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Create Payment ACH Template

To create an ACH payment template, complete the following:

1. Click Make ACH Payment / Manage Templates located in the ACH section of the Transfer and
Payments page. The Make ACH Payment / Manage Templates page will appear on screen:

Disclosures | Help | SignOF

Business eBanking

Werumm uils * o Tauslas aod Paymenls = Accounl Serces »  Adoninisbiadion
i am-:;%&w&mmm?éwm&%m

» Makz ACH payment

Nanage templatss Make ACH Payment /| Manage Templates

Collect money via ACH £ 5 ; z f
AR Send money withou! = templste | Complste unsubmitted requectol] Create 3 templats fWaintan fie import
Manags templates =

Approve ACH transactions

Ppprave ACH leniplales Available Templates
Miew completed ACH i T
Show only templates for | Al Servees

ansacions (Toviea o1 edt templale details, cizk the tamplste rame.

Lpload ACH transactions

view file status / Aoprove @ FEDTAMES Fodoral Tax 2040 PETTY CASH WEBER WELDING CC/087235126

ACH files -
Wien nrnadad ACH flas 2 FUNDING PFD Payment 2910 - PETTY CASH WEBER WELDMG CC/98T 235125
i) Largo tomplate PED Payment REE0 - PETTY CASH CCPPER WORKS/ 287042233
Auick Links | ETAIE TAXES State Tax *2910 - PETTY CASH WEBER WELDMG CC/a87235125
Wanage next
schaduled requests
Continue

How Do ... Tarms FAQs

2. Click Create a template. The Add Template page will appear:
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Welrnme

ACH fies

3.

Businass eBanking

Reports w . Transiers acd Payments w0 Accoudt Sendees w  Bdminiscration

» Make ACH payment [

Manage iemnplaies Add Templale
Col cot 1a ACH /
:":“?5;:2::;;::9 Sond monsy using an ax sting ACH tamplate

Approve ACH transactions
Approye ACH termplates

View completed ACH
trarsacticne

Uplaac ACH transactions

View file staius { Approve
View uploadsd ACH filss
Guich Links.

Ianage nex
sciecdled rouests

Disciosures | Felp | Signofr

Template Information

Tormgate noma:
Requast typs &=

Cempany namefD: Z|

Terngate descripion:
[nfarmotion that wil be gives te the rarsastio s "ceipicria. |

Debit account: '|
Maxirum t-ansfer amount 5 3.000.00
Per delail secounty

Continuz

Complete the following fields:

Fields

Description

Template name

Name of the ACH Send
Money template, up to 20 characters. Tip: Name this something that makes sense to you. For example: One

Time Club Fees, Monthly Dues, etc.

Request type

Select the type of ACH from the drop down menu.

Co. Name/ID

Select ACH company name and Id from the drop down list

Template description

Further identify the transactions included in the template.

Debit account

The account the debit is originating from.

Max. Transfer Amount

Enter the maximum transfer amount, which is the maximum amount that any detailed transaction in the

category can be.

4.
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¥ Maks ACH payment [ i :
Nanage templales Add Template Destination Accounts
Colloct monoywia MCH J

Nanage templates Send maoney using an existirg ACE templata

Approvs ACH transactions

Template Information Edit header information
Ppprove AUH lemplaes - ! i e 3 : R : i A S SR T T
View complated &CH
transaclions Tenplae rame Carp Papull

Lpload ACH transacfons Requast type: P30 Paymant

View file statue / Approve Company narea/I0: WEBER WELDIMNG CIC/87T23612E
'&!:H ﬁlels Templae cescripion: payrcll
iew ugoaded ACH fle= Debt account =210 - PETTY CASH
Mazimum rarsfor amount: $3,000.00
Quiick Links
Mianaya nel CreditDestination Accounts Import Detals

schoduled roquests B
Thesse are e delal accuanls weich wall recene the recorded anwanl whan a gaymen D reguest s Cansmilled. Ty add delal
account informction from 2xternal fles, click "lmpon Details.™ ABA numbers must be for finencial crganizations authorized for
the exchange o alectmniz ATH transartions To raler a velid ARA number search frr an authornzed financial instiboticn

Checking [~ ] 5 200
ACA jeach
Additianal information (optional |
Tulal. 30,00
5. Complete the following fields for each credit/destination account:
Fields Description
ABA/TRC Enter the American Banking Association (ABA) number or transit routing code (TRC).
Account Enter the appropriate account number.
Account Type Select either CHECKINGS or SAVINGS.
Name Enter the Name of the account that should be credited. Spanish characters can be included in
ACH files.

Field Description

Detail ID (optional)

Enter an ID, which is an end user assigned identification number that defines the party being
credited. It could be an employee, account, or member number. For example, if this is a
payroll, the identification number might be the employee number.

Default Amount (optional)

Enter the appropriate default amount, which should be equal or less than the Maximum
Amount.

Additional Detail

Enter detail account information.

Tip: The edit function will display once the ACH entry has been added.

6.
7.

For each additional destination account click Add Additional Detail Row, repeat step five.
Click Save template. The Template Confirmation page will appear.

Note: If you have assigned your users with multiple approvals for templates, the next step would require approval.
How to approve template additions, modifications, and deletions is discussed in the Multiple Approvals for
Templates section of the guide.
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» Make ACH payment /
Manage templates

Collec: meney via ACH /
Manage templates

Approve ACH trarsactiors
Approve ACH templates

View completad ACH
transactions

Upload ACH transactions

View file statLs £ Apgrove
ACH files

View vploaded ACH files

Quick Links:
Manage next

=chedulad requazts

Template Confirmation

The following template has been saved successfully.

Prirt th's page

Scnd moncy using this template | Serd moncy using an cxisting ACH template | Miew your ACH limits

Template Information

Template nama:
Request type:
Company name/IC:
Template description:

Debit account:

Maximum transfer amoun::

Credit/Destination Accounts

ABAMRC Account

276071301 *4040
Addtional informaton:

235071301 *1920

Addtional informaton:

Carp Payroll

PPD Paymert

VWEBER WELDING CQf987235125
payrcll

2910 - PETTY CAEH

33,000.00
Account Type Name
Checking Carl Cliznt
Checking Cari Cliznt

Defauk Amount
5000

Detail ID

£0.00

lotal: $0.00
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Making an ACH Payment

To make an ACH payment, complete the following:

1. Click the Make ACH Payment / Manage Templates. The Make ACH Payment/Manage Templates page will
appear.

Disclosurss Hely | Sign Off

Business eBanking

Walcome | Repords » | Account Servces v Administration w

+ Makes ACH payment /

SAsrisne Demptatr Make ACH Payment ! Manage Templates
ﬁ?:]e;,;;;g:;;:sﬁCH £ Sand_ mongy without 2 template | Complete unsubmtted iequests | Create atampats | Maintain fils import
defnitiors
Aoy ACH Lansaclions
Approve ACH templates Available Templates
View conpletzd ACH
Iransactons (Te wiew or editterplete detaile, cick he =aplez rame  Show only templates o All Senices ;]
- 1 I T T I ]
Ulplua:l ACH t'ar:sa:tl:ms - |2 pe- . «J.EQ‘-@-.%&“?"““ ik an -a,-...u.-fr ]
Kgn'gl'::‘ﬂﬂs ¢ Aoprove 2610 - PETTY CASH WEBER WELDING CO/EBTI36125
Yiew upoaded ACH Fies - EEOTAXES Federal Tex 2510 - PEITY CASH WEBER W=ZLDJING COVEBT235125
=2 EUr NG HHELY Fayment 2E10 - PEL Y CASH WEBEH W=L NG COVsE 250115
Quick Links: © Langu lenplale PPRD Payinenl 2810 - PEITY CASH CORPER WIOIKS/AGT 122222
Wenage nzxl @ BIMNETAKES Siate Tax 2810 PETTY CASH WEBER W=LDING CO/EB7236125

schedued requasts

Contimie

2. Inthe Available Templates list, select for the appropriate template.
3. Click Continue. The Make ACH Payment page will appear.
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Business eBanking

Welcome Reparts w

» Maka ACH payment |
Manage templates

Collect money via ACH £
Manage templates

Approve ACH transactions
Approve ACH templates

View comglated ACH
fransactions

Upload ACH transactions

View file status £ Approve
ACH files

View uploeded ACH files

Quick Links.

Manage next
schedulad requests

How Do ... Terms

Transfers and Payments

Discioaures | Haip | Segn o

Account Sendces w  Administration w

Make ACH Payment

The Tax Type Code information is presented &8s received from apolicable Federal or State authonties and doss not constiute
legal atvice. For mare information, please consult your tax acvisar

Sand money with & different tampate | View your ACH limits

Template Information Edit this template
Template name: STATE TAXES
Request tbype: State Tax
Slate: Wisconsin
Taxpayer name/D WEBER WELDING COVSET235125
Template description: TAXES
Debit account “2810 - PETTY CASH
Maximum transfer amount: 5500000 Per detai account)
Effactive data: o7 ] {2014
(mmidddry vl
Contral amount (optional).  § 0.00
(M EiTUM VELE Tor e entre tamplats )
Tax Payment Information Save as diafl

These are the aceounts which will recaive the racarded amount when a tax payment request ia tranamitted. To save this requast withaut
submitting it for transmit, click "Save as draft."

Salect all + Dasalect all

m Period End Data Tax Type 'Description Amount 1"&1“
9BT03123 g7 /30 2014 "'_] 0z Estimated Tax - Trusis 5 0.00 B
iy
Amaunt type: T Tan 0.00
Total: $0.00
Variance amount: 30.00

(Difference babween Control amount and Total

Caontinue

FAQs

Tip: You will not be able to use certain transactions if the prenote timeframe has not lapsed. This only applies to
financial organizations using prenotes. The pending prenote activation will display next to the account if itisin a

prenote status.

4. Complete the following fields:

Fields

Description

Effective Date

Accept the default or change the effective date of
the transactions.

Control Amount

Enter the control amount for the transfer, which is
the expected total of all entered detail transaction
amounts.

Amount

Enter the transfer amount for each detail
transaction.

Additional Information

Enter detail account addenda information.

07/28/16
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Approve ACH Transactions

If Submit for Approval was used in entering an ACH Payment, complete the following steps to Approve/Transmit:

1. Access the Approve ACH Transactions. The Approve ACH Transaction page appears:

Dischsures | Halp | Sign o
Business eBanking

Walcama Reports ~  Transfers and Payments *  Account Samvices w  Administration =

Make ACH payment ¢
Manage templates

Approve ACH Transactions

Collect ACH /
OBt man=y via All spprovals must be received for a request before it will be transmitted.

Manage templates
+ Approve ACH

transactions

Wiewr your ACH limits

Approve ACH templates Requests Awaiting Approval/Transmit

Wiew complatad ACH

{ransachions Requests without a checkbax have already baen approved by you.

Upload ACH transactions .

(To view details or delstz a request. clck the account )

Account | Template N Request Typse 4 t Effective Date  Entered By Approval Stat:

View file status / Approve = = s e = m =
ACH files *2813 0 of 1 raceived

. ] MONEY PPD Payment  §341 81 01212014 ADMIN 011772014 Ready to
Wiew uploaded ACH files MET 1 ¥ trans?lril

Totel 534181

Quick Links:

Manage next

scheduled requasts Continue

Manage alerts

How De | Te=rms Fals

Select the ACH template to transmit or click Select all.
Click Continue. The Verify ACH Transaction Approval page will appear:

Discioserez. | Hep | sion om

Business eBanking

Welome Reportta = Accout Senices v Adminiztration -

T

Iake ACH pavmert /
Ianzge tamplstes

Collect money via ACH J
Manage templates

Verify ACH Transaction Approval

VMiew your ACH limits

F Approve ACH
transacticns

Requests Selected for Approval/Transmit Chaige sdeclions

Aporove ACH templates

View complated ACH
transactions

Upload ACH tranzactions

Wiew fila status f Approve
ACH files

View uploaded ACH dles

(To wicw deteils or delzic a request, click the account.)

Uot 1 recened
QMA17/2014 Ready to
trans mii

FPD Faymert  $341.01 01212014 ADMIN

Transmit

duick Links:

Manzgs next
schadulad requests

anagz slerts

How Da ... Terms FAds

4. Click Transmit. The ACH Transaction Approval Confirmation page will appear.

07/28/16
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Copying an ACH Payment Templates

To copy an existing ACH payment template, complete the following:

1. Access the Make ACH Payment / Manage Templates. The Make ACH Payment / Manage Templates page will
appear.

Dieclosursz | Heb | Sign O
Business eBanking

Wilcome | Rsports w “;Lm_n:@ﬁ,j:ﬂ‘dPaume:ts,;,':-__;_ Aczount Services ¥ Administration w

+ Makc ACH paymont/

Hancoe femplacs Make ACH Payment | Manage Templates

i !
Cc’ller.t Arnzeia AL Send meney without & template | Complete unsubm tted igquests | Create a tamp ate | Maintainfila imgart
Menage temgatas —

defnitiors

Approve ACH bansactions
Approve ACH templates Available Templates
WView completzd AGH i
Iraisacions (Te view or editterplzte datail, cick he semplae ram=. ) Show only templates fo- A

Udoad ACH transactions

: R = PR e A S A
KE: gl':;tﬂhs ! Aoprove © CopPayol PPD Payr:w n; ?;510 _PETTY CASH WEBER WELIING 00;5323'5125
View upoaded ACH o € EEDTAXES Federal Tex 2¢10-PETTY CASH  WEBER WELDING CO/B7235125
i EUM NS HHL Fayment 250 - PENHIY CASH IWEBER V=L NG COFSE 251245
Quisk Links: © Lame lenple PPD Payimenl 2810 - PETTY CASH CO=PER WOIKS/A§T 022222
Manage naxi @ SINETAMES State Tar 240 PETTY GASH WEBER WELDING COfSB7235425

schedued requests

Continiie

2. Select the Link for the name of the template to be copied. The View Template Details page appears:

lanage iemplaies P
e View Template Details Bint his paze
Collect money via ACH /
Manage templstes Mew seecton | Use this template | View your ACH |mits
o N
Approve AZH transactons Tempiate Information kdit cemplae f Copy template §= Delete template
Mpprove ACH templates ST e e e e e e e e i
‘ien sted A
traneact ong Template name: Corg Payral
Lpluadd ACH trarszclivns Reguest type: M0 Payment
wiew file steius f Approve Company nameD WEBER WELCING GO ¢ 387235125
AGH e Template description payrcll
wiew uploaced ALH nies
) Diabit account: “2910 - PETTY CASH
IS LIS Eter ameunt: $3,000.00
Qwick Lirks:
1" 1 ) ) B
g:r:;%_,u;::;qmg,; Credit/Destination Accounts Downoad ths temglate as: |CSV file| v | Go

il= Brint =l details Pran

275071301 1920 Checking Cari Client 50,00
Additional infarmaticn
ZTH0T1I01 *4040 Checkng Carl Client 50.00

Additional informaticn:
Tempiate Total: $0.00

Prevous 1 Yot

07/28/16
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3. Click the Copy Template link. The Copy Template page appears:

Decioaures | Help | Sign ot
Business eBanking

Welcome Reparts +  Transfers and Payments +  Account Sendces - Administration

» Make ACH paymant /
Manage templates CQP‘y Temp|ate

Collact money via ACH
Manage templates

Approve ACH transactions Miew cumant temglate datails | Yiew your ACH limits
Approve ACH templates

Vigw comglatad ACH Template Information

transactions

Upload ACH transactions

Temgplata baing copied: Carp Payrall

Template nams:

View file status F Approve
ACH files Regquest type PPD Payment
View uplnaded ACH files Company name/I0: VWEBER WELDING COfA7235125 =
Template descnplion: payrell
Qluick Links: [mtormanon tnat wil Ba ghean to the ran2action'a recpiants, a.. Fayrol, Gas B0}
Manage next Dtit account: PETTY CASH- 2910 =~
scheduled requests
Maximum fransfer amount: 5 1,000 00

[Per detall account)

Credit/Destination Accounts Import Details

These ara the detal accounts which will racarve the recorded amount when a paymani request is transmitted. To add datall account
informztion from esternal files, click “Impor Details * ABA numbers must be for inancial organizations authorized for the exchange of
electronic ACH transactions. To enter a valid ABA number, search for an authonzed financial instiufion

Set all amaounts to: § Change
Displaying 1- 2 of 2 details Previgus 1 Next
Account Detail 1D Default Amount
Remme 270071301 ABA 18531320 Checking =  Cari Cliant g 0.00
sgarch
Additional infermation (apbional
Bomowe 210071301 [ABR 39494040 Checking =  Carl Client 5 0.00

goarch

Additional information optional |
Template Tatal - 30.00

Add additional datail rows Pravioug 1 Mewt

Save changes Do not save changes

4. Type atemplate Name, and make any necessary changes.
5. Click Save changes. The Template confirmation page will appear.

10
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Editing ACH Templates

To edit an existing template, complete the following task:

1. From the Transfers and Payments tab, click Make ACH Payment / Manage Templates. The ACH Payment /
Manage Template page will appear.
2. Click the Template Name to be edited. The View Template Details page appears:

» Make ACH payment /
S e View Template Details Pint this page
Callact maney wa ACH ¥
Manages templates Hew alaction |Lse this template | Wiaw your ACH limite
L sy Template Information Eati torrpiate | Gooy tempiate + Delete tormolate
Approve ACH templates | —
\iew completed ACH
By Template name Corporate Payments
Upload AGH transactions Request type: PPD Payment
Wiew file status ¢ Approve Campany nameDr WEBER WELDING GO/ 387235125
FEH fles Template description payrol
Wiew uploaded ACH file= Dbt . w2910 - PETTY CAGH
BCCOU -
Mamimum transfer amaount: §3.000.00
Cluick Links:
'} £ - - . | e
sfmm’:’mquem Credit/Destination Accounts Dewnlaad this template as: [CSW fle[=] | Ga
Displaying 1 - 2 of 2 details Brint all details Fravious 1 Maxt
I - — e s i = i
275071301 1920 Checking Cari Client 50.00
Additional information:
275071301 4040 Chacking Carl Client £0.00
Additional information:
Tamplats Total: 50.00
Previous 1 Maxt

3. Click Edit Template. The ACH Send Money Setup — Edit Template page appears:

11
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Disckaurss | Help | Sign OFf
Business eBanking

Welcoma Repots w  Transfers and Payments »  Account Sendces w«  Administration

» Make ACH payment /

Manage templates Edit Tem p|ate
E‘nsI:]enEn::nn::r;:!ﬂEH ] Tamplate changes will afect schedulad requests that are basad on the template. Once a request is in Transmit status, d 15 no
20 longar impaciad by changes o the template used to creata it.

Approve ACH transactions

Approve ACH templatas Wiew cument template details | Views your ACH limits

View completed ACH

transsctions Template Information

Upload ACH transactions

View file status ! Approve Carp Payrall
et Tempate name P Ea

Request typea PPD Payment
WEBER WELDING COVSE7235125 =

View uploaded ACH files

Company name/ID

Cluick Links: Template description: :ayn:-ll T T e | Gas 5l
M;naga nast (Infermeion ' given & fransa n's recipiers, e.g Paynal 5 1
schadulad raquests Dehit account: PETTY CASH - *25910 -
azimurn transfar amount: 5 3.000.00
(Par dafail account)
Credit/Destination Accounts mgert Datails

These are the detail accounts which will raceive the recorded amount when a payment request is transmitted. Ta add detail account
infermatian from exdernal files, click Import Dedails.” ABA numbsrs must be for financial organizations suthorized for the exchange of
electronic ACH transactions. To emer 2 valid 54 number, search for en authorized financial institution.

Set all amounts to: 5 Change
Displaying 1-2 of 2 details ~ Search Details Presious 1 Mext
Account Detail ID Default Amount
FTEOTIN aRA 18891820 Checking = Cari Client 5 0.00
search
Additional information {optional]:
Remge 200071301 ABA 9484040 Checking = Carl Client 5 0.00

Search
Addibional infarmation (optional):

Template Total - §).00

A itipn Aail row Pravious 1 Mext

Continue

4. Complete the changes as required.

Note: You can change the template information or the Credit/Destination Account information.

5. Click Continue. The Verify Template page will appear:

12
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TR - TT PO TTICTIT

Manage templates

Callect money via ACH £
Wanage temglates

HAoprove ACH tranzactions
Apprws ACH tamglates

View completad ACIH
transactions

Loload ACI trensactiens

Wiew file status f Aporave
ACH Fles

View uploaded ACH files

Luick Links:

Manage next
scheduled ogues.s

Verify Template

Thz green (@) indcates that a valus has chargsd, o that a credit/deztination account 1aa been added to the
fzmplate.

Tha red () indicztes thet that a craditfdestination account has been removed fram the templata.

Template Information

Corporate Paymenis
PFD Paymsnt
WEBER WELDING CO [ 987235128

Template name:
Rejusst type

Company name/D

Template deseription: payrall
Dredm account "2312 - CHECKING 3
Maimum transfer amount: 54,000.00

Credit/Destination Accounts Wiew edits | View all detais

Displaying 1 -2 of 2 details

| AR TTR %ggum, o |
e e e

w 2780773

AR

Caollect morsy via ACH /
Manags templzies

Approva ACH lianssctions
Approve ACH lepplales

View completed ACH
T@Ensact ons

Upload ACH transactions

View file status / Approve
ACH filez

Wiew uploaded ACH files

Cick Lirks.

Warage nex
schedued reqiests

189 Chackirg Can Customer
Additional infarmation:
& O7R0TAA0 4040 Savings Cal Eliont $75.00
Addibional infermstion
6. Click Save changes. The template confirmation page will appear:
M templal : : T
RIS b Template Confirmation P ihis page

The following template has been saved successfully.

Send money 1sing this t2mplatz | Send money 1sing an existing ACH femp ate | Miew vour ACH limits

lemplatz Infermation

Template name: Corporate Payments
FPD Payment

WEEER WELDING CJ /987233125

Request type:

Company namelD:

Template description rayrnll
Drabil sccowrt "I - CHECKING 3
Maximur transfar amount: B4,000.C0

Credit/Destination Accounts

Displaying 1 -2 of 2 details Briat &l deiais

b :g-b_..w;.mm SR B

PR

Previous 1 Next

LrEE e

R

07/28/16

ZTE0T1im “1753 carn custamer 3E0.00
Addtiona infarmation:
Z7E071101 4040 Savings Carl Client 575,00
Addtticna infarnation:
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Importing an ACH File into a Template.

To import a file into a template, complete the following tasks:

1. From the Transfers and Payments, Click Make ACH Payment / Manage Template. The Make ACH Payment /

Manage Templates page appears.

2. Click the template name which will receive the import information. The View Template Details page will

appear.
3. Click Edit Template. The Edit Template page will appear.

Decioures | Hap | Signofr
Business eBanking
Velcome Heports «  Transfers and Payments =  Account Serices »  Administialion
» Make ACH payment /
Manage templates Edlt Tem plate
a;llléme?fzzlngSMH : Template changes will affect scheduled requesis that are based on the template. Once a reguest is in Transmit
ge te sStatus, it is no longer impacted by changes to the template used to create it
Approve ACH transaciions
View currant ternplats details | Wiew your ACH limits
Approve ACH templaies
Wiew completed ACH
transactions Tamplate Information
Upload ACH transactions
EE; EII:Gmm-uQ { Approve Template name: FUMDING
RR
Wigw uploaded ACH files Request type D Payment
Company name/I0- WEBER WELDIMG CO/987235125 -
Quick Links: Template description: EF':‘-".YRE.JLL : : . .
Manags nest {Information that wil be given 1o the iransaclion’s. recipients, =.g. Payroll, Gas il }
sCheduled requests Diebit account: PETTY CASH -*2310
Masimum transfar amount 5 3,000.00
(Per detail account )
Credit/Destination Accounts Impart Detailz
Thasze are the detail accounts which will receive the recorded amaunt when a payment request is transmitted. To add detail
atcount information from external files, click “Impart Details.* ABA numbars must be for financial organizations authonzed
for the exchange of elecironic ACH transactions. To enter a valid ABA number, search for an suthorized financial
institution
et all amounts to: § HIEL]S
Displaying 1- 2 of 2 details  Search Delzils Previcus 1 Next
Acgount Dwtail 1D Detauit Ameount
ABATRC Account - -
Type fHlame  (optional) {epticnall
Remove 190004445 1234567 Checking = KARL CUSTON 3 10.00
AD0A saarch
Additional infarmation (optional)
Romgvg Do0004445 901234 Chacking *  KEN SAVINGS 3 10,00
ABA search
Additional informatien (optional)
Tormplate Total © $20.00
Add additional detail row Prewigus 1 Naxt
Comtinue
How Cio | Terms FAdls

4. Click Import Details. The Import Detail Account Information / Manage File Definitions page appears:

07/28/16
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Business eBanking

» Make ACH payment /
Manage templates

Collect morey via ACH !
Manage templates

Approve ACH transactions
Approve ACI | templates

View completed ACH
transactions

Upload ACH transactions

View tie status / App-ove
ACF files

View uplvaded ACH files

Quick Links.
Manage next
scheduled requests

How Do l.. Terms

Welcome  Reports v | Transfars and Paym

Dieclosu-ee

1S w  Account Senices v  Acmnistration v

Import Detail Account Information / Manage File Definitions

Add afilz defnition | Manually add 1emp at2 details

File Definitions

(To view, edt, cr delete a fie cefinition, click a fie defniton name )

Mational Automated C ezrirg House Association file

© NACHA 7
ormat
() TEST ACH PAYMFRTS PPIN Payment
Continue

FAQs

5. Select the File Definition and Click Continue. The Select File to Import page appears.

Help

Sign O

» Make ACH payment /
Manage templates

Collect money via ACH /
Manage templates

Approve ACH transactiors
Mpprove ACH templates

View completed ACH
tranzactions

Upload ACH transactions

View file status / Approve
ACH files

View uploaded ACH files

Quick Links

Manage next
schaduled requests

Select File to Import

New seleclivn

File Import Information

Service name: PPJ Faymert
Template name:  Corp Fayroll
Definition name:  NACHA
Description: National Automa:ed Clearing House Association file fermat
Filz type: Fixad
Matck records by: ABA/TRC
Account number

Account type

Account name

ID
Fil2 tc impor: Drowse..
Update by: © Adding new and updating existing transactions

© Adding new transactions cnly
© Updat ng existing transactions
© Delete existing and add new transactiors

Import file

6. Indicate file to import and update feature. Click Import File. The File Import Confirmation page appears.
7. Return to the Edit Template page to edit the individual line entries from the imported file.
8. Click Save Changes. The File Import Confirmation page appears.
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Deleting an ACH Payment Request

To delete an ACH payment request, complete the following.

Note: If you process ACH payments using the Transmit box on the Entry page, do not have the option to delete the
transfer requests in BeB. Those requests are processed immediately.

1. Access the Approve ACH Transactions Selection page:

Welcome  Reports w»

Make ACH payment /
Manage templates

Collect money via ACH /
Manage templates

» Approve ACH
transactions

Approve ACH templates

View completed ACH
transactions

Upload ACH transactions

View file status / Approve
ACH files

View uploaded ACH files

Quick Links:

Manage next
scheduled requests

Manage alerts

How Do l... Terms

Business eBanking

Transfers and Payments »

Account Senices w  Administration w

Approve ACH Transactions
All approvals must be received for a request before it will be transmitted.

r limi

Requests Awaiting Approval/Transmit

Requests without a checkbox have already been approved by you
Select all = Deselect all

Account Template Name uest T Amount Effective Date
[ I 2911 - CHECKING 2 PPD Payment §1.500.00 08/06/2014
Total:  $1,500.00
Continue

FAQs

Disclosures | Help | Sign Off

(To view details or delete a request, click the account.)

Entered By Eg Date  Approval Status

0 of 1 received

i e Ready to transmit

2. Click the Account link of the ACH transaction that need to be deleted. The Approve ACH Transaction
page will appear.

Welcome Reports »

Make ACH payment /
Manage templates

Collect money via ACH /
Manage templates

» Approve ACH
transactions

Approve ACH templates

View completed ACH
transactions

Upload ACH transactions

View file status / Approve
ACH files

View uploaded ACH files

Quick Links:

Manage next
scheduled requests

Manage alerts

Business eBanking

Transfers and Payments w

Account Services w  Administration w

Approve ACH Transaction
hew selection | View your ACH limits
Template Information

Template name:
Request type: PPD Payment
Company name/ID:  WEBER WELDING CO / 987235125
Template description: Funding2

*2911 - CHECKING 2

08/06/2014

Debit account:

Effective date

Credit/Destination Accounts

ABA/TRC Account
063113727 4567

Account Type Name

Checking Rick Recipient

Approval History Information

Disclosures | Help | Signoff =

Print this page

m

Delete request

Detail 1D Amount
$1.500.00

Total $1,500.00

3. Click Delete Request. The Verify ACH Transaction Deletion page will appear.
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Disclosures | Help | Sign Off
Business eBanking

Welcome Reports w  Transfers and Payments w  Account Services w  Administration w

Make ACH payment /

Manage templatos Verify ACH Transaction Deletion Biint this page
Collect money via ACH /
Manage templates You have sel d the following req to be deleted. Once pleted, the req cannot be d.

» Approve ACH
transactions
Approve ACH lemplates Template Information

View completed ACH

‘ Template name
transactions

Upload ACH transactions Request type: s
View file status / Approve Company name/ID: ~ WEBER WELDING CO / 987235125
ACH files Template description: Funding2
View uploaded ACH files Debit account: *2911 - CHECKING 2
Effective date 08/06/2014
O::::;Zk:m Credit/Destination Accounts
et ABA/TRC Account: AccountIxne. same Detail ID Amount
SE S DL 063113727 4567 Checking Rick Recipient $1,500.00
Total: $1,500.00

Approval History Information

Approval status: 0 of 1 received - Ready to transmit

Action User ID Date
Enter Request ADMIN 08/05/2014 01:46:00 PM (ET)

Delete Do not delete

4. Click Delete. A confirmation page will appear.
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Setting Up a One Time ACH Payment- Send Money without a Template

To set up a One Time ACH payment, complete the following:
1. Click Make ACH Payment / Manage Template from the Transfers and Payments tab. The Make ACH
Payment / Manage Templates page will appear:

Disclosures | Help | SignOfI
Business eBanking

Welcome Reports ¥ Acccunt Services v Administration ¥

» Make ACH payment |

Manage tomplatas Make ACH Payment / Manage Templates

Cullect money via ACH / > . i g RO /

Manage templates Send money without a templzte §Complete unsubmitt>d requests | Create 3 tempate | Main:ain file import

Approve ACH Uiansaclions g

Approve ACH templates Available Templates

View completed ACH i

transactions (To view or edit template detais, cick the temphte name.) ~ Show only templates for: | All Sevices [~]

Upload ACF transacticns . Template Name

Vi 8 S| oot ©  Corp dayroll PPD Paymert  *2010-PETTY CASH  WEBER WELDING CO/987235125
es
View uploaded ACH fles ) Corperate Payments ~ PPDPaymert  *2912-CHECKING:  WEBER WELDING COi987235125
£ FEDTAXES Federal Tax *2910-PETTY CASH  WEBER \WELDING C0/987235125
— £ FUNDING PPD Paymerl  *2910-PETTY CASH  WEBER WELDING CO/987235125
Manage next ©  Lerge template PPD Paymert ~ *2910-PETTY CASH  CCPPER WORKS/S87042222
heduled -equest
Schediied quess 7 SATE TAXES State Tax *2910. PETTY CASH  WEBER WELDING £0/987235125

Continue

2. Click Send money without a template. The Make ACH Payment without a Template page will appear.
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Disclosures | Help | Sign Off
Business eBanking

Welcome Reports w  Transfers and Payments w  Account Senices w  Administration w

» Make ACH payment /

Manage templates Make ACH Payment without a Template
Eﬂ:l;zc;en::;epyr'a?:sACH f Send money using a template | View your ACH limits

Approve ACH transactions Template Information

Approve ACH templates

View completed ACH

transactions Template name (optional):

Upload ACH transactions (To save this request as a template, enter a template name. )
View file status / Approve Request type: CCD Payment (Corporate) o
ACH files

Company name/ID: WEBER CONSTRUCT/987041111 =

View uploaded ACH files

Template description:
(Information that will be given to the transaction’s recipients, e_g. Payrol, Gas Bill}

Quick Links:
Manage next Debit account CHECKING 2-*2911 =
scheduled requests . .
Maximum transfer amount: 5 500.00
(Per detail account)
Effective date: 08 701 12014 E
(mm/ddlyyyy)

Continue

How Do |... Terms FAQs

3. Complete the fields as required.
4. Click Continue. The Add Payment Details page will appear.

Note: If a template name is used the template will be saved for future use.
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Business eBanking

Welcome Reports w

» Make ACH payment {
Manage templates

Collect money via ACH /
lManage templates

Approve ACH transactions

Approve ACH templates

View complated ACH
transactions

Upload ACH transactions

View file status / Approve

Transfers and Payments w

Account Services + | Administration -

Add Payment Details

Sand money using a template | View your ACH limits

Template Information

Template name:
Raguast type:

Company namedD.

CCD Fayment
WEBER CONSTRUCT/357041111

ACH files

Template description: 082014
View uploaded ACH files Debt account: 72877 - CHECKING 2
Maximum transfar amount % 40000
Quick Links
MManage next . . -
scheduled requests Eacielle 03 I [ 2014 __]
(i)
Conirol amount {optional): 5 0.00

(Intended value for the entre remplats)

Credit/Destination Accounts

an authenzed financial institution.

Payment instructions” @ Do nol process details with amounts of 50 00
Send details with amounts of 30.00 as payments

ABAMRC Account Number Account Type Name
Checking =
ABA search

Additional infermation (optional):

Add additional detail row

Continue

Complete the fields as required.
Click Continue. The Verify Payment page will appear.

© N o W

Confirmation page will appear.

These are the accounts which will receive the recorded amount when a payment request is transmitied. AB& numbers must be
for financial organizations authoerized for the exchange of elecionic ACH transactions. To enter 2 valid ABA number_ search for

Detail ID {optional)

Amount

5 0.00

Total: 5000

\anance amount: 5000

(Differencs betwesen Control
amount and Total )

DisCiosures | Help | Sign

Click Transmit to approve and transmit the request. The Payment Confirmation page will appear.
Click Submit for approval to submit the template into the Approve ACH Transaction queue. The Payment

Note: If Submit for approvalis used, the ACH Transmit task needs to be completed to transmit the payment.
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Viewing Completed ACH Transactions

To view history of ACH payments, complete the following:

1. Inthe ACH section of the Transfers and Payments section, click the View Completed ACH Transactions link.

The Search Completed ACH Transactions page will appear.

Business eBanking

Idake ACH payment £
Manage templates

Collect money via ACH J

Velcome Repots +  Transfers and Payments »  Account Senices w | Administration w

Search Completed ACH Transactions

Upto 18 months of data are available

Manage templates
Approve ACH transactions
Approve ACH templates

Account: Select all + Deselect all

Disciccurss | Hep | Sign o

» View complated ACH ABATRC Account Number  Account Name
fransactions [ BaiBatadz 422 Checking 11
Upload ACH transactions O B+Batgsz 2511 CHECKING 2
View file status £ Approve
ACH files " 1] 841841842 2912 CHECKING 3
View uploaded ACH files m 841841347 A5 checking 4

1] 541841842 *pg22 checking T
Quick Links:
Date @ Efective date
Manage naxt type: -

scheduled requests
5 Transmit date

Service Select zll « Deselect all
¥ CCD Collection
FCCD Payment
¥ Child Supgort Payment
9] CTX Collection
#| CTX Payment
[#| Federal Tax
#IAT Callection
¥ 1aT Payment
¥|PPD Caollection
¥ PPD Payment
V| State Tax
FISTP 820 Fayment

Date © Specificdate g7 131 /201
range: (MY Yy )

® From: ar Ll I 2m4
(mriddlyyyy )

To: o 3 2w
ey vy )

Generate report

Choose the accounts for which you want to view history.

Choose the Date Type.

Enter the desired date or date range.

Click Generate Report. The Completed ACH Transactions page will appear.

vk W
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Business eBanking

Disclosures | Help | SignG:

Welcome  Repots w  Transfers and Payments w  Account Services w  Administration w

Make ACH payment /
Manage templates

Collect money via ACH /
Manage templates

Approve ACH transactions
Approve ACH templates

» View completed ACH
transactions

Upload ACH transactions

View file status / Approve
ACH files

View uploaded ACH files

Quick Links:

Manage next
scheduled requests

How Do I... Terms

Completed ACH Transactions Print this page

New search

(To view details, click the account)
22912 -

CHECKING PPD Payment  §50.00 07/30/2014 ADMIN 07/29/2014 3463763225
3

T2912 -

CHECKING FED TAXES 710 Federal Tax $600.00 07/11/2014 ADMIN 07/10/2014 2748638799
3

Total: $650.00

FAQs

m

m

6. If necessary, click the Account link to view details. The Completed ACH Transaction Detail page appears:

Note: The Info Icon () represents Pre Note information in history or deleted templates.

07/28/16

22



