ACCOUNTS PAYABLE PAYMENT INSTRUCTIONS
Click on Secure File Transfer

Profiles – Carlton – OK – enter password – OK

Press Ctrl + c keys together


Type cd efin and press enter


*Type $HOME/get_bacs (e.g. 519bacs.bcs)


REPEAT *FOR EACH FILE


Type ls –l and press enter

Click on New File Transfer

Click on efin (in the righthand screen)

Click on My Computer (in the lefthand screen)


K


Cashiers


BACSTEL IP

Drag (e.g. 519bacs.bcs) from right screen to left screen and into AP
Click on ALBACS-IP icon

Enter user id & password

Select – Accounts Payable (one click)

Click on Setup

Enter (e.g. 519) in Primary File
Save – Exit

Double click on Accounts Payable & Click Process button


Click yes on warning box

Click on Next

DO NOT CHANGE THE DATE


Click on Process

Check – total AND amount

Save

Exit

Photocopy any error Reports and speak to Karen
