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Establish A New ACH Transfer

Fiserv

New ACH transfers can be quickly generated using the "New ACH Transfer" functionality in ACH Manager. Several ACH
Transfer Types are available (e.g., Prearranged Deposits, Vendor Payment) to initiate necessary transfers .

Complete steps 1-7 to establish a new ACH transfer.

1.

Login to Business Online.
Move the mouse pointer over Management Tools and select ACH Manager.

The Select External Transfer Criteria box is displayed.
Select "New ACH Transfer"and then select the appropriate ACH Type from the drop-down list.
Click "Submit".

f Note: The Payroll (PPD) ACH Type is used as an example only.

" Inguire ACH Transfer ACH Type: | (Mone) ;I
{ Change &CH Transter

(ﬁ' Mewe ACH Transfer )

{7 Mew ACH Transfer Using Existing Transfer
™ Delete ACH Transfer

{” Reverse ACH Transfer

™ Review ACH Transfer

{7 ACH Transfer Templste

" Import ACH Transfer

{7 Impart ACH Using Template

Subrmit |
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3. The New ACH - Payroll box is displayed. In the ACH section, establish the following (refer to page 6 for a sample
illustration):

Description
The name of the transfer.
Recurring Frequency

Indicates the frequency of the transfer. Values are:

"(None)" indicates a one time transfer.

"Daily" indicates the transfer occurs daily.

"Weekly" indicates the transfer occurs once each week.

"Monthly" indicates the transfer occurs once each month.

"End of Month" indicates the transfer occurs on the last day of each month.
"Bi-Weekly" indicates the transfer occurs every 14 days.

"Quarterly" indicates the transfer occurs every three months.
"Bi-Monthly" indicates the transfer occurs every two months.
"Semi-Annually" indicates the transfer occurs twice each year.

"Annually" indicates the transfer occurs once each year.

Effective Date

The date placed on an ACH transaction by the originator (user or financial institution) and is normally the
date the originator intends the transfer to take place. To select an effective date click (e,

Recurring End Date

The date on which a recurring ACH transaction cycle ends. To select an end date for a recurring transaction

cIicku_"T

N Note: The Recurring End Date only displays if a frequency is selected.
i’ 1 ‘:

Total Credit Amount
The amount to be credited to the account at the Receiving Depository Financial Institution (RDFI). For

ACH Incoming transfers, the on-us account is credited and the account at the Receiving Depository
Financial Institution (RDFI) is debited.
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Step 3 - continued

Tax Identification Number

The tax identification number of the account owner at the Originating Depository Financial Institution
(ODFI).

Total Debit Amount

The amount to be debited from the account at the Originating Depository Financial Institution (ODFI).

Note: The Total Credit Amount and the Total Debit Amount automatically calculate as information is
: entered in the Transfer From and Transfer To sections.

ashington Orchards
Description: IPEWD" 15th Recurring Freguency: IEIi-WEEkl';.-' j
Effective Date: [ oeszot (5] Recurring End Date: [ wmiems [
Total Credit Amournt: FE5S00.00 Tax Mentification Mumber: WASHINGTOM [xxxxx2536]
Tatal Dehit Amourt: $8500.00
Tranzfer Type: Payrall
Hidle Details

4. The New ACH Payroll box remains displayed.
In the Transfer From section, establish the following:

Hold

Indicates whether a hold is placed on the transaction to prevent it from being submitted to the Originating
Depository Financial Institution (ODFI) during processing and saved for future use.

Account

The account type at the Originating Depository Financial Institution (ODFI).
Amount

The amount of the transfer.
Identification

This information is displayed when the user clicks on the "Display Details" hyperlink and it indicates the
depositor's identification number.

Name

This information is displayed when the user clicks on the "Display Details" hyperlink and it indicates the
name of the account at the Originating Depository Financial Institution (ODFTI).
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Step 4 - continued

Add Row

Click the "Add Row" hyperlink to define an additional transfer. To delete a transfer, click . To cancel a
deleted transfer, click @.

3
Hold & Account Amount % Identification ¥  Hame & Discretionary Data &
Select
- | DDA 1234 =l 400000 | 112501 | Ronaiet Reagan | Descrigion %
- |DDa s678 =l 200000 | 112501 | Ronaiet Reagan | Descrigtion X
- |DDa g0tz =l 250000 | 112501 | Ronaiet Reagan | Descrigion &
|_ ISeIect Account j I I I I Dezcription x
[ | Select Accourt Rd| | | | I Descrigtion %
Add Row

5. The New ACH Payroll box remains displayed.
In the Transfer To section, establish the following (refer to page 9 for a sample illustration):

Hold

Select the "Hold" check box to stop the transaction from being submitted to the Financial Institution during
processing and save the transaction for future use. Remove the hold to let the transaction be submitted to
the Financial Institution during processing.

Employee Name
The name of the employee who is receiving the transfer.
Employee ID
The employee identification code.
Account Number
The account number at the Receiving Depository Financial Institution (RDFI).
Account Type

The account type to which funds will be deposited. Values are:

"(None)" indicates the account type is not defined.
"Checking" indicates a demand deposit account.
"Savings" indicates a savings account.

"Loan" indicates a loan account.

"General Ledger" indicates a general ledger account.
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Step 5 - continued
R/T number

The Routing Transit number of the Receiving Depository Financial Institution (RDFI). To search for a Routing

Transit number, click . Enter keywords in any of the fields (R/T number, Institution Name, City or State)
to display the institution search result.

Institution Search

FIT number I

Institution Mame

|
City |
State I

Cancel |

To select the Routing Transit number, click the institution name hyperlink. To view the next page, click * .
To view the last page, click **. To view the previous page, click .* . To view the first page, click * .

search Results
Institution Hame BT Humber City, State
L
Amount

The amount of the transfer.
Prenote

Select the "Prenote" check box to add a zero dollar prenote transaction for the current business day. Click
the "Select All" hyperlink to place a check mark in all of the check boxes. Click the "Select None" hyperlink to
clear all of the check boxes.

Discretionary Data
This information is displayed when the user clicks on the "Display Details" hyperlink and includes additional
transaction information such as a description of the payment, employee name, vendor number or a
combination of data elements.

Description

Click the "Description" hyperlink to define additional transfer details for the addenda.
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Step 5 - continued
Prenote

Select the "Prenote" check box to add a zero dollar prenote transaction for the current business day. Click
the "Select All" hyperlink to place a check mark in all of the check boxes. Click the "Select None" hyperlink to
clear all of the check boxes.

Add Row

Click the "Add Row" hyperlink to define an additional transfer. To delete a transfer, click X.Tocancela
deleted transfer, click .

Click "Process".

;: Note: Tosavethe ACH transfer, click "Save". To cancel the ACH transfer, click "Cancel".

Hold  Empl: Hame Empl: (11} Type RT number Amount Discretionary Data < Prenote
Select Al Select A1
r Jdohn Adams jooo2 JoaEse [ checting = [ roorarars 8 | soooon [ [T Deseriglion X
r |&doraham Lincoin | [0018 fr122a3 [ Checking = [ rooozaerr B | o000 [ [T Descrigtion %
r |Thomas Jefferson | [0003 f1z345 [ Checting = [ ooz 8| o000 [ [T Descrigtion %
I [tames Madison [oooa Joiza4s [ Savings = [ iosatises 8 | 20000 [ [©  Descrigon %
Add Row
Sa\rel =lProcess | Cancel |

6. The Processing Status Box is displayed.
Click "Done" when finished viewing.

if the transfer could be pending review from a corporate client or financial institution. Once the file

,-’ E Note: Ifthe transfer was not originated, [©] displays alongside the Status Activity. The Warning box displays
has been processed, it cannot be changed or edited.

Proc ing Status

shington Qrchards

Confirmation Mumber: dS74313975
Status Activity
Yerifying File Format
Storing File
Checking For Duplicates
Applying Limit Check
Anplying Prefunding

Releasing File

eeaggageg

File Successfully Processed

Done |
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7. Close the "External Transfers" tab.
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Generate Unbalanced ACH Transfer

Quickly generate unbalanced ACH transfers when establishing a New ACH Transfer. Unbalanced ACH transfers can be
generated for the following ACH transfer types:

Payroll

Commingle - PPD Credit
Commingle - PPD Debit
Prearranged Deposit
Prearranged Payment
Commingle - CCD Credit
Commingle - CCD Debit
Corporate Credit
Corporate Debit

Federal Tax Payment
State/Local Tax Payment

The types of ACH Manager activities where clients can utilize unbalanced ACH transfers are:

Change ACH Transfer

New ACH Transfer

New ACH Transfer Using Existing Transfer

ACH Transfer Template

New ACH Transfer Using ACH Transfer Template
Import ACH Transfer

Import ACH Using Template

Complete steps 1-4 to ensure the Unbalanced ACH File check box is established for ACH Roles:

1. Move the mouse pointer over the Menu tab and expand "Connect3 Administrator" and then select "Roles".

2. The Select Role Criteria box is displayed. To modify an existing role, select "Change Role" and then select
"ACH" from the Go To drop-down list. Click "Submit".

Select Rale Criteria

" Inguire Role Role Mame:
{¥ Change Role

o To... |ACH x|
™ Mew Rale

" Mew Fole Using Existing Role

{" Delete Role

Submit |
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3. The Role List box is displayed. Select the role to access ACH Manager (e.g., Corporate Full Access).

Hame View Type

Corporate Full Access Carporate

4. The Change ACH specifications are displayed. Ensure the "Unbalanced ACH File" check box is selected. Click
= to save any changes made to the role.

Change ACH - Corporate Full Ac
Marme: Carparate Full Access
In=titution Mumber: ]
Date Last Changed: SMER012 32545 PM

Function Inquiry Allowed

Zelect Mone Select Mane

Reverse ACH Transfers:

9

Review ACH Transfers:
Yiewy Incoming Transfers: |7
Export ACH Data:

( Unhalanced ACH File:

<<=
L

Reviews ACH Templates:

5. Exit Connect3 Administrator.
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Complete steps 6-11 to establish an unbalanced ACH Transfer.

6. Login to Business Online.
Move the mouse pointer over Management Tools and select ACH Manager.

7. The Select External Transfer Criteria box is displayed.
Select "New ACH Transfer" and then select the appropriate ACH Type from the drop-down list.
Click "Submit".

Fiserv

f Note: The Payroll (PPD) ACH Type is used as an example only.

Select External Transfer Criteria

{7 Inguire ACH Transfer ACH Type: | Payrall (PPDY ;I
{ Change ACH Transfer

(ﬁ' Merwe ACH Transter )

{7 Mewe ACH Transfer Using Existing Transfer
™ Delete ACH Transter

{" Reverse ACH Transfer

" Reviewy &CH Transfer

{~ &ACH Transter Template

™ Import 2CH Transfer

= Import ACH Using Template

Subrmit |

8. The New ACH - Payroll box is displayed. In the transfer details section, establish the following (refer to page 16

for a sample illustration):
Description

The name of the transfer.

User Guide
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Step 8 - continued
Recurring Frequency

Indicates the frequency of the transfer. Values are:

"(None)" indicates a one time transfer.

"Daily" indicates the transfer occurs daily.

"Weekly" indicates the transfer occurs once each week.

"Monthly" indicates the transfer occurs once each month.

"End of Month" indicates the transfer occurs on the last day of each month.
"Bi-Weekly" indicates the transfer occurs every 14 days.

"Quarterly" indicates the transfer occurs every three months.
"Bi-Monthly" indicates the transfer occurs every two months.
"Semi-Annually" indicates the transfer occurs twice each year.

"Annually" indicates the transfer occurs once each year.

Effective Date

The date placed on an ACH transaction by the originator (user or financial institution) and is normally the
date the originator intends the transfer to take place. To select an effective date click ‘_‘1

Recurring End Date

The date on which a recurring ACH transaction cycle ends. To select an end date for a recurring transaction

click [ 2],
Total Credit Amount

The amount to be credited to the account at the Receiving Depository Financial Institution (RDFI). For
ACH Incoming transfers, the on-us account is credited and the account at the Receiving Depository
Financial Institution (RDFI) is debited.

Tax Identification Number

The tax identification number of the account owner at the Originating Depository Financial Institution
(ODFT).

Total Debit Amount

The amount to be debited from the account at the Originating Depository Financial Institution (ODFI).
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Step 8 - continued

Transfer Type

Indicates the type of transfer. Values are:

"Payroll"
"Prearranged Payment"
"Prearranged Deposit"

"HSA Contribution”
"Corporate Credit"
"Corporate Debit"
"Consumer Deposit"
"Consumer Payment"
"Vendor Payment"
"Remittance"

"Federal Tax Payment"
"State/Local Tax Payment"
"Re-presented Check"
"Automated Enroliment Entry"

"Destroyed Check"
"Corporate Trade Exchange"
"Customer Initiated Entry"
"Internet Initiated Entry"
"Telephone Initiated Entry"
"Commingled File"

"Child Support Payment"
"International ACH"

"ACH Pass-Thru"

Display/Hide Details

User Guide

indicates a Payroll ACH transfer type.

indicates a Prearranged Payment ACH transfer type.
indicates Prearranged Payment Deposit ACH transfer
type.

indicates a HSA Contribution.

indicates a Corporate Credit ACH transfer type.
indicates a Corporate Debit ACH transfer type.

indicates a Consumer Deposit ACH transfer type.
indicates a Consumer Payment ACH transfer type.
indicates a Vendor Payment ACH transfer type.
indicates a Remittance ACH transfer type.

indicates a Federal Tax Payment ACH transfer type.
indicates a State/Local Tax Payment ACH transfer type.
indicates a Re-presented Check ACH transfer type.
indicates an Automated Enrollment Entry ACH transfer
type.

indicates a Destroyed Check ACH transfer type.
indicates a Corporate Trade Exchange ACH transfer type.
indicates a Customer Initiated Entry ACH transfer type.
indicates am Internet Initiated Entry ACH transfer type.
indicates a Telephone Initiated Entry ACH transfer type.
indicates a Commingled File ACH transfer type.
indicates a Child Support Payment ACH transfer type.
indicates an International ACH transfer type.

indicates an ACH Pass-Thru ACH transfer type.

Fiserv

Click the "Display Details" hyperlink to display additional information in the "Transfer From" and "Transfer
To" sections. Click the "Hide Details" hyperlink to hide that information.
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Step 8 - continued

yroll (PPD)

Description: lm Recurring Frequency: Manthly LI
Effective Date: lm ﬁ Recurring End Date: lm ﬁ
Total Credit Amount: F1E7S 33 Tax Identification Mumber: REGAMNS USED CARS[xx:xx=45890]
Total Debit Amount: F0.00

Transfer Type: Payroll

Hicle Details

Fiserv

9. The New ACH - Payroll box remains displayed. Enter depositor or recipient information in the Transfer From or

the Transfer To sections.

;-“-\ Note:

When the Unbalanced ACH File is established in Connect3 Administrator, ACH transfers and ACH
transfer templates only need the transfer information defined in either the Transfer From or Transfer
To section prior to submitting the ACH transfer or ACH transfer template.

Refer to the New ACH Transfer topic and select the ACH type you are utilizing for detailed information
on the fields that populate the Transfer From and Transfer To sections.

H - Payroll (PPD)

Diescription: [Freagen Used Cars Payral Rescurting Freguency [Morthy =]
Effective Date: [ oewrrois =) Recurting End Date: [ rznsrors |
Tatal Crecit Amourt: $1675.35 Tax Identification Numoer: REGANS USED CARSEoooodan]
Total Debit Amount: $0.00

Transfer Type:

Hide: Details

Transfer Fram

Hold ©  Account

Select A1l

Amount

Paryroll

Identification ©  Hame

Discretionary Data

l_ | Select Account

Add Rowy

H |

—

Description: [Morthly Payrol: Roosevett
Add Rowy

Transfer To
Hold © Employee Hame * Employee ID ©  AccountHumber ©  AccountType ©  RT Humber & Amount Discretionary Data & Prenote
Select Al Select Al
[T [Frankin Roosevet [i7venz [esseass Checking =l [ staorazss B8 w5 [ [ %

USAA FEDERAL SAWINGS BANK

Description X

Save | &]Processl Cancel|

The transfer details and the Transfer To information are established but the Transfer From information is not.

10. Click "Save" to save the unbalanced transfer.
Click "Process" to process the unbalanced transfer.
Click "Cancel" to cancel the unbalanced transfer.
11. Close ACH Manager. Exit Business Online.
User Guide
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New ACH Transfers Using_j Existing Transfers

Fiserv

Generate new ACH transfers and ACH files using information from an existing ACH transfer. Once all the transfer

information is defined, simply review the information, make adjustments and then submit the transfer for processing.

Complete steps 1-8 to establish an ACH transfer using the information from an existing ACH transfer.

1. Login to Business Online.

Move the mouse pointer over Management Tools and select ACH Manager.

2. The Select External Transfer Criteria box is displayed.
Select "New ACH Transfer Using Existing Transfer" and then click "Submit".

Select External Transfer Criteria

= Inguire ACH Transter Tranzter Description; I
{= Change &CH Transter Date Range: I— [ To I— |
" Mew ACH Transfer Amount Range: I Ta I

(ﬁ' Mewe ACH Transfer Using Existing Transfea ACH Type: [ (Mone) ]|
" Delete ACH Transfer
" Rewerze ACH Transfer
' Rewiew ACH Transfer
{° ACH Transfer Template
{7 Review &CH Transfer Template
{ Impart ACH Transfer
{7 Import ACH Using Template
{" Processing Exceptions
{7 Incoming ACH

_sutmit |
User Guide
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3. The ACH List box is displayed.

Fiserv

Locate the existing ACH Transfer description and click the transfer description hyperlink.

il: Note: The Payroll (PPD) ACH Type is an example only.

Payroll 15th

Transfer Description =

hluttiple: Orvs Tran's - Payroll

Pavyroll 1=t

Bonus Payroll Entries

09012012

Hext Transfer Date « Transfer Status o Details o
09 S2011

09/ 352011

ot 2011

Saved lzsued By George YWashingtan
Confirmation: d67 43 dacdd
Processed lzzued By: Martha Washington
Confirmation: 64941 d435f
Saved lzsued By: Patzy Washington
Confirmation: Sc647oedd3
Processed lzsued By: George Yashington

Confirmation: 0754102557

4. The New ACH - Payroll box is displayed.
In the ACH section, review the following information and make the appropriate changes (refer to page 21 fora

samplei

llustration):

Description

The name of the transfer.

Recurri

ng Frequency

Indicates the frequency of the transfer. Values are:

User Guide

"(None)"

"Daily"
"Weekly"
"Monthly"

"End of Month"
"Bi-Weekly"
"Quarterly"
"Bi-Monthly"
"Semi-Annually'

"Annually”

indicates a one time transfer.

indicates the transfer occurs daily.

indicates the transfer occurs once each week.

indicates the transfer occurs once each month.

indicates the transfer occurs on the last day of each month.
indicates the transfer occurs every 14 days.

indicates the transfer occurs every three months.

indicates the transfer occurs every two months.

indicates the transfer occurs twice each year.

indicates the transfer occurs once each year.

Page 18
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Step 4 - continued
Effective Date

The date placed on an ACH transaction by the originator (user or financial institution) and is normally the
date the originator intends the transfer to take place. To select an effective date click A_“‘|.

Recurring End Date

The date on which a recurring ACH transaction cycle ends. To select an end date for a recurring transaction

click [ 2]
Total Credit Amount

The amount to be credited to the account at the Receiving Depository Financial Institution (RDFI). For
ACH Incoming transfers, the on-us account is credited and the account at the Receiving Depository
Financial Institution (RDFI) is debited.

Tax Identification Number

The tax identification number of the account owner at the Originating Depository Financial Institution
(ODFI).

Total Debit Amount

The amount to be debited from the account at the Originating Depository Financial Institution (ODFI).

User Guide Page 19
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Step 4 - continued

Transfer Type

Indicates the type of transfer. Values are:

"Payroll"
"Prearranged Payment"
"Prearranged Deposit"

"HSA Contribution”
"Corporate Credit"
"Corporate Debit"
"Consumer Deposit"
"Consumer Payment"
"Vendor Payment"
"Remittance"

"Federal Tax Payment"
"State/Local Tax Payment"
"Re-presented Check"
"Automated Enroliment Entry"

"Destroyed Check"
"Corporate Trade Exchange"
"Customer Initiated Entry"
"Internet Initiated Entry"
"Telephone Initiated Entry"
"Commingled File"

"Child Support Payment"
"International ACH"

"ACH Pass-Thru"

Display/Hide Details

indicates a Payroll ACH transfer type.

indicates a Prearranged Payment ACH transfer type.
indicates Prearranged Payment Deposit ACH transfer
type.

indicates a HSA Contribution.

indicates a Corporate Credit ACH transfer type.
indicates a Corporate Debit ACH transfer type.

indicates a Consumer Deposit ACH transfer type.
indicates a Consumer Payment ACH transfer type.
indicates a Vendor Payment ACH transfer type.
indicates a Remittance ACH transfer type.

indicates a Federal Tax Payment ACH transfer type.
indicates a State/Local Tax Payment ACH transfer type.
indicates a Re-presented Check ACH transfer type.
indicates an Automated Enrollment Entry ACH transfer
type.

indicates a Destroyed Check ACH transfer type.
indicates a Corporate Trade Exchange ACH transfer type.
indicates a Customer Initiated Entry ACH transfer type.
indicates am Internet Initiated Entry ACH transfer type.
indicates a Telephone Initiated Entry ACH transfer type.
indicates a Commingled File ACH transfer type.
indicates a Child Support Payment ACH transfer type.
indicates an International ACH transfer type.

indicates an ACH Pass-Thru ACH transfer type.

Fiserv

Click the "Display Details" hyperlink to display additional information in the "Transfer From" and "Transfer
To" sections. Click the "Hide Details" hyperlink to hide that information.

User Guide
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Step 4 - continued

hingtan Orchards
Description: Ipa'i"m" 15th Recurring Frequency: IEli-WEEkW LI
Effective Date: Im ﬁ Recurring End Date: Im :'_E-']
Total Credit Amount: FEa00.00 Tax Identification Mumber: WASHIMNGTOM [ 2536]
Total Debit Amount: FE300.00
Transter Type: Paryroll
Hicle Details

5. The New ACH - Payroll box remains displayed.
In the Transfer From section, review the following information and make the appropriate changes (refer to page
22 for a sample illustration):
Hold

Indicates whether a hold is placed on the transaction to prevent it from being submitted to the Originating
Depository Financial Institution (ODFI) during processing and saved for future use.

Account
The account type at the Originating Depository Financial Institution (ODFI).
Amount

The amount of the transfer.

Identification

This information is displayed when the user clicks on the "Display Details" hyperlink and it indicates the
depositor's identification number.

Name

This information is displayed when the user clicks on the "Display Details" hyperlink and it indicates the
name of the account at the Originating Depository Financial Institution (ODFI).

Discretionary Data
This information is displayed when the user clicks on the "Display Details" hyperlink and includes additional
transaction information such as a description of the payment, employee name, vendor number or a
combination of data elements.

Description
The name of the transfer. To define additional transfer details, click "Description" hyperlink

Add Row

Click the "Add Row" hyperlink to define an additional transfer. To delete a transfer, click . To cancel a
deleted transfer, click 8.
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Step 5 - continued

Transfer From
Hold & Account Amount & Identification &  Hame & Discretionary Data &
Select Al
Il [oDa 1234 =l 400000 112501 |Ronald Reagan [ Descrigtion
- | DD 5673 =l 200000 | 112501 | Ronald Reagan [ Descrigtion %
[ [ooasnz =l 250000 [ 112501 [Ronaid Reagan [ Description &
|_ ISeIed Account j I I I I Description x
- | Select Accourt =l | | [ Descrigtion &
Add Rowy

6. The New ACH - Payroll box remains displayed.
In the Transfer To section, establish the following (refer to page 24 for a sample illustration):

Hold

Select the "Hold" check box to stop the transaction from being submitted to the Financial Institution during
processing and save the transaction for future use. Remove the hold to let the transaction be submitted to
the Financial Institution during processing.

Employee Name
The name of the employee who is receiving the transfer.
Employee ID
The employee identification code.
Account Number
The account number at the Receiving Depository Financial Institution (RDFI).
Account Type

The account type to which funds will be deposited. Values are:

"(None)" indicates the account type is not defined.
"Checking" indicates a demand deposit account.
"Savings" indicates a savings account.

"Loan" indicates a loan account.

"General Ledger" indicates a general ledger account.
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Step 6 - continued
R/T number

The Routing Transit number of the Receiving Depository Financial Institution (RDFI). To search for a Routing

Transit number, click . Enter keywords in any of the fields (R/T number, Institution Name, City or State)
to display the institution search result.

Institution Search

FIT number I

Institution Mame

|
City |
State I

Cancel |

To select the Routing Transit number, click the institution name hyperlink. To view the next page, click * .
To view the last page, click **. To view the previous page, click .* . To view the first page, click * .

search Results
Institution Hame BT Humber City, State
L
Amount

The amount of the transfer.
Prenote

Select the "Prenote" check box to add a zero dollar prenote transaction for the current business day. Click
the "Select All" hyperlink to place a check mark in all of the check boxes. Click the "Select None" hyperlink to
clear all of the check boxes.

Discretionary Data
This information is displayed when the user clicks on the "Display Details" hyperlink and includes additional
transaction information such as a description of the payment, employee name, vendor number or a
combination of data elements.

Prenote

Select the "Prenote" check box to add a zero dollar prenote transaction for the current business day. Click
the "Select All" hyperlink to place a check mark in all of the check boxes. Click the "Select None" hyperlink to
clear all of the check boxes.
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Step 6 - continued

Description

Click the "Description" hyperlink to define additional transfer details for the addenda.

Add Row

Fiserv

Click the "Add Row" hyperlink to define an additional transfer. To delete a transfer, click X.Tocancela
deleted transfer, click .

Click "Process".

;: Note: Tosavethe ACH transfer, click "Save". To cancel the ACH transfer, click "Cancel".

Transfer To

Add Row

Save |

=lProcess | Cancell

Hold  Empl. Hame Empl L] Type RT number Amount
Select &1l
r Jdohn Adams jooo2 JoaEse f checting =l [iovarars 88 | 3000.00
r |&doraham Lincoin | [0018 fr122a3 f Checking =l [ ooozserr 89 | 1500.00
r |Thomas Jefferson | [0003 f1z345 f Checking = [omzaest 4 | 1500.00
u |1ames hadisan jooos Jo12345 | Savings R T 2500.00

Discretionary Data &

117

Prenote

Select Al

A

oo

Description
Description
Description
Description

X X X X

7. The Processing Status Box.

Click "Done" when finished viewing.

;: Note: Once the ACH transfer or ACH file has been processed, it cannot be modified.

Canfirmnation Mumnber: d574319975
Status Activity

9
I
9
v
I
9
9

“erifying File Farmat

Storing File

Checking For Duplicates
Applying Limit Check
Applving Prefunding

Releasing File

Filz Succeszfully Processed

Done |

8. Close the "External Transfers" tab.
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Chang_je ACH Transfer

Modify saved or pending ACH transfers and ACH files using the "Change ACH Transfer" functionality in ACH Manager.

Complete steps 1-7 to modify an ACH Transfer.
1. Login to Business Online.

Move the mouse pointer over Management Tools and select ACH Manager.

2. The Select External Transfer Criteria box is displayed.
Select "Change ACH Transfer" and click "Submit".

Select External Transfer Criteria

{7 Inguire ACH Transfer Transfer Description: I

(ﬁ' Change ACH Transfer) Date Range: I 51 To I =

™ Mew ACH Transter Amount Range; I To I

™ Mew ACH Transfer Using Existing Transfer ACH Type: | thlane] LI
™ Delete ACH Transter

™ Reverse ACH Transfer

™ Reviews ACH Transfer

" &ACH Transfer Template

" Import ACH Transfer

{7 Import ACH Using Template

| Suhmitll
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3. The ACH List box is displayed.

Locate the appropriate transfer to modify and click the transfer description hyperlink.

Transfer Description =

‘Wiashincton Orchards Payroll 03157201 3
Wieekly CTH Transfer 020057201 3
(Weekl},: Prearranged Degns'rt) 021572013
Federal Tax Payment 030452013

Saved

FPending Criginstion

Pending Criginstion

Saved

Hext Transfer Date - Transfer Status o Details o

Tranzfer Type: Payrol

lzzued By George Washington
ftem Court: 2

Confirmation: 1coddedT59c

Transfer Type: Corporate Trade Exchange

lzzued By: Ronald Regan
ftem Court: 2
Confirmation: f59439fa25

Tranzfer Type: Prearranged Deposit

lz=ued By: Ronald Regan
ftem Count: 4

Confirmation: Ga3daf0asf

Tranzfer Type: Federal Tax Payment
lzzued By: Thomas Jefferson

ftemn Count: 2

Confirmation: O0fd540a49

4. The Change ACH box is displayed.
In the ACH section, establish the following (refer to page 27 for a sample illustration):

Fiserv

i‘j Note: The Prearranged Deposit ACH Type is used as an example only.

Description

User Guide

The name of the transfer.
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Step 4 - continued
Recurring Frequency

Indicates the frequency of the transfer. Values are:

"(None)" indicates a one time transfer.

"Daily" indicates the transfer occurs daily.

"Weekly" indicates the transfer occurs once each week.

"Monthly" indicates the transfer occurs once each month.

"End of Month" indicates the transfer occurs on the last day of each month.
"Bi-Weekly" indicates the transfer occurs every 14 days.

"Quarterly" indicates the transfer occurs every three months.
"Bi-Monthly" indicates the transfer occurs every two months.
"Semi-Annually" indicates the transfer occurs twice each year.

"Annually" indicates the transfer occurs once each year.

Transfer Start Date

The date of the first transfer. To select a transfer start date, click m]

Transfer End Date

The date of the last transfer. To select a transfer end date, click m]
Total Credit Amount

The amount to be credited to the account at the Receiving Depository Financial Institution (RDFI). For
ACH Incoming transfers, the on-us account is credited and the account at the Receiving Depository
Financial Institution (RDFI) is debited.

Tax Identification Number

The tax identification number of the account owner at the Originating Depository Financial Institution
(ODFT).

Total Debit Amount

The amount to be debited from the account at the Originating Depository Financial Institution (ODFI).

kly Prearranged Deposit

Description: IWeekl'y' Prearranged Depc  Recurring Frecquency: IMn:nntth

Transfer Start Date: I 1072002011 f_znj Tranzfer End Date: I 1113072011 fﬂj

Total Credit Amount: FE000.00  Tax ldertification Mumber: |MyFinanciaI,Inc[xxxxx8488] ;I

Tatal Debit Amourit: F3000.00
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5. The Change ACH box remains displayed.
In the Transfer From section, establish the following:

Hold

Indicates whether a hold is placed on the transaction to prevent it from being submitted to the Originating
Depository Financial Institution (ODFI) during processing and saved for future use.

Account

The account type at the Receiving Depository Financial Institution (RDFI).
Amount

The amount of the transfer.
Identification

This information is displayed when the user clicks on the "Display Details" hyperlink and it indicates the
depositor's identification number.

Name

This information is displayed when the user clicks on the "Display Details" hyperlink and it indicates the
name of the account at the Originating Depository Financial Institution (ODFTI).

Discretionary Data

This information is displayed when the user clicks on the "Display Details" hyperlink and includes additional
transaction information such as a description of the payment, employee name, vendor number or a
combination of data elements.

Description
Click the "Description" hyperlink to define additional transfer details for the addenda.

Add Row

Click the "Add Row" hyperlink to define an additional transfer. To delete a transfer, click . To cancel a
deleted transfer, click .

Hold < Account o Amount < Identification < HName < Discretionary Data &
Select All

[] [ooascct-1776 [ 300000 T12aai 01 [John Adams Description. 3¢
Add Row
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6. The Change ACH box remains displayed.
In the Transfer To section, establish the following (refer to page 31 for a sample illustration):

Hold
Select the "Hold" check box to stop the transaction from being submitted to the Financial Institution during
processing and save the transaction for future use. Remove the hold to let the transaction be submitted to
the Financial Institution during processing.

Name
The name of the account at the Originating Depository Financial Institution (ODFTI).

Account Number
The account number at the Originating Depository Financial Institution (ODFI).

Account Type

Indicates the account type from which funds are drawn. Values are:

"(None)" indicates the account type is not defined.
"Checking" indicates a demand deposit account.
"Savings" indicates a savings account.

"General Ledger" indicates a general ledger account.
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Step 6 - continued
R/T number

The nine-digit Routing Transit number of the Originating Depository Financial Institution (ODFI). To search

for a Routing Transit number, click el Enter keywords in any of the fields (R/T number, Institution Name,
City or State) to display the institution search result.

Institution Search

FIT number I

Institution Mame

|
City |
State I

Cancel |

To select the Routing Transit Number, click the institution name hyperlink. To view the next page, click * .
To view the last page, click **. To view the previous page, click .* . To view the first page, click * .

search Results
Institution Hame BT Humber City, State
L
Amount

The amount of the transfer.
Prenote

Select the "Prenote" check box to add a zero dollar prenote transaction for the current business day. Click
the "Select All" hyperlink to place a check mark in all of the check boxes. Click the "Select None" hyperlink to
clear all of the check boxes.

Description
Click the "Description" hyperlink to define additional transfer details for the addenda.
Add Row

Click the "Add Row" hyperlink to define an additional transfer. To delete a transfer, click . To cancel a
deleted transfer, click &,

Click "Process".
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Step 6 - continued

;: Note: Tosavethe ACH transfer, click "Save". To cancel the ACH transfer, click "Cancel".

Hold Hame <+ Identification < Account Humber & Account Type & RT s < Di i y Data Prenote
Select Al Select Al
r [usiness Checking scct | | 12556901 [459095 | checking =] [o2ezezzze 8 [ 1soomo [ r Description %
r [Gaving crecking acet | | 12558901 [ag9099 [checking | [ozezezzze #8 [ 1soom0 [ [T Desoription %
At Rowy
Save | HProcess | Cancel |

7. Close the "External Transfers" tab.
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Inquire ACH Transfer

Fiserv

Inquire in to any ACH transfers or ACH files that are processed, pending, saved or that have received errors using

"Inquire ACH Transfer" functionality. Further, the Print and Export functions build on ACH Manager's capability to

inquire into ACH transfers by generating Portable Document Format (PDF) and Comma Separated Values (CSV)

formatted reports of the data present in ACH transactions.

Complete steps 1-7 to inquire in to an ACH transfer.

1. Login to Business Online.

Move the mouse pointer over Management Tools and select ACH Manager.

2. The Select External Transfer Criteria box is displayed.
Select "Inquire ACH Transfer" and then click "Submit".

Select External Transfer Criteria

{* Inguire ACH Transfer

{ Change ACH Transter

" Mewe ACH Transfer

{7 Mew &CH Transfer Using Existing Transfer
™ Delete &CH Transfer

{ Reverse ACH Transfer

™ Review ACH Transter

" ACH Transfer Template

{7 Import ACH Transter

" Import ACH Using Template

Tranzfer Description:
Date Range:

Amourt Range:
Confirmation Mumber:

ACH Type:

| Submitl |

|
L

| To

| (Mone) LI

User Guide
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3. The ACH List box is displayed.

Locate the appropriate transfer to inquire in to and click the transfer description hyperlink.

Transfer Description =

Hext Transfer Date - Transfer Status o Details &

Transfer Type: Payral

Wigshington Orchards Payroll 03152013 Saved Izsued By: George Washington

ftetn Court: 2

Caonfirmation: 1cdded 89z

Transfer Type: Corporate Trade Exchange
‘Wieekly CTX Transter 02M08/201 3 Pending Crigination  lz=zuwed By: Ronald Regan

ftem Court: 2
Confirmation: f29439fa25

Transfer Type: Prearranged Deposit

(Weeklv Prearrandged Depn&'rt) 024552013 Pending Origination  Iszued By, Ronald Regan

ftem Court: 4

Confirmation: Gh9datlast

Transfer Type: Federal Tax Payment
Federal Tax Payment 03042013 Saved lzzued By: Thomas Jefferson

ftem Court: 2

Confirmation: 7YOT4540549

4. Transfer Reversals Only. The ACH Inquiry box is displayed.
Inquiries that do not require running the reversal process proceed to step 5.

Fiserv

From the "Reverse" column, select the active check box associated with the transaction requiring reversal.

Select the "Next" button to initiate the reversal process.
Refer to the "Reverse ACH Transfer" section for more details on ACH reversals.

ACH Transfer" section for steps to perform these functions.

,-: Note:

each transaction.

The "Hold" functionality cannot be completed during an ACH Inquiry. Refer to the "Change

The "Reverse" functionality is only available during an ACH Inquiry within five business days
after the transaction effective date or future date. Reversals can only be performed once for

Description:

prearranged deposit  Recurring Freguency: Wizekly

Effective Date: 02/08/2013  RecurringEnd Date:

1203072013

Total Credit Amourt: F3.00  Tax ldentification Mumber:

Total Debit Amount: F3.00 Transfer Status:
Prearranged Deposit

Ronald Reagan o1 234]

Recurring Entry
Transfer Type:

Hide Details
Transfe
Account Amount
001 DDA Acct F3.00

Hame *
001 DDA Acct

Identification =

Discretionary Data <

~

Hold < Name o ldentification ~  Account Humber o Account Type o RT Humber % Amount I Discretionary Data

- JohnAdams 0025439
Description: Prearranged Deposit

12349870 Checking 123456750 F3.00

Print | Export || [Mext I| Cancel

Reversal
Select Al

User Guide
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5. The ACH Inquiry box is displayed.
Select the "Print" button to generate a Portable Document Format (PDF) report of the data presented in the
ACH Inquiry box.
Select the "Export" button to generate a Comma Separated Values (CSV) formatted report of the data
presented in the ACH Inquiry box.

Description: prearranged deposit  Recurring Freguency: Wizekly

Effective Date: 02/08/20M3  RecurringEnd Crate: 1203002013

Total Credit Amount: $3.00  Tax ldentification Mumber: Ronald Reagan[xxxo1 234]

Total Dehit Amount: $3.00  Transfer Status: Recurring Entry

Tranzfer Type: Prearranged Deposit

Hicle Detailz

Account Amount ldentification ©  Hame © Discretionary Data ©

001 DD& Acct $3.00 001 DDA Acct

Transfer Tao

Held Hame Identification © A it Humber & A t Type & RT Humber < Amount ¥ DiscretionaryData © Reversal ¥
Select All

I_ John Adams 002549 12349570 Checking 123456780 F3.00 |7

Desecription: Prearranged Deposit

Print | Esport Mext Cancel

6. Select the "Done" button to close the ACH Inquiry box and return to the ACH List box. The transfers populating
the ACH List will be the results of the most recent query.

7. Close the "External Transfers" tab..
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Inquire ACH Transfer - View Report

View Report builds on ACH Manager's capability to inquire into ACH transfers and files through the use of a "View
Report" button that displays a listing of ACH transfers and files. From this list, ACH transfer and file data can be printed
and exported.

Complete steps 1-7 to print or export ACH transfer and file data.

1. Login to Business Online.
Move the mouse pointer over Management Tools and select ACH Manager.

2. The Select External Transfer Criteria box is displayed.
Select "Inquire ACH Transfer" and then click "Submit".

ot External Transfer Criteria

{* Inguire ACH Transfer Transfer Description:

{ Change ACH Transfer Date Range: I =] To I =l

7 Mewe ACH Transfer Amaunt Range: I To I
{7 Mew &CH Transfer Using Existing Transfer Confirmation Mumber: I
™ Delete &ACH Transfer &CH Type: ) |

{ Reverse ACH Transfer
™ Review ACH Transter
" ACH Transfer Template
{7 Import ACH Transter

" Import ACH Using Template

| Submitl |
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3. The ACH List box is displayed.
Click on 1= to access the Export ACH List box.

Transfer Description = Hext Transfer Date - Transfer Status  Detalls &

Transfer Type: Payrall
Washineton Orchards Payroll 03M5/2013 Saved lzzued By: George Wiashington

ftem Court: 2
Confirmation: 1cdded 78590

Tranzfer Type: Corporate Trade Exchange
Weekly CTH Transfer 020372013 Pending Origination  lssued By: Ronald Regan

ftem Court: 2

Confirmation: fa9439fa25

Transfer Type: Prearranged Deposit

‘Weekly Prearranged Deposit 02152013 Pending Origination  lssued By: Ronald Regan
ftem Court: 4

Confirmation: Gh94af09:5f

Transfer Type: Federal Tax Payment
Federal Tax Payment Q30452013 Saved lzzued By: Thomas Jefferson

fiem Court: 2

Confirmation: 7O0f4540249

4. The Export ACH List box is displayed.
Review the transfers populating the Export ACH List box and select the appropriate transfer for print or export by
clicking the check box associated with that transfer or transfers.

Transfer Description Transfer Type Transfer Date  Transfer Status Batch Count  Debit Amount Credit Amount ESr:f:eTaﬁon
Select All
|7 ‘Waszhington Crchards Payrol Payrall 03155201 Processed 1 49500 $495.00 e7940069e
[ eeky CTX Transfer gfcrﬁgrn?: =2 02082013 Pending Crigination 1 $3.00 $300 50439ta25
I_ Wigekly Prearranged Depost Prearranged Deposit 021512013 Pending Origination 1 $54 65 $54.65  Bhdat0ast
I_ Transfer From External Prearranged Deposit 0310452013 Saved 1 §54 65 §54 65 TOf4540249

Transter List vI Print Export | Cancel

User Guide Page 36



ACH Manager User Guide

5. The Export ACH List box remains displayed.

Select the report type to generate from the drop-down menu.

Fiserv

information about the transfer file or transfer files that were selected.

f Note: Areport generated under the "Transfer List" heading provides the user with summary
i 1 ":

A report generated under the "Batch List" heading provides the user with summary
information about any batches in the transfer file or transfer files that were selected.

A report generated under the "All Transactions" heading provides the user with summary
information about all the transactions in the transfer file or transfer files that were selected.

Esxtport ACH List
Transfer Description Transfer Type
Select All
[¥  washington Orchards Payrol Payrall
Corporate Trade
|7 Wieekly CTH Transfer Exchange
I_ Wieekly Presrranged Depost Prearranged Deposit
I_ Transfer From External Prearranged Deposit

|TransferList vll Print | Export | Cancel

Transfer Date

03155201

02/08/2013
021552013
030452013

Transfer Status

Processzed
Pending Criginstion
Pending Criginstion

Saved

Batch Count

Debit Amount  Credit Amount

$495.00
$3.00
5465
$54.65

$495.00
$3.00
§54 65
§54 65

Confirmation
Humber

e7940hE5%e
1594391225
Bhdaf0ast
704540849

6. The Export ACH List box remains displayed.

Select the "Print" button to generate a Portable Document Format (PDF) report based on the selections

established in Step 5.

Select the "Export" button to generate a Comma Separated Values (CSV) formatted report based on the

selections established in Step 5.

Select "Cancel" to close the Export ACH List box and return to the ACH List box.

7. Close the "External Transfers" tab.

User Guide
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Review ACH Transfer

Fiserv

Review ACH files to decide whether a transfer is approved, disapproved or remains outstanding.

Complete steps 1-4 to review and change the status of an ACH transfer.
1. Login to Business Online.

Move the mouse pointer over Management Tools and select ACH Manager.

2. The Select External Transfer Criteria box is displayed.
Select "Review ACH Transfer" and then click "Submit".

ct External Transfer Criteria

{7 Inguire ACH Transfer Transfer Description: I
{ Change &CH Transfer Date Range: I 5] To I 1=

{7 Mewe ACH Transter Amount Range: I Ta I
{7 Mewe ACH Transter Using Existing Transter
™ Delete ACH Transfer

{ Reverse ACH Transter

(F Revieww ACH Transfer )

{7 ACH Transter Template
 Import ACH Transter

7 Import ACH Using Template

3. The Review ACH Transfers box is displayed. Locate the appropriate ACH Transfer and establish the following

(refer to page 39 for a sampleillustration):
Status
Indicates the status of the transfer. Values are:

"Outstanding" indicates the transfer is in review.

"Approve" indicates the transfer is approved and the transfer will

continue processing.

"Disapprove" indicates the transfer is not approved, and the transfer will

not be processed.

"Approved All" indicates all the transfers are approved and the transfer will

be processed.

"Disapproved All" indicates all the transfers are not approved and the transfer

will not be processed.

User Guide
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Step 3 - continued

Client
The client name.
Description
Click the "Description" hyperlink to view the additional transfer details.
Placement Date
The date the ACH file was imported.
Details

The review threshold exception, the user name of the individual who issued the transfer and the
transfer amount.

Approve All
Click the "Approve All" hyperlink to approve all transfers.
Disapprove All

Click the "Disapprove All" hyperlink to disapprove all transfers.

Click "Save" to save the status of the transfer.

Status Client Description Placement Date Details

Approve All

Disapprove &)
IOutstanding 'I Lincoln Farms Business Transfers  Jun 20, 2011 Company Exceeded Daily Debit Threshold By $45 993.95

Company Exceeded Daily Credit Threshold By $48,999.93

|z=zued By: Abraham Lincoln
Debit Amount: $35,000.00
Credit Amount: §35,000.00
IOutstanding 'I Lincoln Farms Draily ACH Transfer  Jun 20, 2011 Company Exceeded Daily Debit Threshold By $1539.00

Company Exceeded Daily Credit Threshold By $15993.00

|z=zued By: Mary Lincoln
Debit Amount: $E00.00
Credit Amourt: $500.00

Savel Cancel |

4. Closethe "External Transfers" tab.
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Import ACH Transfer

With the Import ACH Transfer, retrieve an ACH file generated by another source and then import the file into
ACH Manager. The import process provides the ability to format data generated from another source into any one of the
available ACH standard entry classes.

Complete steps 1-7 to import a New ACH Transfer.
1. Login to Business Online.

Move the mouse pointer over Management Tools and select ACH Manager.

2. The Select External Transfer Criteria box is displayed.
Select "Import ACH Transfer" and then click "Submit".

ot External Transfer Criteria

=
~
~
.
-
~
-
~
-
(@
~
-
-

Ingyuire ACH Tranztfer Uzer Mame: I

Change ACH Transter User Code: I—
Mesw ACH Transfer User Type: &l -
Mew ACH Transfer Using Existing Transfer [ Use Additional Search Criteria |F‘a3-'ru:u|| (PPD LI

Delete ACH Transfer
Reversze ACH Transfer

Review ACH Transfer

ACH Transfer Template

Revieww ACH Transfer Template

Import ACH Transfer)

Import ACH Using Templste
Proceszing Exceptions

Incoming ACH

Coomi ]

3. The Step 1 - File Selection box is displayed. Establish the following (refer to page 42 for a sample illustration):
Company Name

The company name associated with the template.
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Step 3 - continued
File Location
The directory path where ACH files are located for import. To select the location, click the "Browse" button.
Transfer Type

Indicates the type of transfer. Values are:

"Payroll"
"Prearranged Payment"
"Prearranged Deposit"

"HSA Contribution"
"Corporate Credit"
"Corporate Debit"
"Consumer Deposit"
"Consumer Payment"
"Vendor Payment"
"Remittance"

"Federal Tax Payment"
"State/Local Tax Payment"
"Re-presented Check"
"Automated Enrollment Entry"

"Destroyed Check"
"Corporate Trade Exchange"
"Customer Initiated Entry"
"Internet Initiated Entry"
"Telephone Initiated Entry"
"Commingled File"

"Child Support Payment"
"International ACH"

"ACH Pass-Thru"

indicates a Payroll ACH transfer type.

indicates a Prearranged Payment ACH transfer type.
indicates Prearranged Payment Deposit ACH transfer
type.

indicates a HSA Contribution.

indicates a Corporate Credit ACH transfer type.
indicates a Corporate Debit ACH transfer type.

indicates a Consumer Deposit ACH transfer type.
indicates a Consumer Payment ACH transfer type.
indicates a Vendor Payment ACH transfer type.
indicates a Remittance ACH transfer type.

indicates a Federal Tax Payment ACH transfer type.
indicates a State/Local Tax Payment ACH transfer type.
indicates a Re-presented Check ACH transfer type.
indicates an Automated Enrollment Entry ACH transfer
type.

indicates a Destroyed Check ACH transfer type.
indicates a Corporate Trade Exchange ACH transfer type.
indicates a Customer Initiated Entry ACH transfer type.
indicates am Internet Initiated Entry ACH transfer type.
indicates a Telephone Initiated Entry ACH transfer type.
indicates a Commingled File ACH transfer type.
indicates a Child Support Payment ACH transfer type.
indicates an International ACH transfer type.

indicates an ACH Pass-Thru ACH transfer type.
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Step 3 - continued

Click "Next"

ACH Import 1 - File Selection

=tep 1 - File Selection

Company Hame

File Location Transfer Type

My Financial Documents'hy Received Files Browsze. . I IF‘rearranged Paymert ;I

fext | Cancel |

4. The Step 2 - Import box is displayed. The Batch ID shows the identification number of the ACH file being
imported along with the number of Debits and Credits.
Click "Finish".

ACH Import 1 - File Selection 2 - Import
I

otep 2 - Import

Batch D oo
Effective Date: harch 26, 2011
Dehit Totals: F31210
Credit Totals: F0.00
Mumber of Dekits: 1
Mumber of Credits: 0

Back Finish | Cancel |
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5. The Step 3 - Import Confirmation box is displayed with a message indicating whether the file was successfully
imported.
Click "Process".

ACH Import 1 - File Selection 2 - Import 3 - Import Confirmation

atep 3 - Import Confirmation

The following file was successtully imparted.

Batch ICx nlnuinny|

Effective Date: MWarch 26, 2011

Debit Totals: F312.0

Credit Totals: fo.00

Murnber of Debits: 1

Mumber of Credits: 0

Confirmation Mumker: el

Review Process | Cancel |

6. ACH Pass-Thru Clients Only. The Step 3 — Import Confirmation box remains displayed. Establish the following
(refer to page 44 for a sample illustration):

Note: Toinquireintoan ACH Pass-Thru file, click the file name hyperlink. To review an ACH Pass-Thru file,
select "Review” and then click the “Finish” button.

Save
Select "Save" to save an ACH Pass-Thru file for future processing. Click the "Select All" hyperlink to
select all the ACH Pass-Thru files in the batch. Click the "Select None" hyperlink to clear all the ACH
Pass-Thru file selections.

Review
Select "Review" to review each ACH Pass-Thru file within a batch before processing. Click the "Select
All" hyperlink to select all the ACH Pass-Thru files in the batch. Click the "Select None" hyperlink to
clear all the ACH Pass-Thru file selections.

Process

Select "Process" to process an ACH Pass-Thru file after the file is imported. Click the "Select All"
hyperlink to select all the ACH Pass-Thru files in the batch. Click the "Select None" hyperlink to clear
the all the ACH Pass-Thru file sections.

Click "Finish".
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Step 6 - continued

ACH Impoart ctian 2 - Import 3 - Import Confirmation
- Import Confirmation

Save Review Process
The following files wwere successiully imparted. Select Al Select All Select Al
File blame: Paryroll 100 ) f i
Confirmation Mumber: 1234312343
Effective Date: My 1, 2010
Dehit Totals: 102 830,00
Credit Totals: 54 31063
rurnber of Debits: 300
Mumber of Credits: 2

Finish Cancel

7. Close the "External Transfers" tab.
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Import An ACH File Using A New Template

Fiserv

New Templates for importing files can be established and saved to alleviate repetitive file setup.

Complete the steps 1-13 to establish a new template for importing non NACHA formatted files.

1. Login to Business Online.
Move the mouse pointer over Management Tools and select ACH Manager.

2. The Select External Transfer Criteria box is displayed.
Select "Import ACH Using Template", "New Template" and then click "Submit"

ct External Transfer Criteria

Inguire ACH Transfer
Change ACH Transfer
Mewy ACH Transfer

Mesy ACH Transfer Using Existing Transfer

Reverse &CH Transfer

Reviewy &CH Transfer

ACH Transter Temnplate

Revieww ACH Transfer Templates

-
I
I
I
" Delete &CH Transfer
I
I
I
o
I

Impatt ACH Transter

% Impart ACH Using Template
= Existing Template

* Meww Template

" Delete Template

{" Processing Exceptions

{7 Incoming ACH
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3. The User List box is displayed.
Locate the appropriate user and click the name hyperlink.

er List
Hame = User Code o User Type o
(Washinqtun Qrchards ) Widrchards Corporate
John Adams Adams Consumer
George Washington Wiazhington Carporste
Ronald Regan Fonald Corporate
Thomas Jefferson Jefferson Corporate

4. The Step 1 - File Selection box is displayed. Establish the following:
File Location
The directory path where ACH files are located for import. To select the location, click the "Browse" button.

Click "Next".

MNew Import Template 1 - File Selection

Step 1 - File Selection

File Location

IC:\My Financial DocumentshWy Received Files Browsze... |

Back | MNext | Cancel
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5. The Step 2 - Template Details box is displayed. Establish the following (refer to page 49 for a sample illustration):

ACH Transfer Type

The ACH transfer type. Values are:

"Payroll"

"Prearranged Payment"
"Prearranged Deposit"
"HSA Contribution”
"Corporate Credit"
"Corporate Debit"
"Consumer Deposit"
"Consumer Payment"
"Vendor Payment"
"Remittance"

"Federal Tax Payment"
"State/Local Tax Payment"
"Re-presented Check"

"Automated Enroliment Entry"

"Destroyed Check"

"Corporate Trade Exchange"

"Customer Initiated Entry"
"Internet Initiated Entry"
"Telephone Initiated Entry"
"Child Support Payment"
"International ACH"

Template Description

The name of the file import.

Tax Identification Number

User Guide

indicates a Payroll ACH transfer type.
indicates a Prearranged Payment ACH transfer type.

indicates Prearranged Payment Deposit ACH transfer type.

indicates a HSA Contribution ACH transfer type.
indicates a Corporate Credit ACH transfer type.
indicates a Corporate Debit ACH transfer type.
indicates a Consumer Deposit ACH transfer type.
indicates a Consumer Payment ACH transfer type.
indicates a Vendor Payment ACH transfer type.
indicates a Remittance ACH transfer type.

indicates a Federal Tax Payment ACH transfer type.
indicates a State/Local Tax Payment ACH transfer type.
indicates a Re-presented Check ACH transfer type.

indicates an Automated Enrollment Entry ACH transfer
type.
indicates a Destroyed Check ACH transfer type

indicates a Corporate Trade Exchange ACH transfer type.

indicates a Customer Initiated Entry ACH transfer type.
indicates am Internet Initiated Entry ACH transfer type.
indicates a Telephone Initiated Entry ACH transfer type.
indicates a Child Support Payment ACH transfer type.
indicates an International ACH transfer type.

The tax identification number of the account owner at the Originating Depository Financial Institution

(ODFTI).
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Step 5 - continued
Number of Header Rows to Exclude
The number of header rows at the beginning of the file is excluded during file import.
Number of Footer Rows to Exclude

The number of footer rows at the end of the file is excluded during file import.

Insert Decimal into Amounts

Indicates whether the decimal is automatically inserted into the amount. Values are:

"Yes" indicates the decimal is inserted to the right most digits of an
amount.
"No" indicates the decimal is not inserted..
Delimited

The file delimiter is used to transform the file into ACH format. Values are:

"Tab" indicates the file delimiter is a tab.

"Semicolon" indicates the file delimiter is a semicolon.

"Comma" indicates the file delimiter is a comma.

"Space" indicates the file delimiter is a space.

"Other" indicates the file delimiter is the other a space.
Fixed Width

The file delimiter is a specific number of characters displayed in the ACH file.
File Preview

The preview of the ACH file format.

Click "Next".
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Step 5 - continued

Step 2 - Template Details

ACH Transfer Type: IF‘ayrDII ;I
Template Description: IImpu:urt Payrall
Tau ldentification kumber: WASHINGTON [0 2336]

Mumber of Header Rowes to Exclude

Mumber of Footer Rawes to Exclude:

11

Inzert Decimal into Amounts:

= Delimted: [~ Tab [ Semicolon [~ Comma [ Spsce [ Other
{7 Fixed Width:

File Preview:

101 509200015 6750600641105061316X094101Fed Endpoint <
5225Monroe Books FAYROLL FOR MAY 604567821 PP
6275095000150006500017 0oo0040010104913912
g22t0000010050980001000000040010000000000000604567482
S000001000001000000010050980001000000040010000000000
999999999999999999393939939939399993939939393939393933939 +

Eial::kl Mext | Cancel |
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6. The Step 3 - Field Definitions box is displayed. Establish the following:

Column 1

Indicates the type of ACH file. Values are:

"(Exclude Column)"
"Account Number"
"Amount"

"Discretionary Data"
"Effective Date"
"Individual Identification

Number"

"Name"
"Payment Related Problem"

"R/T Number"

"Transaction Code"

File Preview

The preview of the ACH file format.

indicates the column of data will not be imported
into the ACH Manager.

indicates the column within the ACH file contains
account number.

indicates the column within the ACH file contains
amount.

indicates the column within the ACH file contains
discretionary data.

indicates the column within the ACH file contains
effective date.

indicates the column within the ACH file contains
individual identification number.

indicates the column within the ACH file contains
name.

indicates the column within the ACH file contains
payment related problem.

indicates the column within the ACH file contains
Routing Transit Number.

indicates the column within the ACH file contains
transaction code.

Step 3 - Field Definitions

Layout Preview:

Column 1:

I [Exclude Column) ll

File Preview:

101 509800015 6750600641105061316X094101Fed Endpoint «
F225Honroe Bools
f275095800015000A500017
B2250000010050980001000000040010000000000000A0456782

q000001000001000000010050980001000000040010000000000 =

PAYROLL FOR MAY
0oo0040010104913912

604567821 PP

User Guide

Fiserv
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7. The Step 3 - Field Definitions box remains displayed.
In the Apply Additional Values to File section, establish the following:

Note: Ifthevalueis not definedin the ACH file, the value needs to be defined in the Apply Additional Values
to File section.

Type

Indicates the field type in the ACH file. Values are:

"None" indicates the values is not contained in the ACH
type.

"Account Number" indicates the ACH file contains account number.

"Amount" indicates the ACH file contains amount.

"Discretionary Data" indicates the ACH file contains discretionary data.

"Effective Date" indicates the ACH file contains effective date.

"Individual Identification indicates the ACH file contains individual

Number" identification number.

"Name" indicates the ACH file contains name.

"Payment Related Problem" indicates the ACH file contains payment related
problem.

"R/T Number" indicates the ACH file contains Routing Transit
number.

"Transaction Code" indicates the ACH file contains transaction code.

Value
The value of each ACH type.
Add Column

Click the "Add Column" hyperlink to define an additional value to file.

Apply Additional Walues to File

Type Value

I [Mane) j

Addd Column
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8. The Step 3 - Field Definitions box remains displayed.
In the Offset Account Options section, establish the following:

Offset Account Defined In File
Indicates whether the offset account is defined within the import file.

Add Offset Account to File

Indicates whether the offset account is added into the import file.

Offset Account Options

T~ Offzet Accourt Defined In File 7 odd Offzet Accourt to File I vI

9. The Step 3 - Field Definitions box remains displayed.
In the Effective Date Option section, establish the following:

Date In File

Indicates whether the effective date is defined within the import file.
Prompt For Date

Indicates whether the ACH user is prompted for the effective date during the file import process.
Default Current Business Date

Indicates whether the current business date is added into the file during the import process.

Click "Next".

Effective Date Option

{% Date In File = Prompt For Date {" Default Current Business Date

Back | Mext | Cancel |
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10. The Step 4 - Data Mapping box is displayed.

Click "Next"

Template:

ACH Type:

Mame:

Account Mumber:

Amount:

Effective Date:

Paymert Related Information:
RAT Mumber:

Transaction Codle:

Offset Account:

- Field

Impott Payroll

Payroll (PPCY
Wiazhington Orchards
4567

E1712

07062011

Mone

0001454377
25
Data Contained In File

Back I Mext

Cancel

11. The Step 5 - Import box is displayed.
The Batch ID shows the identification number of the ACH file being imported along with the number of debits

and credits.
Click "Finish".

Batch ID:
Effective Date:
Dehit Totals:
Credit Totals:
Mumber of Dehits:

Mumber of Credits:

Q00000
Jul 08, 2011
FE17 A2
$0.00
1
1}

cas |

12. The Step 6 - Import Confirmation box is displayed.
Ensure the "Following file was successfully imported" message is displayed showing the ACH file was successfully
imported.

Click "Process".

- Impa
The folloving file was successfully imported.
Biatch ID:

Effective Date:

Dehit Totals:

Credit Totals:

Mumber of Debits:

Mumber of Credits:

Confirmation Mumber:

3 - Field Defi

000000

Jul 08, 2011
FE1712
$0.00

1
o

Reviewl Process | Cancel |

User Guide

Fiserv
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13. Close the "External Transfers" tab.

User Guide Page 54



ACH Manager User Guide

Import An ACH File Using An Existing Template

Fiserv

Imports non-NACHA formatted files using an existing template into ACH Manager.
Complete the steps 1-8 to import ACH File Using An Existing Template.
1. Login to Business Online.

Move the mouse pointer over Management Tools and select ACH Manager.

2. The Select External Transfer Criteria box is displayed.
Select "Import ACH Using Template","Existing Template" and then click "Submit"

Select External Transfer Criteria

=
.
-
&
-
5
-
&
-
:

Imgjuire &CH Transter

Change ACH Transfer

Mesw AZH Transter

Mewy ACH Transfer Using Existing Transfer
Delete ACH Transfer

Rewverse ACH Transfer

Feview ACH Transfer

ACH Transfer Template
Reviews ACH Transfer Templates

Import ACH Tranzfer

)

Import ACH Using Template
f* Exizting Template

= Mew Template

i Delete Template

.

Proceszsing Exceptions

" Incoming ACH

User Guide
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3. The User List box is displayed.
Locate the appropriate user and click the name hyperlink.

er List
Hame = User Code o User Type o
(Washinqtun Qrchards ) Widrchards Corporate
John Adams Adams Consumer
George Washington Wiazhington Carporste
Ronald Regan Fonald Corporate
Thomas Jefferson Jefferson Corporate

4. The Step 1 - File Selection box is displayed. Establish the following:

File Location

The directory path where ACH files are located for import. To select the location, click the "Browse"
button.

Template

The name of the import template being used during the import.

Click "Next".

#isting Impart Template 1 - File

Step 1 - File Selection

File Location Template
IC:My Financial Documents iy Received Files Browse... | IImport Paryrall LI
Back | Mext | Cancel |
User Guide

Fiserv
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5. The Step 2 - Data Mapping box is displayed.
Click "Next".

v Impart Template 1 - Fil

2 - Data Mapping
[ACH Text File Name]

Templste:

LCH Type:

Mame:

Account Mumber:

Amourt:

Effective Date:

Payment Felated Information:
RIT Rumber:

Transaction Code:

Oftzet Account:

Import Payroll

Payrall (PPD
Washington CQrchards
4567

E1712

07 mer2011

Mane
0001 464377

25
Data Contained In File

Back I Mext | Cancel |

6. The Step 3 - Import box is displayed.
Click "Finish".

Batch IC:

Etffective Date:
Drehit Tatals:
Credit Totals:
Mumber of Debits:

Mumber of Credits:

ata Mapping 3 - Import

0000000
Jul 08, 2011
1712
H0.00

1
]

Finish Cancel

User Guide

Fiserv
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7. The Step 4 - Import Confirmation box is displayed.
Click "Process".

Mew Import Ternplate 1 - File Selection 2 - Data Mapping 3 - Import 4 - Import Confirmation

otep 4 - Impart Confirmation

The following file was successtully imparted.

Batch I 0000000
Effective Date: Jul D6, 2011
Dehit Tatals: FE17 .12
Credit Totalz: f0.00
umber of Dehbits: 1
Mumber of Credits: 0

Canfirmation Mumber:

R evienwy Process Cancel

8. Close the "External Transfers" tab.
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Establish A New ACH Transfer Template

Easy-to-use templates are provided for many transfer types, including payroll, tax payments, consumer debits and
credits, cash concentration, disbursements and vendor payments. ACH Transfer templates enable you to automatically
define information about the receiving financial institution and add multiple ACH transfers using easy to use templates.
All templates can be leveraged at any time, without having to reestablish each transfer one at a time. In addition, any
time a new template is generated or processed, require approvals for transfers to be processed as accurately as
possible.

Complete steps 1-7 to establish a new ACH Transfer Template.

1. Login to Business Online.
Move the mouse pointer over Management Tools and select ACH Manager.

2. The Select External Transfer Criteria box is displayed.
Select "ACH Transfer Template" and then click "Submit"

{7 Inquire ACH Transter Template Mame: I
™ Change &CH Transfer ACH Type: [ &1 =]
{7 Mew &CH Transfer Templste Groug: | Al LI

{7 Mewe &CH Transfer Using Existing Transfer
{~ Delete ACH Transter
{ Reverse ACH Transfer

™ Review &CH Transter

(ﬁ' ACH Transfer Template)

™ Import &CH Transfer

™ Import 2CH Using Template
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3. The New Template box is displayed. Establish the following:

ACH Transfer Type

The ACH transfer type. Values are:

"Payroll"

"Prearranged Payment"
"Prearranged Deposit"
"HSA Contribution”
"Corporate Credit"
"Corporate Debit"
"Consumer Deposit"
"Consumer Payment"
"Vendor Payment"
"Remittance"

"Federal Tax Payment"
"State/Local Tax Payment"
"Re-presented Check"
"Automated Enroliment Entry"

"Destroyed Check"
"Corporate Trade Exchange"
"Customer Initiated Entry"
"Internet Initiated Entry"
"Telephone Initiated Entry"
"Child Support Payment"
"International ACH"

Click "Submit".

Mew Template

indicates a Payroll ACH transfer type.
indicates a Prearranged Payment ACH transfer type.

indicates Prearranged Payment Deposit ACH transfer type.

indicates a HSA Contribution ACH transfer type.
indicates a Corporate Credit ACH transfer type.
indicates a Corporate Debit ACH transfer type.
indicates a Consumer Deposit ACH transfer type.
indicates a Consumer Payment ACH transfer type.
indicates a Vendor Payment ACH transfer type.
indicates a Remittance ACH transfer type.

indicates a Federal Tax Payment ACH transfer type.
indicates a State/Local Tax Payment ACH transfer type.
indicates a Re-presented Check ACH transfer type.

indicates an Automated Enrollment Entry ACH transfer
type.
indicates a Destroyed Check ACH transfer type

indicates a Corporate Trade Exchange ACH transfer type.

indicates a Customer Initiated Entry ACH transfer type.
indicates am Internet Initiated Entry ACH transfer type.
indicates a Telephone Initiated Entry ACH transfer type.
indicates a Child Support Payment ACH transfer type.
indicates an International ACH transfer type.

ACH Type:

Subirmit | Cancel

| Payrall (PPD)

User Guide

Fiserv
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4. The New ACH box is displayed. Establish the following:

ilj Note: The Corporate Trade Exchange ACH Type is used as an example only.

Template

The name of the template.
Recurring Frequency

The frequency of the transfer.

Transfer Start Date

The date of the first transfer. To select a transfer start date, click =],

Transfer End Date

The date of the last transfer. To select a transfer end date, cIick?.'.E"].
Total Credit Amount

The amount to be credited to the account at the Receiving Depository Financial Institution (RDFI). For
ACH Incoming transfers, the on-us account is credited and the account at the Receiving Depository
Financial Institution (RDFI) is debited.

Tax Identification Number

The tax identification number of the account owner at the Originating Depository Financial Institution
(ODFI).

Total Debit Amount
The amount to be debited from the account at the Originating Depository Financial Institution (ODFI).
Amount Range

The amount range the Originating Deposit Financial Institution (ODFI) can transfer to the Receiving Deposit
Financial Institution (RDFI).

il‘-\ Note: To establish a new Template Group, refer to the "How To Establish Template Groups" topic.

Mew ACH - Corporate Trade Exchange (CTX]
Template Mame: ICT}{ Template Recurring Freguency: IEnd of Morth vl
Tax Identification Mumber:  MyFinancial, Inc. [xooood488] Template Type: Corporate Trade Exchange

Template Group: I "I c"’y Amourt Riange: 0.0 Tol 2000.00
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5. The New ACH Box remains displayed.
In the Transfer From section, establish the following:

Account

The account type at the Originating Depository Financial Institution (ODFI).
Amount

The amount of the transfer.
Add Row

The "Add Row" hyperlink is available if the "Allow additional or input of "From Account"" check box is
selected in the template. Click the "Add Row" hyperlink to define an additional transfer. To delete a transfer,

click X.
Account Amount
22004 Acct I 50078

6. The New ACH box remains displayed.
In the Transfer To section, establish the following (refer to page 63 for a sample illustration):

Hold
Select the "Hold" check box to stop the transaction from being submitted to the Financial Institution during
processing and save the transaction for future use. Remove the hold to let the transaction be submitted to
the Financial Institution during processing.

Name
The name of the account at the Receiving Depository Financial Institution (RDFI).

Account Number
The account number at the Receiving Depository Financial Institution (RDFI).

Account Type

The account type at the Receiving Depository Financial Institution (RDFI).

Routing Transit Number

The Routing Transit Number of the Receiving Depository Financial Institution (RDFI).
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Step 6 - continued
Amount
The amount of the transfer.
Prenote

Select the "Prenote" check box to add a zero dollar prenote transaction for the current business day. Click
the "Select All" hyperlink to place a check mark in all of the check boxes. Click the "Select None" hyperlink to
clear all of the check boxes.

Description
The name of the transfer. To define additional transfer details, click "Description" hyperlink
Add Row

The "Add Row" hyperlink is available if the "Allow additional or input of "To Account"" check box is selected in
the template. Click the "Add Row" hyperlink to define an additional transfer. To delete a transfer, click x.

Click "Save".
Transfer To
Hold Hame Account Humber Account Type BT numher Amount Prenote
Select Al

[T AbrahamLincoln 57534 Savings 083908077 I 120.24
[ Mary Todd 123456780 Savings 11111113 23028
[T Robkert Lincoln 27343754 Loan 053903077 I_ 15026

Save \ Process | Cancell

[

7. Close the "External Transfers" tab.
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Review ACH Transfer Templates

Approve new or modified ACH Transfer Templates, before the template is available to use in a live environment with the
"Review ACH Transfer Template" functionality.

Complete steps 1-6 to approve an ACH Transfer Template.
1. Login to Session and Security Management.

Move the mouse pointer over the Menu tab, then Account Options and select External Transfer.

2. The Select External Transfer Criteria box is displayed.
Select "Review ACH Transfer Template" and then click "Submit".

select External Transfer Criteria

 Inguire ACH Transfer Lser Matme:

™ Change ACH Transfer Lser Code: I—
™ Meswe ACH Transfer User Type: Al -
{7 Mesw ACH Transfer Using Existing Transfer I_ Uze Additional Search Critera

™ Delete ACH Tranafer

™ Rewverse ACH Tranzfer

i~ Review: ACH Transfer

™ Review External Accounts

{~ ACH Transfer Template

(ﬁ' Review ACH Tranzfer Template-;‘l

i~ Review Adminiztration

{7 Import &CH Transfer

{7 Import 8CH Using Template
™ Processing Exceptions

{7 Incoming ACH
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3. The Review ACH Transfer Templates box is displayed.
Locate the appropriate ACH Transfer Template that needs to be approved. Click the template name hyperlink
(e.g., Payroll Template 2) to view the template.

changes or established the new template. If the 5 icon is displayed, this indicates the template is

.r-‘j Note: All ACH Transfer Templates must be approved by a user other than the user who specified the
locked and must be approved by another user.

=3

Status Approve Edit Delete  Template Hame Company Date Last Updated Change By Approval Approved By
Approve Al

Approve ) =) x Pavroll Template My Financial, Inc.  Aug 13, 2010 10:44 AM  George VWashington  Aug 13, 2010 11:28 &M Frankiin D, Roosevel

Pending Approval - Change Ifl 3 x Payroll Template 1 My Financial, Inc. Aug 13, 2010 0204 PM - George Washington

Pending Approval - Mew r 3 X Payroll Templste 2 ) My Financial, Inc. Aug 13, 2010 11:13 AM  Franklin D. Roosevelt

Subrnit | Cancel

4. TheInquire ACH box is displayed.
Click the "Print" button to generate a Portable Document Format (PDF) report of the data presented in the ACH
Inquiry box.
Click the "Export" button to generate a Comma Separated Values (CSV) formatted report of the data presented
in the ACH Inquiry box.
Ensure the information is accurate and then click "Done".

Inguire

Template Name: Payroll Template 2 Recurring Frequency: Bi-Moarthily
Tax ldentification Mumber: FOOMO0-1234 Template Type: Payroll
Template Group: All Presidents Group Amount Range:

User Access

l7 Ronald Reagan
p Georege Washington
I7 Thomas Jefterson

Transfer Fram

Account Amount
DDA 370 FTE000.00
DDA 200020

I_ Allovy additionsl or input of "To Accourt”

Hold © Employee Hame Employee ID A vt Humik A vt Type BT number Amount

l_ John Adams 9876543 167104072 Checking 000006789 3050000
Description: John Adams Payroll
l_ James Madizon 1256456 156485456 Checking 044002679 45500.00

I_ Allovy sddtionsl or input of “To Account”

Print | Export| Done |
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5. The Review ACH Transfer Templates box is again displayed.
Select the "Approve" check box and then click "Submit".

Note: All ACH Transfer Templates must be approved by a user other than the user who specified the
,-“ 1 ":

changes or established the new template. If the ) icon is displayed, this indicates the template is
locked and must be approved by another user.

To modify an ACH Transfer Templates, click 4. To delete an ACH Transfer Tem plates, click X,

Status Approve Edit Delete  Template Hame Company Date Last Updated Change By Approval Approved By
Approve Al

Approve ) 3 X Payroll Template My Financial, Inc.  Sug 13, 2010 10:44 AW George YWashinglon  Aug 13, 2010 11,26 AW Franklin D. Roosevel

Pending Approval - Change 5] 3 X Payroll Template 1 My Financial, Inc.  Aug 13, 2010 0204 P George Washington

Pending Approval - New @ =] ¥ Payrol Template 2 My Financial, Ino. Aug 13, 20101113 &M Franklin D. Roosavett

Submit Cancel

6. Close the "External Transfer" tab.
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Reverse ACH Transfer

Quickly reverse ACH transactions by either inquiring into a batch or a specific transaction or by utilizing the "Reverse
ACH Transfer" function. This enables individuals to easily reverse a specific transaction, multiple transactions or an
entire batch. Reversals are processed and memoposted to all affected accounts.

Complete the steps 1-8 to reverse an ACH transfer.

1. Login to Business Online.
Move the mouse pointer over Management Tools and select ACH Manager.

2. The Select External Transfer Criteria box is displayed.
Select "Reserve ACH Transfer" and then click "Submit".

ct External Transfer Criteria
{ Inguire ACH Transfer Tranzfer Description: I
= Change &CH Transter Diate Range: I [ To I =
™ Mewe ACH Transfer Amournt Rance: I Ta I
" Mewr ACH Transfer Using Existing Transfer Confirmation Mumber: I—
" Delete ACH Transfer ACH Type: | (Mane) ;I
(ﬁ' Reverse ACH Transfer)

Review ACH Transfer

ACH Tranzfer Template

Review &CH Transter Templates
Impart ACH Transfer

Import ACH Using Temnplate

Processing Exceptions

o Te Tte TS TS TS TS |

Incoming ACH
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3. The ACH List box is displayed.
Locate the appropriate ACH transfer and click the Transfer Description hyperlink reverse the transfer.

Transfer Description “ Transfer Status ¢ Effective Date »  Debit Amount < Credit Amount o Details

Tranzfer Type: Preatranged Deposit
000 1011 Daily Processed 03M 82013 $139.53 $139.53 lzzued By: James Madison

ftem Court: 2

Confirmation: 1codded 7890

Tranzfer Type: HSA Contribution
000101 Daily Processed 03352013 F21.74 F21.74 |zzued By: Thomas Jefferson

ftem Court: 4

Confirmation: bE04053c9c:9

4. The ACH Reverse box is displayed.
In the Transfer To section, establish the following:

Note: ACH transactions can only be reversed for five business days after the transaction effective
date and future date. Transaction reversals can only be performed once for each transaction.

Reverse

Select the "Reverse" check box to reverse the transfer. Click the "Select All" hyperlink to place a check
mark in all of the check boxes. Click the "Select None" hyperlink to clear all of the check boxes.

Click "Next".

Hold < Hame 2 Account Humber < Account Type < Rowuting Transit & Amount =  Reverse o

s A

Select A1
= 236 57345 Checking 112233445 $21 .08 v
= 2345 G945794 Checking 112233445 $85 21 v
- DIET4 SRS Savings 023112301 $3326 v

Mext Cancel

5. The Reversal box is displayed.
Verify all the information before reversing the transfers.
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6. The Reversal box remains displayed.

In the Credits section, establish the following to add another account in which the reversal is credited:

Fiserv

signer.

,-‘j Note: You can split reversal amounts among multiple accounts if the account holder is an owner or

Account

The account number to which the reversal will be credited.

Amount

The amount credited to the account.

Add Row

Click the "Add Row" hyperlink to add an additional account. To delete an account, click .

Batch Account Amount
1 [a022 - D& £cCT = | 10827
1 (9023 - DDa, accT =l | 33.26
Add Rowy

Frocess Cancel |

X
X

7. The Processing Status box is displayed.

Click "Done" once the reversal is completed.

Frocessing Status

000 1041 Daily_Reversal - Status Activity

Confirmation Mumber: 4hodad7he2

Effective Date:
Dehit Taotals:

Credit Taotals:
Mumber Of Debits:
Mumber Of Credits:

Moy 23 2011
$139.53
$139.53

Funding Accourt: 572346
5945794
645
Daone |
User Guide
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8. Close the "External Transfer" tab.
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View Incoming ACH Transfers

New Incoming ACH capabilities in ACH Manager enable the viewing of incoming transfers and details of transfers.
Incoming ACH provides information regarding all incoming ACH transfers for individual accounts to help improve
account maintenance and financial management.

Complete steps 1-8 to view an incoming ACH transfer using the "Incoming ACH" functionality in ACH Manager.
1. Login to Business Online.

Move the mouse pointer over the Menu tab and click Account Options and then click External Transfer.

2. The Select External Transfer Criteria box is displayed.
Select "Incoming ACH" and then click "Submit".

Select External Transfe

™ Inguire ACH Transter Uzer Mame: |
Change ACH Transfer Uzer Code: I—
Mewy ACH Transter Uzer Type: All d
Mew SCH Transfer Using Existing Transfer [ Use Addtional Search Criteria
Delete ACH Transfer

Reverse ACH Transfer

-~
-

I

I

I

™ Review ACH Transfer
™ ACH Transfer Template

" Review ACH Transfer Templates
™ Import ACH Transfer

™ Import ACH Using Templste

I

Processing Exceptions

{* |ncoming ACH
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3. The User List box is displayed.
Locate the appropriate user and click the name hyperlink (e.g., George Washington) to view the list of accounts
for the user selected.

Llser List

Hame = User Code o User Type o

Baron Davis Blavis Corporate

Bill Adams Bl ez Consumer
(Geu:urge Wazhington Wiazhington Cu:urpu:urate)

Ronald Regan Fonald Corporate

Thomas Jefferson Jefferson Corporate

4. The Account Selection box is displayed.
Select the check box for the appropriate account (e.g., XXXXXX47) and then click "Submit".

;: Note: For security purposes, the first six digits of the account number display as "XXXXXX".

Account Selection

Account Humber = Account Type o Account Hickname 3
Select Al
[ sz DDA, DDA, 42
(¥ xxxxnxa7 DDA, DDA 47 )
[T Wssxas DDA, DDA, 43
[ Hxsmwo0o SAN SAN 5973000
Submit |

5. The Incoming ACH box is displayed. To view more information regarding the incoming ACH transfer, click the
trace number hyperlink.

Incoming AC

DDA 4

Trace Humber £ Transfer Description & Transaction Date o Amount Company Hame Company ldentification &

(1 234567 80000035 Apple Delivery Paymert Jul 27,2011 $100.00 Adam's Apples 1122334455)
1234567 50000097 Tree Trimming Payment Jul 27,2011 F100.00 Lincaln Logs 1234567590
1234567 30000037 Crchard Reservation Jul 272011 F100.00 Jefferzon Jamboree 0123456739

Done |
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6. The ACH Trace box is displayed. Click the View File Details hyperlink to view detailed information regarding the
incoming ACH transfer.

Transaction Code: 27 Company Mame: Adam's Apples
Application: DDA Company Identificstion: 1122334455
Accaunt Mumber: WREWEREDOE  Receiving DFI Identification: SE5909070
Amavint: $100.00  Batch Mumber: 1
Transaction Date: Jul 27,2011 Standard Ertry Class: PRI

Wiewy File Detailz

Addenda Information

Description

Done |

7. The File Details box is displayed. Click "Done".

File Details
Immediate Crigin: 565909070
Immediate Crigin kame: J & % Bank of Bostan
Immediate Destination: 104913912
Immediste Destination Mame: Birch Bank
Reference Code: 123436
Load Date: Jul 08, 2011
Source Identification: 10
Source Mame: Fed Source
Tranzfer Name: 2
File Type: MACHA

Totals - Batch 1

Batch Mumber: 1
Company Mame: Adam's Apples
Company [dentification: 1122334455
Dehit Tatal: $1.00
Credit Total: F100.00

Done

8. Close the "External Transfer" tab.
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How To Establish Template Groups

Fiserv

Conveniently organize all templates in groups using the new Template Group functionality in ACH Manager. This
provides flexibility to assign templates to a new Template Group or add templates to an existing group.

Complete steps 1-9 to establish a new template group in ACH Manager.
1. Login to Business Online.
Move the mouse pointer over Management Tools and select ACH Manager.

2. The Select External Transfer Criteria box is displayed.
Select "ACH Transfer Template" and then click "Submit"

" Inquire ACH Transfer

" Change ACH Transter

" Mew ACH Transfer

£ Meww &CH Transfer Using Exizting Transter
™ Delete ACH Transfer

™ Reverze &CH Transfer

{ Review ACH Transter

(ﬁ' ACH Transfer Template)

" Import ACH Transfer

" Import ACH Using Template

Templste Mame: I

ACH Type: | Al

Templste Grougp: | Al

3. The Template List box is displayed.
Click 3 in the "Edit Template" column to add a new template group.

Template Group 1 &2 ¥
Template Hame = ACH Type < Status o Hew Transfer Edit Template Delete Template
H=2 Template HE& Contribution (PPCY Approve L) 21 :X,'

Corporate Debit Corporate Debit (CCD) Approve L) :r_fj X

Template Group 2 [rg ¥
Template Hame = ACH Type < Status o Hew Transfer Edit Template  Delete Template
Wendot 45eptember Yendor Payment (CCD) Apprave 1] 21 X
CTH Template Cotporate Trade Exchange (CTH)  Approve L] ZI X
Faryroll Template: 1 Pavrall (PPD) Approve & 2]' x
Bi-weekly Payrol Template  Payroll (PROD Approve + 7| X
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4. The Payroll Template box is displayed.
Locate the Template Group option and click # to add a new template group.

Payroll Template 1

Template Mame: |payr.;.|| Template 1 Recurring Freguency: IEli-ru'Ionthly vl
Tax Idertification Mumber: R -1234 Template Type: Payrall
Template Group: IPayru:uII Templats Grougp 1 ;I Amount Range:; | 0.0 Tn:ul 000

5. The New Template Group box is displayed.
Enter the new template group name (e.g., Payroll Template Group 2) and click "Submit".

Mew Template Group

Template Group: IF‘ayru:uII Template Group 2

Subrmit | Cancel |

6. The Payroll Template 1 box is again displayed.
Select the template group established in step 6 (e.g., Payroll Template Group 2).
Click = to save all changes.

Payraoll Template 1

Template Mame: |F‘ayro|l Template 1 Recurring Freguency: IEIi-Mu:urrthI\,f "I
Tax [dentification Mumber: WRH-ARRA1234 Template Type: Payrall
Template Group: (IF‘awu:ull Template Group 2 LD Amourt Range: 0.00 Tl:ul 0.0o
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7. The Template List box is again displayed.
The template (e.g., Payroll Template 2) defined for the template group (e.g., Payroll Template Group 2) in step 7
is displayed in the appropriate template group.

Template Group 1 B2 &
Template Hame = ACH Type < Status o Hew Transfer Edit Template Delete Template
H=2 Template HSA Contribution (PP Approve ] E ><
Corporste Debit Carporate Dekbit (CC00 Approve ] EI X

Template Group 2 o]
Template Hame = ACH Type < Status = Hew Transfer Edit Template Delete Template
“endor] 45 eptember Yendor Payment (CC00 Apprave ] -g X
CTH Template Corporate Trade Exchange (CTX)  Approve ] ZI X
Paryroll Template 1 Payrall (PPD) Approve &+ -_ﬁr'I x
Bi-Weekly Pavroll Template  Payroll (PPDD Anprove ) 2 x

8. Close the "External Transfer" tab.
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Documentation Updates

Changes made to this help file are listed below:

Doc
Date Version Topic Change
06/24/2013 0001 ACH Manager Version 1.2 Release
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Database 19
Release Level 1.2
Documentation Level 0001
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