neighborhood

HEALTHCARE

COUPA GUIDE:
Look Up Payments & Retrieve DGC (pigital Checks)

On the homepage, click on the ‘Payments’ button to check if a Digital Check is available
and begin the retrieving process.
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Setup

Invoice Payments

Instructions From Customer

Payments made by Coupa Pay Customers will be displayed below

Payment # l' [Imroice # ] Payee Payment Method Download Count| Expiration Date] Total l Actions ]
3170 TESTDGCS _Coupa Vendor Test Ready to Digital Check 0 of 4 10/17/22 10.00 ¥
Integration Download uso

You will see the ‘Payment # and the ‘Invoice #’ that is being paid

Be mindful of the ‘Expiration Date’, as the payment will expire if it is not retrieved
before the expiration date.

Notice the ‘Status’ of your payment, as it will indicate if the payment is ready to be
downloaded, has already been downloaded, or if it has expired. If payment has expired
before deposited, please reach out to AP@nhcare.org or call (760) 737-6934 for further
assistance.
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I Download
mmm) Expired
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If you see that a payment # or invoice # has the status ‘Ready to Download’, hover

cursor over the ‘Actions’ icon ( * ) to download your digital check.
Invoice Payments

Instructions From Customer

Payments made by Coupa Pay Customers will be displayed below

view [ g B ]

Payment # = Invoice # Payee Status Payment Method Download Count Expiration Date Total Actions
3170 TESTDGCS _Coupa Vendor Test Ready to Digital Check 0of4 10M17/22 10.00 IEI I_
Integration Download
[ Download Digital Check ]
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The following prompt will generate, read carefully, then click ‘Ok’.

Download Digital Check p 4 -

This will be 1 of 4 allowable times to view and download this check. Are you sure you want to continue? This
download contains unencrypted bank account information, please handle appropriately.

o (D
A

This Digital check has 4 allowed times to view and download, so please be sure to
complete the full payment downloading process.

The digital check will then populate, along with instructions the various ways you can
deposit this check.

Neighborhood Healthcare 50207
425 N. Date Street
Escondido, California, 92025 DATE Jul 19, 2022
PAY TO THE |

oroeroF __test vendor | $10.00

Ten and 00/100 DOLLARS

Ctest T
Payment # 3170 ST e v AT oy
MEMO AUTHORIZED SIGNATURE
G0 2071t 1 123456789 11 0987456123

/ You can deposit this Check in multiple ways: \

1. Endorse the back of the check below
2. Take a picture with your bank’s smartphone app on your mobile phone to deposit
OR

Print the check using a black and white or color printer.
A check printed legibly on any paper is a valid Check. *

3. Cut the Check out along the border and deposit it in a bank ATM or Remote Deposit Capture scanner.

4. Deposit the Check with a bank teller. Cut out the front of this page and endorse the back, in the top 2
inches. You do not need to cut out the back of the Check and stick the two sides together.

* If the bank or service provider has any questions about the validity of this Check they can verify it from the
originator/sender. Federal Government and Financial Institution guidelines on printed Checks including acceptance is/

available online: https://www.fdic.gov/consumers/assistance/protection/check21.html
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