
ALBACS Payments – As Is Process – Accounts Payable Payment Runs (Tuesdays and Thursdays)
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Morning 2pm Late Afternoon

TuesdayThursday 
morning: Email Cash 
Office as a reminder 

that a file will 
require to be 

submitted

Have file amount 
checked and 

authorised by 
Approved Signatory 

on eFIN

Authorised 
Signatory signs 
printed copy  of 

Payment File 
Summary Page 

Check the values 
are consistent with 

the amounts 
proposed

Take signed paper 
copy to Cash Office 
before 2pm cut-off

Log on to Secure Shell. 
Run file number to 

generate copy of file in 
Secure Shell. Manually 
drag files(as shown on 

paper copy) and copy  to 
the K drive

Copy TO: 

K/Drive-Finance-Cashiers-

BACSTEL IP-AP/AP

Log into ALBACS 
using card reader.
Create new task.  

Input file numbers 
(as on K drive). This 
will trigger transfer 
of files from K drive 

to ALBACS

Number of records 
and total amount 
checked by Cash 
Office Manager 

(ALBACS files must 
match paper copies)

3pm – find a 
director for first 
approval. Take 

paper copy to them.

Check number of 
file records and 
amount match 
paper copies

Log into ALBACS 
using card reader

Authorise files on 
ALBACS

Sign and return 
paper copy to Cash 

Office

Log into ALBACS.
issue payment.

In ALBACS, click on 
each file separately- 

any errors are 
shown at the 
bottom of the 

screen.

Email received

ALBACS 
validates bank 

details by 
internal check.

Payments are issued 
via BACS from UoE to 

recipients

Do amounts 
match?

Do amounts 
match?

Investigate 
discrepancy

Do amounts 
match?

YES

Investigate 
discrepancy. If 

necessary contact 
Accts payable.

NO

Pass back to Cash 
office

No

Yes

Investigate 
discrepancy

Files on 
ALBACS and K 
drive are auto-

archived

Carry out 
payment run 

process- create 
file on eFIN 

ready for 
transfer

NO

YES

Print off Submission 
Summary Report 

and put paper copy 
in filing.

Email confirmation that 
BACS files were sent to 

Accounts Payable (with a 
note of any errors)

Secure Shell is a 
standalone application 

(with separate logon) that 
gives the user access to 

the Finance server.
Cash Office use one 

generic user name and 
password to access.

Email received

All Cash Office staff 
has access to K 

Drive

Out of scope:

- Urgent and one-off payments not made by BACS
- All cheque payments
- Credit card payments (these are incoming payments)
- Returned payments
- Failed Direct Debits
- Payment run process for Accounts Payable
-Direct debit setup process for University
- Payroll file creation

Files are copied FROM Finance 

Server: efin



ALBACS Payments – As Is Process – Payroll Payment Runs
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Morning 2pm Late Afternoon

Have file amount 
checked and 

authorised by 
Payroll Manager

Create file ready for 
transfer:

Main Payroll
Pensioners

Casuals/New Starts 
on Payroll Server

Take signed paper 
copy to Cash Office 
before 2pm cut-off

Number of records 
and total amount 
checked by Cash 
Office Manager 

(ALBACS files must 
match paper copies) 3pm – find a 

director for first 
approval. Take 

paper copy to them.

Log into ALBACS 
using card reader.

Authorise files on 
ALBACS

Return paper copy 
to Cash Office

In ALBACS, click on 
each file separately- 

any errors are 
shown at the 
bottom of the 

screen.

ALBACS 
validates bank 

details with 
internal check.

Payments are issued 
via BACS from UoE to 

beneficiaries

Do amounts 
match?

Investigate 
discrepancy

Do amounts 
match?

YES

Investigate 
discrepancy. If 

necessary contact 
Accts payable.

NO
Log on to Secure Shell. 

Run file number to 
generate copy of file in 
Secure Shell. Manually 
drag files(as shown on 
paper copy) and copy  

over to the K drive

Log into ALBACS 
using card reader.
Create new task.  

Input file numbers 
(as on K drive). This 
will trigger transfer 
of files from K drive 

to ALBACS

Check number of 
file records and 
amount match 
paper copies

Pass back to Cash 
office

NO

YES

Investigate 
discrepancy

Log into ALBACS.
issue payment.

Print off Submission 
Summary Report 

and put paper copy 
in filing.

Email confirmation that 
BACS files were sent to 

Payroll (with a note of any 
errors)

Email received

All Cash Office staff 
has access to K 

Drive

Payroll run no later than 
3 days before payment 

due date
Files are 

automatically 
transferred to the 

Finance Server

Secure Shell is a 
standalone application 

(with separate logon) that 
gives the user access to 

the Finance server.
Cash Office use one 

generic user name and 
password to access.

Copy TO: 

K/Drive-Finance-Cashiers-

BACSTEL IP-Salaries

Files are copied FROM Finance 

Server: eufiles



As-Is Process – International Payments
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Print off paper copy 
of invoice and send 
to Accounts Payable

Is this a new 
beneficiary?

Create new 
beneficiary on 

Santander banking 
account

YES

Create payment 
request to 

international 
account

Create a journal 
entry for the 

payment in Sterling 
on the General 

Ledger

Is this a new 
beneficiary?

Log in to Santander 
and create payment 

request
NO

YES

Fill out paper 
currency form and 
send to Accounts 

Payable

Issue payments 
(done on a daily 

basis)

Issue payments

Issue payments

Are you registered with 
Santander International 

Payments online?

NO

YES

NO



ALBACS Payments – As Is Process – Direct Debit Instructions and Collections (Run daily as and when requested)
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Morning 2pm Late Afternoon

Keep updated 
log of DD 

arrangements 
on eFIN

Have file checked 
and authorised by a 

Manager

Prepare email to Cash 
Office with the file 
numbers, ledger 

number and expected 
number of records

Create file ready for 
transfer on eFIN

Send email to Cash 
Office before 2pm 

cut-off

Log on to eFIN and 
drag files to copy  

over to the K drive 
(in text format)

K drive will have an empty 
folder for DD. Files are placed 

here:

K/Drive-Finance-
Cashiers-BACSTEL IP-

DIRECT DEBIT (and then 
to each file e.g. CSE)

Authorise file in 
ALBACS

In ALBACS click on 
each file separately- 

any errors are 
shown at the 
bottom of the 

screen.ALBACS 
validates bank 

dets with 
internal check.

Print off processing 
report and put the 
paper copy in filing

Print off Submission 
Summary Report 

and put paper copy 
in filing.

Payments are 
requested via BACS 
from payee to UoE

Do amounts 
match?

YES

Investigate 
discrepancy. If 

necessary contact 
relevant dept.

NO

Run report in eFIN. 
Check figures match 

the email.

Do amounts 
match?

Query with relevant 
dept.

NO

Investigate 
discrepancy

YES

All Cash Office staff 
has access to K 

Drive

Log into ALBACS 
using card reader.
Create new task.  

Input file numbers 
(as on K drive). This 
will trigger transfer 
of files from K drive 

to ALBACS

Number of records 
and total amount 
checked by Cash 
Office Manager 

(ALBACS files must 
match paper copies)



eFIN User

ALBACS Admin

ALBACS User

Payroll User
ALBACS BACS System

Set up Direct Debits

Create BACS payment files

Create BACS Payroll  files Payroll Server

eFinancials

Santander 
online banking 

system

Creates overseas transfers

Set up new user / re-set passwords

eFIN User

C-Series Admin

C-Series User

Payroll User
C-Series BACS System

Set up Direct Debits

Create BACS payment files

Create BACS Payroll  files Payroll Server

eFinancials

Santander 
online banking 

system

Creates overseas transfers

Set up new user / re-set passwords

ALBACS User

C-Series User

Card
Reader

H
S
M
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