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Overview  
●  Electronic Funds Transfer (EFT) provides organizations with a method for paying a vendor electronically rather 

than by paper check. This document outlines the dictionary setup that is required in order to generate files in the CPA 

format, as well as end-user workflow. 

 

Build 
●  Once the delivery service has been built, setup an entry in the Bank dictionary for which electronic payments 

will be processed.  

 

Example of the Bank Dictionary - General Tab 
Financial > Accounts Payable > Dictionaries > Bank Account > Enter/Edit > General 

 
 
DOWNLOAD CHECKS - To allow payments for this bank to be downloaded as a check or an electronic payment, enter 

“Y”.  
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ELECTRONIC PMTS ENABLED - To allow this bank to make electronic payments, enter “Y”. ELECTRONIC PMT FILE 

FORMAT - Enter “CPA” as the file format to use for electronic payments. 

 

Example of the Bank Dictionary - CPA Tab  

Financial > Accounts Payable > Dictionaries > Bank Account > Enter/Edit > CPA 

 

 

OUTBOX RECIPIENT - Enter “AP EFT CPA” as the outbox recipient for the selected bank. A lookup is available.  

MESSAGE TYPE - Enter “AP CPA” as the message type. A lookup is available. 

DOWNLOAD ELECTRONIC PMT NOTICES - To allow this bank to download electronic payment notices, enter “Y”. 

Otherwise, enter “N”.  

DESTINATION DATA CENTER - Enter the unique identification number for the data center to which direct deposit files 

are delivered for this bank. You can use up to 5 characters of free text. The value entered here corresponds to positions 

31-35 in Canadian Payments Association (CPA) record type A. Note - This information is supplied to your organization by 

the bank.  

ORIGINATOR DIRECT CLEARER ID - Enter the unique identification code assigned to your health care organization by the 

direct clearer. The value entered here corresponds to positions 165-174 in Canadian Payments Association (CPA) record 

type C. Note - This information is supplied to your organization by the bank.  
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ORIGINATOR ID - Enter the unique number used to identify this financial institution. The value entered here 

corresponds to positions 11-20 in Canadian Payments Association (CPA) record type A. Note - This information is 

supplied to your organization by the bank. 

ORIGINATOR SHORT NAME - Enter the abbreviated name used by this bank for your healthcare organization. The value 

entered here corresponds to positions 90-104 in Canadian Payments Association (CPA) record type C. Note - This 

information is supplied to your organization by the bank.  

ORIGINATOR LONG NAME - Enter the full name of your healthcare organization. The value entered here corresponds to 

positions 135-164 in Canadian Payments Association (CPA) record type C. Note - This information is supplied to your 

organization by the bank.  

INSTITUTION ID FOR RETURNS - Enter the unique number used to identify the institution branch or office to which items 

are returned. The value entered here corresponds to positions 194-202 in Canadian Payments Association (CPA) record 

type C. Note - This information is supplied to your organization by the bank. 

● Once the bank has been set up to allow for electronic payments, the vendors bank information can be added to the 

Electronic Payments Vendor (NACHA/CPA) dictionary. Depending on your organizations setup, entries will be made on 

either the Default Data or the Facility Default Data tab.  

 

Example of a Vendor  

Financial > Accounts Payable > Dictionaries > Electronic Payments > Electronic Pmts Vendor (NACHA/CPA) > Enter/Edit 
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NUMBER - Enter the vendor number for which you are defining CPA format electronic payment data.  

ACTIVE - To allow electronic payments for this vendor to be sent via the CPA format, enter “Y”.  

TRANSIT NUMBER - Enter the account transit number of the default bank account for this vendor. Note: This 

information is supplied to your organization by the vendor. 

ACCOUNT NUMBER - Enter the account number of the default bank account for this vendor. Note: This information is 

supplied to your organization by the vendor.  

ACCOUNT TYPE - Enter the bank account type of the default bank account for this vendor. Note: This information is 

supplied to your organization by the vendor.  

ORIGINATING BANK - Used if the vendor’s bank deposit information will vary by originating bank. Enter the bank 

account mnemonic(s) for which you want to enter bank specific electronic deposit information. You can enter as many 

accounts as needed.  

ACTIVE - Used if the vendor’s bank deposit information varies by originating bank. To allow electronic payments for this 

vendor to be sent to this bank account via the CPA format, enter “Y”. 

TRANSIT NUMBER - If the vendor’s bank deposit information varies by originating bank, enter the account transit 

number to use for the specified originating bank account. Note: This information is supplied to your organization by the 

vendor.  

ACCOUNT NUMBER - If the vendor’s bank deposit information varies by originating bank, enter the account number to 

use for the specified originating bank account. Note: This information is supplied to your organization by the vendor. 

ACCOUNT TYPE - If the vendor’s bank deposit information varies by originating bank, enter the bank account type to use 

for the specified originating bank account. Note: This information is supplied to your organization by the vendor.  

● In order to designate the location to which CPA EFT files should be exported, access the MIS Interface Manager. 

 

Generating a CPA formatted EFT file  

● Once the CPA setup is in place, users can begin creating EFT files. The process for entering invoices is the same, 

regardless of whether payment will be made by check versus EFT. Users will also create and post a payment batch 

(scheduled, demand, or replacement), but instead of printing checks they will compile an outbox file.  

● While demand and replacement payments are vendor specific, a range of vendors can be defined for scheduled 

payment batches. For this reason, the system gives users the option of restricting scheduled payment batches based on 

whether vendors in the specified range have been set up for EFTs. 
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Example of the Create Scheduled Payment Routine 

 Financial > Accounts Payable > Process Scheduled Payments > Create 

 

 

CREATE SCHEDULE PAYMENTS FOR ALL, EFT, OR NON-EFT PAYMENTS - To include invoices for all vendors in the defined 

range, accept the default response of “A”. To only include invoices for vendors that have been set up for EFT payments, 

enter “E”. To only include invoices for vendors that receive payment by paper check, enter “N”.  

● Scheduled payment batches will be assigned a status of PENDING. At this time, users can review the contents for 

accuracy and then they can post the batch. Demand and replacement batches will be posted by the system 

automatically.  

● Once the batch obtains a POSTED status, users can generate payments. Note: For batches containing both EFT and 

non-EFT payments, users must ensure that they are compiling the outbox file prior to printing checks. 
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Example of the Create Electronic Payments Outbox File Routine  

Financial > Accounts Payable > Process Scheduled Payments > Compile 

 

 

FILE CREATION NUMBER FOR CPA FORMAT - Enter a unique number to identify the file. Users can enter up to 4 

characters.  

TEST FILE - To compile the selected payments and send the resulting file directly to the MIS outbox, enter “N”. To create 

and send a test file, enter “Y”. A test file is often sent to a bank before sending any actual payments, to confirm that the 

file is being sent in the correct format. If you enter “Y”, no electronic payment number is assigned to the file, and the 

payment status does not change to ELECPMT. No index entries are set for test file payments.  

INCLUDE - To include the payment in the MIS outbox file, enter “Y”. Otherwise, enter “N” to exclude the payment from 

the file.  
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● Selecting OK will generate the following message, which the user will close: 

 

 

● Once the file is created by the system, an outbox number will be assigned to the payment batch and the outbox 

message will be sent to the folder\file pathname defined for the delivery service. In order to send the file from the 

folder\file pathname location to the bank for processing, users will need to follow the steps provided to them by their 

bank.  

● At this time, the status of batches containing only EFT payments will update to PRINTED. If the batch also contains 

check payments, the status will update to PARTIAL and the user will need to run the Print Checks routine in order to 

generate the checks. 

 

Examples of Compiled Payment Batches  

Financial > Accounts Payable > Process Scheduled Payments 
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Managing EFTs  

● Once generated, EFTs can be managed via the Process Electronic Payments screen. From this location, users can void 

and replace EFTs, they can link an internal comment to the payment, and they can review related invoices. If using the 

AP MAIL delivery service, electronic payment notices can be emailed from this location, too.  

● If the EFT payment was made in error, use the Void routine to cancel the payment. 

 

Example of the Void Electronic Payment Routine  

Financial > Accounts Payable > Process Electronic Payments > Void 

 

COMMENT - Enter any comments or information pertaining to why the electronic payment is being voided. You can use 

up to 30 characters.  

CANCEL INVOICES - Indicate whether associated invoices and credit memos should be cancelled. Enter “ALL” to cancel 

all invoices. As a result, all associated invoices and credit memos will be cancelled automatically when the electronic 

payment is cancelled. Enter “NONE” if no invoices or credit memos should be cancelled. As a result, the status of all 

associated invoices and credit memos will update to OPEN. Enter “SELECTED” to cancel invoices and credit memos as 

specified within the Cancel Invoice and Cancel Credit Memo fields below.  
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CANCEL - To cancel the invoice or credit memo, select “Y”. If you do not want to cancel the invoice or credit memo, 

select “N”.  

● If the EFT payment needs to be reissued in the form of a check, use the Replace routine. 

 

Example of the Replace Electronic Payment Routine  

Financial > Accounts Payable > Process Electronic Payments > Replace 

 

REPLACEMENT ELEC PMT DATE - Enter a date for the replacement check or electronic payment. The date of the original 

payment defaults in but the response can be edited. If you enter a different date, that date appears on the replacement 

payment. However, this does not change the actual issue date of the original payment. For reporting purposes, the new 

payment continues to be associated with the same pay period as the replaced payment.  

● After filing the Replace Electronic Payment routine, the user will need to access the resulting replacement batch via 

the Process Schedule Payments screen to either print the replacement check or compile the replacement EFT.  

● Payment comments are stored internally, and they will appear on reports like the electronic payment register. Only 

the most recent version of the comment is retained by the system. 
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Example of the Edit Comment Routine 

Financial > Accounts Payable > Process Electronic Payments > Edit Comment 

 

● To review individual invoices that are associated to an electronic payment, select the Invoices footer button. Doing so 

will launch the Invoice Inquiry screen. 

Example of the Invoice Inquiry Screen  

Financial > Accounts Payable > Process Electronic Payments > Invoices

 

● Selecting the EFT footer button will close the Invoice Inquiry screen and return the user to the Process Electronic 

Payments screen.  
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Reports  

● To generate the electronic payment register, run the List Electronic Payment Numbers routine. 

Example of the List Electronic Payment Numbers Routine  

Financial > Accounts Payable > Reports > List Electronic Payment Numbers 

 

FACILITY - Enter the facility for which you are listing electronic payment information.  

BANK ACCOUNT - Enter the bank for which you are listing electronic payment information.  

LIST BY DATE OR NUMBER - To list payments for a range of payment dates, enter “DATE”. To list payments for a range of 

electronic payment numbers, enter “NUMBER”.  

FROM/THRU DATE - If “DATE” was entered at the List by Date or Number field, enter the payment date range for which 

you are listing electronic payments.  

FROM/THRU ELECTRONIC PMT NUMBER - If “NUMBER” was entered at the List by Date or Number field, enter the 

range of electronic payment numbers to include on the report. 
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Sample Electronic Payment Register 

 

● To list the electronic payments that were included in the outbox message(s) for the selected payment batch, run the 

List Electronic Payments in Outbox routine. 

Example of the List Electronic Payments In Outbox Routine  

Financial > Accounts Payable > Process Scheduled Payments > Outbox > List Payments 

 

OUTBOX MESSAGE NUMBER - Enter the outbox message number(s) for which you want to list electronic payments. A 

lookup is available, and it will be restricted to outbox messages that are associated to the selected batches only. To list 

payments for all outbox message numbers associated with the selected batches, enter “ALL”. 
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Sample List Electronic Payments Report 

 

● To review the contents of an outbox message, users can either generate a report by running the List Outbox Messages 

routine, or they can access the outbox message directly via the MIS Interface Manager. 

Example of the List Outbox Messages Routine  

Financial > Accounts Payable > Process Scheduled Payments > Outbox > List Messages 

 

OUTBOX MESSAGE NUMBER - Enter the outbox message number for which you are printing messages. A lookup is 

available, and it will be restricted to outbox messages that are associated to the selected batches only. To print 

information for all outbox message numbers associated with the selected batches, enter “ALL”. 
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Sample List Outbox Messages Report 

 

 

 

 


