides access to the first 15 fields.
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Note: This is a screenshot of QB Enterprise, which offers the ability to set the type of custom field. For 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 customer name are entered in the new custom Bank 1 field on each name record.
To add or edit data in these fields, edit the customer you want to change and then click the Additional Information tab. Then enter data into the Bank field.

The data entry area looks like this:
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Data Layout/Formatting:

You’ll specify three values for the bank account: The account type, the routing number, and the bank account number (in that order.)

All three data values for a Bank account field are entered in one field as seen above:
[Account Type]:[Routing Number]:[Account Number]

Examples:

S:123456789:6724301068

C:123456789:6724301111
CC:123456789:6724301111
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 “S”, “C”, or “CC”
· S = Savings, C = Checking, CC = Corporate Checking

· It is important to specify C or CC appropriately as the ACH orders will be different for corporate bank accounts.

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

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

· Routing numbers are always 9-digit numbers.

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

· When entering bank and routing numbers, get them from your customers, usually from an authorization form they have filled out, usually using the same numbers that appear on their checks.
How to locate bank and routing numbers:

Example:
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· The Routing and Account numbers do not always appear in this order.

· The routing number is surrounded by two formatting characters that look like the ones above the Routing Number label above.
· The Account number usually ends with a formatting character that is shared with the check number.
Create a new Payment Method

The ACH Payments Creator finds your Payment by searching for transactions that use a specific payment method named “ACH”.

Set it up on your Payment Method list from the Lists menu. Pick Lists | Customer & Vendor Profile Lists | Payment Method List. Then create a new Payment Method as shown:
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Create Transactions

This section covers how to create transactions in QuickBooks for use with the ACH Payments Creator. Once you’ve set up your custom fields and entered bank information on customer records you’re ready to create transactions for use with the ACH Payments Creator.

Payments
To create payments that will be recognized and included in your ACH file, create standard Payments received transactions using the “ACH” payment method.
Pick Customers | Receive Payments to create new payments. Set the Payment Method to ACH:
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Tips:

· Consider dating the payment one or two days in the future on the date you will likely received the money via ACH.

· Payments recorded will be included in your ACH file when the payment method is ACH and the customer has valid bank data entered in the customer record.

· If ACH coded payments are found where the customer is not set up, you will be warned and the payment will not be included in the NACHA file.

Sales Receipts
Similar to payments, to create sales receipts that will be recognized and included in your ACH file, create standard receipts transactions using the “ACH” payment method.

Pick Customers | Enter Sales Receipts to create new sales receipts. Set the Payment Method to ACH:
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Tips:

· Consider dating the receipt one or two days in the future on the date you will likely received the money via ACH.

· Sales Receipts recorded will be included in your ACH file when the payment method is ACH and the customer has valid bank data entered in the customer record.

· If ACH codes receipts are found where the customer is not set up, you will be warned and the receipts will not be included in the NACHA file.

Create your ACH Payments file
To launch the add-in, select Create ACH Payments file from the bottom of the QuickBooks Banking menu. The main dialog window will appear when the add-in launches. Then:
To create an ACH file:

1. Pick the correct QuickBooks bank account from the Account list and enter the desired date range.
2. The first time you pick an Account you’ll also need to confirm or enter the bank name, routing and account numbers.
These values are remembered for later use. Be sure they are the values your bank expects or your file may be rejected.
3. Select the type of Company ID for your batch records.

· The default/usual ID style is a 1+ your company EIN.

· Sometimes banks ask you to change the leading 1 to another value differentiate your NACHA files. We’ve provided 2 and 3 as alternates as well as the “Custom” option which lets you enter any 10 digit value (numbers and letters) as prescribed by your bank.

4. Optionally, select Create a balanced file.

· If you select this option, your file is “balanced”. If not selected, it is “unbalanced”.
Note: You must match your bank’s expectations: Some banks require balanced and some require unbalanced.
· When you select this option, a ‘demand credit’ transaction is added to each batch. It uses your company bank account and routing number to balance the ACH orders. So, if the sum of your ACH orders on the date is $5000, the credit will also be for $5000 to your account.

5. Enter the desired file name, or accept the default.

· Some banks may want your file to have a specific name. If so, enter it in the Output File field.

Example:
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Notes:

· Settings are remembered from session to session, except for the Prenote File option.
6. Once you’ve confirmed the options entered on the dialog window, click Create ACH File.

· See the Options section below for more details.

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

· Once the file is created, you’ll get a success message that details what is included in the file. Review the message carefully to make sure the data is included as you expect.
Example results message:
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On this example message
i. There are four ACH ‘batches’ created, because the ACH orders are on different days or are a mix of personal and corporate.
ii. You can review the total per day and the total ACH amounts included in the file.

iii. You can print the results, which will include additional information for your files:

7. After you’ve created an ACH file, you’re ready to submit it to your bank using their instructions.

Options

There are several options available when creating your NACHA file using the ACH Payments Creator. Here’s a description of some of the options you can choose as you create your ACH file:
Prenote File

A prenote file lets you work with your bank to make sure ACH orders will work with the accounts you have set up on your customer names. This option creates a NACHA file containing $0.00 prenote orders based on the transactions in the date range you’ve specified. Optionally, pick “Skip bank accounts already prenoted” to only prenote new accounts.
Description

Usually Payments or similar, but can be anything as requested by your bank.

Origin Name

Usually your company legal name, but you can also enter a custom value if requested by your bank.

Pass-thru File

This option is sometimes used by smaller banks that forward your NACHA file to a larger bank for processing. In this case enter the final destination bank name and routing number as provided by your bank.

Balanced File

When selected, a balancing order is added to each batch in the file to describe where the money for the ACH orders in the batch should go to. Check with your bank to see if you should select this option.
Custom Header

Rarely used by some banks as they process the NACHA file.

Avoid same day ACH deposits

Same day ACH is a new process, introduced in 2016, that allows you to send ACH orders and have them executed on the same day. Some banks charge more for this and it is triggered when a ‘late’ ACH order is received, such as one dated today or in the past.

When selected, any current or past dated batches are pushed into the future to avoid triggering same-day ACH fees with your bank. This will delay the deposits if they are dated today or within the standard ACH window, which can have legal implications for payroll ACH. You may not want to select the option if it will push the ACH order to a date past your standard payday.
Skip payments included in prior exports

This option can help you make sure to not resend ACH orders. When selected, payments that have been previously included in a NACHA file will be skipped. As a result, you can create NATCHA files for date ranges where you’ve already exported, and then the files will include only new payments. The Settings button lets you review and remove payments from the list, so they’ll be included in your NACHA file again.
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 QB as the Admin user. 
Or, if that is not feasible, make sure the user has full rights to lists and accounts receivable transactions.

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 and will work for 30 days once you first used it.
Purchase & Entering your Product Key

To purchase the add-in, go to our site at www.bigredconsulting.com and click a Purchase link on the ACH Payments Creator’s home 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.
Note: You may copy the key from the email or web page and paste it in the key field: Use Ctrl-C (or right-click Copy) to copy the key & then paste it into the About & Purchase dialog using the shortcut key Ctrl-V.

Moving the add-in to another computer

To move the tool to another computer,

1. Locate your product key code. If you don’t have a copy of the email, you can copy the key out of the tool’s About & Purchase dialog.

2. Install the add-in on the new computer.

3. Enter your product key on the new computer.
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