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Downloading & Processing ACC Payments

Go to the supplier menu on the left hand side and select PAYMENTS ADMIN
Depending on when you last ran your payments, choose how far back you wish to search for payments – 1 day to 4 weeks range.  Then click FETCH NEW REFERENCES
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Once the references have been fetched, download one by one.
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Once all have been downloaded, select the oldest, or earliest in time, clicking on the reference number to open for processing.


Once opened, you need to request the system auto-match the information on this payment advice from ACC with the billing information in CMS.
To do this, tick all items, then click 1. Auto-Match all Rows
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If the lines have not all matched, read the error messages  - these which tell you which lines and client’s billing have not matched.
If it is a duplicate line, copy the whole line on the error message, click edit to the far right of each line item and paste the line into the field at the very top of the edit page, click into the pop-up that appears underneath, then SAVE.
If it is not a duplicate line, it means that the information that ACC have paid on is different to what is in CMS.
This could be:
Slight variation in name eg. Hyphenated name, names all in capitals, change of name, use of middle name on CMS rather than first name if client prefers.
Hidden space before or after claim number, first name, last name.
Code paid on is different
Date paid on is different
Claim number is different.
Once you change the information on CMS to match ACC, you should find when you run  the auto-match again that the billable ID will populate.

If everything has matched, tick ROW ID, then tick 2. Synch Selected Rows to billable.
This marks each billable as paid by ACC.

Once you do that, go to VIEW IN PAYMENTS REPORT.
Tick to select all lines, then enter the date you wish to pay providers, then MARK PROVIDERS PAID.

ONLY when you have processed all payments for a chosen pay date, click GENERATE BCIs.
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Enter the date you are paying the providers (that you have already used for the payment processing), then click SUBMIT

Once the BCIs have generated, go to SUMMARY
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Click view summary.
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You have the ability to export this to a spreadsheet or csv.
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Notes:

Any “archived" billable wil be ignored.

Any “archived BCl will not be regenerated.

In most cases, “archived* means it was imported from another system and is archived to preserve data as it was,
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Payment Summary for 20 Nov 2020

Totals are calculated from Tax Invoices generated for 20 Nov 2020.

Provider Provider ID IRD Deduction GST Paid Paid w/GST Invoice Number View BCI

1 - $0.00 $141.36 $942.38 $1083.73 423 View BCI

> > [ $0.00 $62.56 $417.09 $479.65 422 View BCI

3 - [ ) $0.00 $61.26 $408.36 $469.60 421 View BCI

4 - $0.00 $490.01 $3266.73 $3756.74 420 View BCI

s - $0.00 $472.79 $3152.30 $3625.09 419 View BCI
Totals: $1227.98 $8186.86 $9414.81
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Payment Details

Back to Payment Fetch

The details in this payment reference are matched to billable items in the system. i

Once you are satisfied that each line correctly matches a billable, check the box in the first column and click the Sync button to add the payment to the billable.

Payment reference #15662073

Payments
Row Invoice Service Paid
O b Processed Matched Invoice Date Claim Client Date Code  Provider Invoiced Withheld Amount Reason Edit
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