ACH Frequently Asked Questions
1.   What are the benefits of using ACH?

A - Once the ACH is established, the vendor will have their payment in their checking account in 2 days.  ACH is considerably cheaper than a paper check.

2.       How do we get this process started for a vendor?

A - Complete the ACH Form (insert link) and forward it to Accounts Payable in the Controller’s Office. The vendor must have an E-Mail address.

3.       Should we send out a request for our staff to be set up for ACH?

A - Let your staff know the process is available. It is not mandatory.

4.       Can two different departments use the same vendor for ACH; do they need to be aware that the vendor is ACH?

A - The department doesn’t necessarily need to know that a payment goes ACH.  ACH payments are driven by addresses.  If the vendor address is set up to receive ACH, that is how the payment will go, unless a paper check is requested.

5.       Will all ACH payments be deposited to the vendor’s bank account separately?

A - Yes, a separate ACH will go for each BPA.

6.       Are ACH payments mandatory for all vendors?

A - No, only if a vendor requests ACH will they receive ACH payment. Once a vendor is set up to be paid ACH, the department can always request a paper check on the BPA.

7.       Can we still get a check back to the department?

A - Yes, this process is based on addresses.  If you request a check coming back to you, you will simply put in your department address.

8.       Will vendors be able to identify what invoices are being paid?

A - Yes, our programmers have worked out a process where the vendor will receive E-Mail containing all the information you put in the Remit Info box on the BPA.  The field can accommodate 1,000 characters.  We suggest you put your department name or your account number with this vendor and the invoices you are paying in this box.

9.       How do we track ACH payments in Banner?

A -  ACH payments will be identified in Banner by a bang “!” in front of the check number.  

10.   Is there a minimum for ACH payments?

A -  No.

11.   Which is more cost effective, paying by ACH or Purchasing Card?

A -  Purchasing Card, as long as procedures are followed.

12.   What possible problems will we encounter?

A -  An employee may change bank accounts and not tell you.  The ACH will reject and we will have to set them up with a new bank routing number. 

13.   When an ACH is cancelled, will a physical check automatically be generated?

A -  Cancelled ACH’s will require some investigation just like cancelled checks do.  No, the process is not automatic.

