SALARIES BACS PAYMENT INSTRUCTIONS

Click on Secure File Transfer



Profiles – Glamis – OK - enter password - OK

Click on eufiles (in the righthand screen)


Select today’s date and time
Click on My Computer (in the lefthand screen)


K


Finance
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BACSTEL IP

Drag from right screen to left screen into Salaries

Click on Albacs Icon on worktop
Enter user id & password

Select  -  Salaries (one click)

Click on Setup

Check date and time is in the Primary File

Save - Exit

Double click on Salaries & Click Process button 


Click yes on warning box


Click on Next 

CHANGE THE DATE TO PAYMENT DATE


Click on Process

Check  - Processing date, total & amount.

Save

Exit

Photocopy any error Reports and send to Salaries

