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Automating Remittance Advice
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This guide discusses the automated remittance process. It is intended for system
administrators.

Remittance advice is sent when you contact a vendor to let them know that an invoice
payment is made. Remittance advice is often a frustration point for businesses. Vendors
tend to apply payments to whichever outstanding invoices they have in their system, but it’s
important to you that they apply it to the right invoices. Additionally, emailing the
remittance advice prior to mailing the check would allow vendors to correct any issues
beforehand (e.g. wrong mailing address).

aACE offers useful remittance advice features, including manually sending remittance
adVice (https://aaces knowledgeowl.com/help/working-with-remittance-advice), S€Mi-automating the process, or fU”y

automating it.

Understanding the Automated Remittance Advice
Process

Each night, the aACE remittance advice process will find all disbursements that meet the
following requirements:

e The value of the A/R Send Docs Via field in the Vendor Details tab of the related
company record is not Mail.

e Thereis avalid email address to send the remittance advice to.
For more information on the remittance advice data source logic, refer to
Understanding Data Sources for Email Templates (nttps://aace.knowledgeowl.com/help/understanding-data-

sources-for-email-templates#remittance-advice).

e The Remittance Advice field in the disbursement is PENDING.

These statuses differ from the record status (https://aaceé.knowledgeowl.com/help/overview-of-record-status-levels).
The Remittance Advice and Payment Status fields are found in the Payment Info section.

The remittance advice process emails the PDFs to their respective email addresses. The
Remittance Advice field for the sent disbursements is updated to SENT (Email).

Because the remittance advice process runs after hours rather than at the time of posting,
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you don't need to worry about potential mistakes that may occur throughout the day. For
example, if ateam member posts a disbursement with an error on it, there is time to
intercept the remittance advice before the process runs that night.

For vendors who may need special handling, remittance advice can still be run manually.
Upon doing this, the remittance advice status will be updated to SENT and will not be
included in that night’s batch.

Enabling aACE Automated Remittance Advice

To enable automated remittance advice, you will need perform several actions: confirm
vendor A/R email address and Send Docs Via preference, configure the remittance advice
email template, clean up old disbursements, configure notice setups, then activate the
automation schedule.

Confirming Vendor A/R Email Address and Send Docs Via
Preference

For a vendor to qualify for automated remittance advice, their company record must have a
valid email in the Vendor Details tab > Email field, and the Send Docs Via field must be set to
Email.
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Companies

: Record: 3 of 40 Newsp Edit#» Delete Printid Actions R

Company: Pewter Anderson Publishing (50004) ACTIVE @

C y Details ‘ Sales & Marketing Customer Details Vendor Details Finance & Accounting 10 Notices Tasks [% Emails N Docs @
Payee Address Q Sync with Billing [¥]  Sync with Office Purchasing Setup * ipping Setup *
Billing Salutation (Company Name) Payment Terms A/R Contact > Carrier Carrier Service Account #

Pewter Anderson Publishing Net 30

Address Send Docs Via Email Shipping Terms Ship Point

246 Seventh Ave. Email benmoran@pewteranderson-aacedemo. &4

SHIBEEY Default Template for POs Free Shipping Type Free Shipping Threshold
City State / Prov Postal Code

New York NY 10001 Current Purchasing Preferences

Country Postal Format Currency Last Purchase Credit Limit A/P Balance Credit Balance Drop ship only. Vendor only accepts drop shipments.

United States American 4/12/2024 0.00 Drop shipping not allowed. POs cannot be drop shipped.
/W‘ Purchase Orders (17) Purchases (16) Disbursements (16)

Code Product Code GL Account Last Purchase Date Total

> PAINT-SC | Set of Standard Colors > 50291 | Pewter Anderson 02/11/22 8.00 ~

> TB-FRNCH3 | J'Apprends: I Learn FRLVL30001 > 50011 | Pewter Anderson 12/19/19 49.99

> TB-MTH7 | Middle Grade Math 7th MTHLVL70082 > 50519 | Pewter Anderson  04/12/24 24.99

> TB-NATSCI4 | The Art of Natural SCILVL40308 > 50408 | Pewter Anderson  02/14/23 48.97

> TM-FRNCH3 | J'Apprends: I Learn FRLVL30002 > 50011 | Pewter Anderson 12/19/19 74.99

> WKBK-YFP | Your First Painting > 50291 | Pewter Anderson 02/11/22 4.00

> TB-LIT101 | The Two Gentlemen of LITLVL10028 > 5001 | Uncategorized Cost of > 50056 | Pewter Anderson 09/04/20 45.00 o
* e

Configuring the Remittance Advice Email Template

You must Conﬁgure the remittance advice email template (https://aaceé.knowledgeowl.com/help/editing-email-

templates) With @ From email address (e.g. ap@yourdomain.com).

1. From the Main Menu, go to System Admin > Email Integration > Email Templates.
2. Locate the Remittance Advice email template.
3. Enter a From email address in the From: field.
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[ ) [ ] Email Templates

4 Record: 1 of 16 New fe

Email Template: Remittance Advice

Te Type Open in Email App Subject Exclude Signature Merge Fields
Remittance Advice # < <{!DisbursementID}>> from <<{!DisbursementOfficeName}>> DisbursementOfficeName
DisbursementOfficeEmail
DisbursementOfficeEmailDomain
_ _ ~ DisbursementID
HTML Body | Text Body = ADI - HTML Body = ADI - Text Body HTML Body CODE  ADI - Body CODE | G o Poren

Edit Body, HTML version DisbursementAmount

PaymentMethod
S Sizi g 3 b b BankAccountLastFour
= DeliveryNotes

DeliveryNotesHTML

» ® @ X ContactNameSalutation
ContactNameFirst
ContactNameLast

End-User Message ContactNameFullFL

Salutation

]
~
c
]
>
‘
a
]
o
e
F)
=
-
g
El
|
+
0
U]
il
i
n
Tl
lil

To:

<<{Salutation}>> TeamMemberNameFirst
. " TeamMemberNameMiddleInitial
Please be advised that <<{!PaymentMethod}>> for <<{!DisbursementAmount}>><< TeamMemberNameLast
cc {!DeliveryNotes}>> TeamMemberNameFullFL
TeamMemberlInitials
i i i TeamMemberTitle
ace. Do not hesitate to reach out with any questions. TeamMemberPhoneDirect
- TeamMemberPhoneMobile
TeamMemberPhoneOffice
TeamMemberPhoneOfficeExt
TeamMemberPhonePrimary
TeamMemberPhonePrimaryType

Office Variants TeamMemberFax
TeamMemberEmail

Office OfficeName
OfficeAbbr

> aACME Education Solutions, Inc. % ~ OfficeAddrTitle
OfficeAddrStreet

OffirabddrCin

Ready

¢  Email Template Rec ID EMAILTMPLT60000

Preventing Notifications for Old Disbursements

Once you have configured a From email address, you can prevent aACE from automatically
sending remittance advice for old disbursements by manually updating the Remittance
Advice to Void.

1. From the Main Menu, go to Accts Payable > Disbursements.
2. Inthe Quick Search links, select Find Pending Remittance Advice.
3. Select Edit > Set Remittance Advice for List to Void.

Powered by aACE | 4



aACE Software

Disbursements a
& = ¥ Record: 1of2 Newsh Edit## Delete PrintE  Actions R
X roster [E)
&£ Disbursement Date Account Company O, Memo Pmnt Reference Pmnt Status Amount Tracking Status Status
> 50500 04/25/26 1115 Office Place May 2026 Rent PENDING 10,000.00 POSTED A -
> 50501 05/25/26 1115 Office Place June 2026 Rent PENDING 10,000.00 POSTED A -
List Totals 20,000.00
Show All | Find Pending Checks | Find Pending Wires | Find Pending ACHs | Find Submitted ACHs | Find Pending Remittance Advice | Related Records v o3

Configuring Internal Notices

You can configure the notice setup that will notify specific team members of remittance
advice statuses:

1. From the Main Menu, go to System Admin > Notice Setups > Remittance Advice
Report.

2. Select Edit.

3. Inthe Setup Info section, specify the team who needs to receive these notices in the
Team field.
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[ ] [} Notice Setups
Remittance Advice Report 50044 ACTIVE @
Notice Setup Details 1 Notice Tasks [% Emails N Docs @
Setup Info Notice Te
Team > Notice Title
AP Remittance Advice Report
/| aACE Notice Single User Completion Notice Message
Email Allow archiving days after completion. Navigate to the related disbursements and select "Remittance Advice Status" from the sort
SMS Email menu to see these two lists broken out into SENT and PENDING.
‘mail
The following Remittance Advice was sent:
Setup Notes <<Disbt _Sent>>
This notice is sent when Remittance Advice for Disbt is sent ically.

The following Disbursements could not be sent automatically:
File: Scripts <<Disbursements_NotSent>>
Script: DISB: Auto-Email Remittance Advice

<<OtherNotes>>
Accepted Merge Fields:
<<Disbursements_Sent>>
<<Disbursements_NotSent>>

*

Cancel Save

4. Select Save.

Activating the Automation Schedule

To have aACE automatically send remittance advice, you must enable the Auto-Send
Remittance Advice automation schedule:

1. From the Main Menu, go to System Admin > System Preferences > Automation
Schedules.

2. Locate the Auto-Send Remittance Advice schedule.
3. Select the Auto-Send Remittance Advice schedule checkbox.
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[ XX ) System Preferences a

@ Newsd Edit# Delete Print/&s Actions R

aACE System Preferences

D: ‘ D l aACE Menu l ipping Setup Custom Value Lists Units of Measure
Server Schedules Oldest server schedule cycle: 1 minute
m Setup FM Server Timer Schedul
On Schedule Script Last Run Group Status RUN
|z Update Commissions 7 hours (o} Next: 05/21/2026 06:00 AM RUN ~
| Inventory i t G RUN
|| Generate COGS Reconciliations A RUN
|| Generate COGS Reconciliations B RUN
|| Archive Data A RUN
B RUN
< 1 minute B Next: 05/20/2026 01:23 PM RUN
G RUN
G RUN
|| De-Duplicate Email Attachments B RUN
|| Retrieve Incoming Emails E RUN
|| Send Outgoing Emails E RUN
|| Purge Expired Email Integration Logs E RUN
|| Purge Duplicate Emails E RUN
|z Process ADI Requests < 1 minute E Next: 05/20/2026 01:23 PM RUN
Iz Get ADI Changed Requests 22 minutes E Next: 05/20/2026 01:31 PM RUN
|| Purge Expired ADI Integration Logs E RUN
| = 4

If you want the Auto-Send Remittance Advice schedule to run at different time intervals,
refer to Configuring Automation Schedules (https://aace6.knowledgeowl.com/help/configuring-automation-schedules) £O

change the schedule timing and frequency.
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