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Direct Deposits
The FOUNDATION Payroll Module is capable of creating direct deposits in place of paper checks. The direct deposit 
feature assists clients with distributing their direct deposits from the bank into employees’ accounts.

How Do Direct Deposits Work?
After you post payroll, the direct deposits are translated into the Automated Clearing House file format, which is 
commonly referred to as ACH. ACH is a network for processing large numbers of payments, and most of them use 
the exact same type of filing format, which is why it is called ACH.

*You may sometimes hear this referred to as a NACHA file as well. NACHA, the North American Clearing House 
Association, creates the rules that govern automated clearing houses that operate in the USA.

With the correct setup in FOUNDATION, you can produce an ACH file to send to the bank, which allows them to 
process direct deposit transactions, including payments to vendors.

Where Do I Set Up a Direct Deposit?
You need to set up direct deposits in two places; (1) your employees’ accounts and (2) the clients’ bank/checking 
account. By setting it up on your employees’ accounts, you are telling FOUNDATION where the money is being sent. 
By setting it up on clients’ bank/checking account, you are telling FOUNDATION where the money is being sent from.

Setting Up Direct Deposit for an Employee

Follow the steps below to tell FOUNDATION where to send an employee’s paycheck:

1. From the Main Menu, go to Payroll > Maintenance > Employees > “Direct Deposit” tab.

2. Enable the Pay by Direct Deposit checkbox. This tells FOUNDATION that this employee will be paid by direct 
deposit.

3. In the table, right-click and select “Add” to create a new line where you will enter the employee’s banking 
information.

4. In the Description field, enter the name of the employee’s bank, or a general description for your own 
reference.

5. In the Bank Routing No field, enter the employee’s bank account routing number.

6. In the Bank Account No field, enter the employee’s bank account number.
Note: It is recommended that the employee provide a voided check to verify the account information.

7. In the Acct Type field, classify the account as a “Savings” account or a “Checking” account.

8. Determine how much money should be sent to each bank account.

If the employee only has one account, in the % or $  field, select “Remaining.”

If the employee has multiple accounts to which parts of their paycheck will be direct deposited, in the % 
or $  field, make the appropriate selection, then in the Amount field, enter the appropriate amount. The 
account that receives any remaining amount should be the last account.
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9. Determine if you want to run a prenote report. A prenote is an opportunity to send a “test file,” which allows 
you to create a file without having to complete a real transaction for testing. Some banks may require a 
prenote to verify the banking information. 

If you want to run a prenote report, in the Prenote field, select “Yes.” If you do not want to run a prenote 
report, select “No.”

10. Repeat for each necessary account.

Setting Your Company’s Account Information

Follow the steps below to tell FOUNDATION where the money for your employees’ paychecks is coming from:

1. From the Main Menu, go to General Ledger > Maintenance > Accounts.

2. Switch to Modify Mode.

3. In the Account field, select the account from which the direct deposit will be produced/credited.

4. In the Account No field, enter the account number.
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5. Click on the “Direct Deposit” tab. On this tab, you will set up any ACH file variations the bank may want. In 
this example, you will see how we would set up the client if they were using direct deposits with our Payroll 
Service. You should copy this setup.

6. In the Format field, select “ACH.”

7. The remaining fields on this tab vary by the financial institution to which the file is sent. When working with a 
client, we recommend they print a screen shot of this window and/or print out the current help (<Shift> + 
<F1>), then coordinate with their financial institution.

For training purposes, please fill in the information in your database based on the data below.

8. After all information is entered, click [OK].

Running a Prenote Report

A prenote report allows you to test the ACH file you will upload to your bank without having run an actual payroll. 
Follow the steps below to run a prenote report:

1. From the Main Menu, go to Payroll > Daily > Payroll Functions > General > Export Direct Deposits.

2. In the Include groupbox, disable all checkbox except for the Prenotes checkbox.

3. Click on the “Report” tab.
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The Direct Deposit Export List will be generated.

4. Review the list and verify that all of the necessary employees are on the list, and that their banking 
information is correct.

5. When you are ready to export the test file to ensure your direct deposit will work, click on the floppy disk icon.

FOUNDATION will inspect the direct deposit information to ensure you have the minimum standards for 
exporting a direct deposit. If there are any errors on your cash account or an Employee Record, you will 
receive an error report that details what needs to be corrected.

If everything is correct, you will not receive an error report and the Export Direct Deposits dialog box will 
open.

6. In the Export Filename field, select where on your computer or network you want to store the file. Please 
note that you can set a default for this on the “Direct Deposit” tab of the G/L Account Record.

7. In the Clear Prenotes field, select “Yes.” This will change the prenote setting to “No” for each employee on 
the list.

8. Click [Export].
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Running a Direct Deposit 

The steps for sending your actual direct deposit to the bank are similar to those for running a prenote. After your 
payroll is complete and all of your direct deposits are correct, follow the steps below:

1. From the Main Menu, go to Payroll > Daily > Payroll Functions > General > Export Direct Deposits.

2. In the Pay Period No field, verify the correct pay period is selected.

3. In the Check Date Range field, verify the correct check date for your direct deposit run is selected.

4. In the Include groupbox, disable all of the checkboxes except for Direct Deposits.

5. Click on the “Report” tab. The Direct Deposit Export List will be generated.

6. Review the list. If everything is correct, click on the floppy disk icon to export the ACH file. 
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The Export Direct Deposits dialog box will open.

7. In the Export Filename field, select where on your computer or network you want to store the file. 

8. Click [Export].

9. To upload the ACH file to your bank, go to the folder to which you saved the ACH export and proceed with 
the steps required by your financial institution. 




