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E-Transfer Process 
There are two potential processes depending on the type of E-Transfer request: 

• Reimbursement Via E-Transfer on a Single Receipt 

• Reimbursement Via E-Transfer on Multiple Payees for the Same Purpose 

 

Step 1 – Reimbursement Via E-Transfer on a Single Receipt 
• User logs into the Continia Portal or Mobile Phone Application and creates a new request by: 

o Click on “New” 
o Enter a description for the request 
o Use Admin Comments for any comments concerning the request 

 

• Add a new Expense by: 
o Click on “New Expense”. 
o Enter the amount to be transferred. 
o Select the date of the request. 
o Enter “E-TRANSFER as the Payment Type. 
o Select the appropriate Club-Dept. 
o Enter the appropriate Account Code. 
o Enter the recipient email address into the description for the request. 
o Add comments under “Admin Comment” if needed (Optional). 
o Enter the reason for the request in the E-Transfer Memo field. 
o Enter the recipient email address in the E-Transfer  
o Enter the Recipient name 
o Select an appropriate Security Question Option 
o Enter the correct Security Answer 

• Drag and drop the receipt for the expense  

• Click on “Save” 

• Add another expense until all expenses have been added 

• Click on “Submit” 
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Step 1 – Reimbursement Via E-Transfer on Multiple Payees for the Same 
Purpose 

• User logs into the Continia Portal or Mobile Phone Application and creates a new request by: 
o Click on “New” 
o Enter a description for the request 
o Use Admin Comments for any comments concerning the request 

 

• Add a new Expense by: 
o Click on “New Expense” 
o Enter the amount to be transferred 
o Select the date of the request 
o Enter “E-TRANSFER as the Payment Type 
o Select the appropriate Club-Dept 
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o Enter BULK E-TRANSFER for the Account Code 
o Enter a description for the request 
o Add comments under “Admin Comment” if needed 

• Drag and drop the Bulk E-Transfer Spreadsheet  

• Click on “Save” 

• Click on “Submit” 

 

 

 

 

 

 

 
 

Step 2 – Request Reviewed in Business Central and Sent for Approval 
• Accounts Payable will open the submitted Expense reports by clicking on the “Open” expense 

reports on the home page under the Continia Expense Management Activities 
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• This will display the Open Expense Reports list page where you can view all expenses with the 
status of “Open”.   

 

• You can open each submitted expense report by clicking on the “No.” on the expense line. 

• If an expense is not a BULK E-TRANSFER then you will review each line and receipt to ensure all 
E-Transfer fields are populated and the line and receipts are correct.  After validation, the report 
can be submitted for approval by clicking on “Process”-> “Send for Approval” 
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• If the expense report is for a BULK E-TRANSFER then you would download the Bulk E-Transfer 
spreadsheet by clicking on the view attachment message on the right. 

• Click on “Functions”->” Import Bulk Template”, then click on “Yes” and then “Choose”. 

• Browse for the downloaded spreadsheet under your downloads folder and select it. 
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• Verify that the Bulk – E-Transfer spreadsheet and support attachment has transferred to each 
line. 

• Validate that the imported lines are correct and if so, then delete the top “BULK E-TRANSFER” 
expense line 

• After validation is successful, submit the expense report for approval by clicking on “Process” -> 
“Send for Approval”.  The status of the expense report will change to “Pending Approval” 

• If validation is not successful, update the admin comment at the top of the expense report with 
a message back to the expense user and click on “Process” -> “Send to Expense User” 

 

Step 3 – Approvers Process Requests 
The approver will receive an email with a link to enable them to open the expense report that needs 
approved. 

Approvals 

• After validating that the expense report is correct, click on “Approve”.  This will move the 
document to the “Ready to Post” queue. 

 

Rejections 

• If the document fails validation, click on “Reject”.  You will be prompted to enter a comment 
that will show for the user and then the document will be sent back to the expense user. 

 

Forwarding 

• After validating that the expense report is correct, but if someone else also needs to approve 
the report, click on “Forward”, select “Forward without approval”, and click on “OK”.  This will 
forward the report to the next user for review and approval. 

 

Force-Approve 

• If you need to force an approval on a report due to the approver not being available to approve 
then click on the document under the “Pending” queue and click on “Related” -> “Functions” -> 
“Reopen”.  This will change the status from Pending to Open.  You will then need to find the 
same expense report under the “Open” queue and select it and click on “Process” -> “Force 
Approval”.  This changes the status from Open to Released and moves the document to the 
“Ready to Post” queue. 
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Step 4 – Accounts Payable Posts Requests 
Accounts Payable will open the “Ready to Post” queue and select the expense reports that are ready to 
post and click on “Process” -> “Post” 

 

Step 5 – Accounts Payable Process Payment for Requests 
• Navigate to “Cash Management” -> “Payment Journals” 

• Select the “E-TRANSFER” batch by clicking on it 

• Prepare the batch by clicking on “Prepare” -> “Suggest Vendor Payments” 

• Last Payment Date – This date indicates that you want to pay any e-transfer that is due on or 
before this date. 

• Find Payment Discounts – leave this turned off 

• Payment Method Code – select “E-TRANSFER” 

• Use Vendor Priority – leave this turned off 

• Available Amount (LCY) – leave this at 0.00 

• Skip Exported Payments – Ensure this is turned on 

• Check Other Journal Batches – Ensure this is turned on 

• Summarize per vendor – Ensure this is turned off 

• By Dimension – leave this blank 

• Posting Date – enter the date of the payment (usually todays date) 

• Calculate Posting Date from Apply Date – Leave this turned off 

• Applies-to-Doc. Due Date Offset – Leave this blank 

• Starting Document No. – Leave this with the default 

• New Doc. No. Per Line – Ensure this is turned on 

• Bal. Account Type – Select “Bank Account” 

• Bal. Account No. – Select “RBC OPERATING” 

• Bank Payment Type – Select “Manual Check” 

• Payment Method Code – Select “E-Transfer” 

• Leave the rest of the filters empty 

• Click on “OK” 
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This will create the batch to be paid: 

 

• Validate that the information displayed is correct and these all need to be paid. 

• Click on “Bank” -> “Export RBC File”.  This creates the file to be uploaded to the bank. 

• After uploading the file, click on “Post/Print” -> “Post” 

 

Cancellations: 

• If you receive a cancellation request from the bank, navigate to “Check Ledger Entries” in the 
search window. 

• Locate the entry to void by either filtering the “Check No” field or entering the transaction 
number into the “Search” field. 

• After selecting the transaction and before voided the entry, click on “Entry” -> “Find Entries” 
o This will open the Find Entries Window 
o Click on the number next to “Vendor Ledger Entry”.  This shows you the payment and 

the assigned vendor. 
o Click on “Entry” -> “Applied Entries”.  This will show you the invoice number that the 

payment is applied to. 
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• Now go back to the check ledger entry window and select the transaction that needs voided, 
click on “Process” -> “Void Check” 

• The void date will be the same date as the original transaction. Leave the option set to “Unapply 
and void check” 

• Click on “Yes” to void.  The transaction Entry Status will then change from “Posted” to 
“Financially Voided” 

• After voiding the check, navigate to the vendor card for the vendor identified above. 

• Click on Balance (LCY) – this will open the vendor ledger entries showing all open entries. 

• Select the invoice identified above and click on “Entry” -> “Find Entries”.  This will open the Find 
Entries window. 

o Click on the number next to “Expense Report”.  This will show you the original expense 
report where you can find out the expense account that was hit for this invoice. 

• Enter a Credit Memo against the expense account above and apply it to the invoice above. 

 

 

 


	E-Transfer Process
	Step 1 – Reimbursement Via E-Transfer on a Single Receipt
	Step 1 – Reimbursement Via E-Transfer on Multiple Payees for the Same Purpose
	Step 2 – Request Reviewed in Business Central and Sent for Approval
	Step 3 – Approvers Process Requests
	Step 4 – Accounts Payable Posts Requests
	Step 5 – Accounts Payable Process Payment for Requests

