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ACH/Payroll: NACHA Upload

e Select ACH on the left of the screen or located ACH BATCHES on the main screen

View Accounts OVERVIEW

Move Money Next7 days >

ACH BATCHES

batches awaiting approval
0 scheduled o

TAX PAYMENTS

Positive Pa O payments awaiting approval
y 0 scheduled o ’
I
Company Management WIRE TRANSFERS
wires awaiting approval
Deposit Checks O 0 scheduled / 0 rejected 0 > 222
540
POSITIVE PAY
Manage Cards 335
" - $3.0
exceptions awaiting approval »
O 0 525
Find Locations $2.0
51.5
MY ACCOUNTS (1) $1.0
Messages an e

® Select the “+” next to ACH BATCHES

e HTNB TEST

% Manage Profile

L ACH BATCHES TAX PAYMENTS

=$ Move Money Next 7 days > Next7 days >

Updated: Jun 17, 2019 3:33:16 PM Updated: Jun 17,2019 3:33:16 PM c
Files must be approved no later than 4:00 pm CST i order to process on todays date. NO TAX PAYMENTS

NO BATCHES

Positive Pay
ACH HISTORY

Company Management

Last 7days

Updated: Jun 17, 2019 32901 PM c

& Deposit Checks

Files must be approved no later than 4:00 pm CST in order ta process on todays date.

Manage Cards
NO BATCHES

Find Locations
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e Select the “UPLOAD A FILE”

NEW ACH BATCH

What would you like to do?

NEW ACH BATCH
Create a new ACH batch

NEW BATCH FROM TEMPLATE

Create a new ACH batch from an existing
template

UPLOAD AFILE

Upload a delimited or NACHA formatted
ACH file

MANAGE ACH TEMPLATES
Create and edit ACH batch templates

MANAGE UPLOAD TEMPLATES
Select this option to create a new File
Upload template or manage existing

templates.

UPLOAD FILE

CLICK “SELECT A FILE”

e NAVAGATE TO YOUR
NACHA FILE THAT HAS
BEEN SAVED

You can upload a NACHA formatted file or a delimited file to
begin creating a new ACH batch. To begin please select a file
to upload

b
Nacha Test (9kb)
Detected Format: NACHA

e SELECT NEXT

Upload a different file.
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e Choose your ACH COMPANY

e Choose your OFFSETTING ACCOUNT

e SELECT NEXT

e REVIEW FILE AND SELECT SUBMIT FILE

UPLOAD DETAILS

File Information Batch Information

ACH COMPANY
ABC TEST COMPANY

OFFSETTING ACCOUNT
Checking ****512

The following batches were found in your file. Please select the
ones you would like to include:

ABC TEST COMPANY BAYROLL

ID: 123456 $514606.12 _
Effective: 06/18/2019 $514,606.12

w

Page 11 of 28



ACH/Payroll: CSV Upload
e Select ACH on the left of the screen or located ACH BATCHES on the main screen

View Accounis OVERVIEW

Move Money Next7 days =

ACH BATCHES

batches awaiting approval
0 scheduled ° ’
TAX PAYMENTS
Positive Pa payments awaiting approval
y 0 scheduled o ’
I
Company Management WIRE TRANSFERS
wires awaiting approval
Deposit Checks O 0 scheduled / 0 rejected o ’ Ejz
540
POSITIVE PAY
Manage Cards $35
exceptions awaiting approval 3 520
O ° 525
Find Locations 520
$1.5
MY ACCOUNTS (1) ¥ Q $1.0
Messages e

e Select the “+” next to ACH BATCHES

e HTNB TEST
% Manage Profile

et ACH BATCHES TAX PAYMENTS

Move Money Next 7 days > Next 7 days >

Updated: Jun 17,2019 3:33:16 PM

Updated: Jun 17, 2019 3:33:16 PM

Files must be approved na later than 4:00 pm CST in order to process on todays date NO TAX PAYMENTS

NO BATCHES

Positive Pay
ACH HISTORY

Company Management

Last 7 days

Updatedt Jun 17, 20193:2901 PM c

i Deposit Checks

Files must be approved no later than 4:00 pm CST in order to process on todays date

Manage Cards
NO BATCHES

Find Locations
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NEW ACH BATCH

What would you like to do?

NEW ACH BATCH
Create a new ACH batch

NEW BATCH FROM TEMPLATE
Create a new ACH batch from an existing
template

UPLOAD AFILE

Upload a delimited or NACHA formatted
ACH file

MANAGE ACH TEMPLATES
Create and edit ACH batch templates

MANAGE UPLOAD TEMPLATES
Select this option to create a new File
Upload template or manage existing
templates.

UPLOAD FILE

e  SELECT “UPLOAD A FILE”

e  CLICK “SELECT A FILE”

e NAVAGATE TO YOUR NACHA FILE THAT
HAS BEEN SAVED

e  SELECT NEXT

—

You can upload a NACHA formatted file or a delimited file to
begin creating a new ACH batch. To begin please select a file
to upload.

O
CSV PAYROLL TEST.csv (Okb)
Detected Format: Delimiter Separated

Upload a different file...

Page 14 of 28



e SELECT YOUR PRE-EXISTING TEMPLATE FROM THE DROP DOWN (THE FIRST BOX) OR
e CREATE ATEMPLETE OR
e ORGANIZE YOUR FIELDS TO BE IN THE SAME ORDER AS THE CSV FILE

o FIELDS ARE ORGANIZED BY CLICKING AND DRAGGING

o ADD A FIELD BY CLICKING INSERT NEW FIELD

UPLOAD DETAILS

Choose a layout template to apply (optional):

LAYOUT TEMPLATE >

Heads up! Applying a template will remove any layout that you may have
created below.

Select the fields contained in the delimited file and place them in the
order they exist from left to right. If you would like to ignore a field,
insert a FILLER notation

Effective Date

Routing # (w/Check) Required
Receiver Account Required
Receiver Full Name Required

Amount Required

+ Insert New Field

Select a Delimiter:

DELIMITER
Comma ()

Number of Header Rows to Skip:

HEADER ROWS
1

READ FILE »

e Select READ FILE
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UPLOAD DETAILS

ACH COMPANY
ABC TEST COMPANY -

OFFSETTING ACCOUNT
Checking ****512

Approve (]

DORIS DAY $1.10
i 071902030

ROCK HUDSON §2.20
222222 071902030

JAMES GARDNER $3.30
333333 071902030

REVIEW FILE UPLOAD

CSV PAYROLL TEST.csv
ABC TEST COMPANY

FILE
ACH COMPANY

OFFSETTING ACCOUNT Checking 512

TOTALS

CREDITS [0) $0.00
DEBITS (3)

RECIPIENTS

e Choose your ACH COMPANY

111111/ 8170
222222 f 52.20
333333 /53.30

DORIS DAY
ROCK HUDSON

e Choose your OFFSETTING
ACCOUNT

JAMES CARDNER

e Review your list of Participants

(employees) before submitting

e To APPROVE Select NEXT

e Select SUMBIT FILE

SUBMIT FILE
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ACH/Payroll: Creating a Batch
e Select ACH on the left of the screen or located ACH BATCHES on the main screen

View Accounis OVERVIEW

Move Money Next7 days =

ACH BATCHES

batches awaiting approval
0 scheduled °

TAXPAYMENTS

Positive Pa payments awaiting approval
y 0 scheduled o ’
I
Company Management WIRE TRANSFERS
wires awaiting approval
Deposit Checks O 0 scheduled / 0 rejected o ’ Ejz
$4.0
POSITIVE PAY
Manage Cards $35
O exceptions awaiting approval o 3 520
$2.5
Find Locations 520
$1.5
MY ACCOUNTS (1) ¥ Q $1.0
Messages e

® Select the “+” next to ACH BATCHES

e HTNB TEST
% Manage Profile

View Accounts ACH BATCHES TAX PAYMENTS

Move Money Next 7 days > Next7 days >

Updated: Jun 17,2019 3:33:16 PM Updated: Jun 17,2019 3:33:16 PM

Files must be approved no later than 4:00 pm CST in order to process on todays date. NO TAX PAYMENTS

NO BATCHES

Positive Pay
ACH HISTORY

Company Management

Last7 days >

Updated: Jun 17,2019 3:25:01 PM c

% Deposit Checks

Files must be approved no later than 4:00 pm CST in order to process on todays date

Manage Cards
NO BATCHES

Find Locations
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NEW ACH BATCH

‘What would you like to do?

NEW ACH BATCH
Create a new ACH batch

1 NEW BATCH FROM TEMPLATE
i Create a new ACH batch from an existing
template

UPLOAD A FILE

Upload a delimited or NACHA formatted
ACH file

I MANAGE ACH TEMPLATES
H
i Create and edit ACH batch templates

1 MANACE UPLOAD TEMPLATES
é Select this option to create a new File
Upload template or manage existing
templates.

NEW ACH BATCH

BATCH NAME
payroll

COMPANY

e SELECT “NEW ACH BATCH"” or ABC Corp

NEW BATCH FROM TEMPLATE
if you have a template created

OFFSETTING ACCOUNT
Checking *****077

ENTRY DESCRIPTION
payroll

e Create Batch by entering:

o BATCH NAME

o CHOOSE COMPANY

o OFFSETTING ACCOUNT

o CREATE AN ENTRY
DESCRIPTION

o ENTRY CLASS (PPD FOR
PAYROLL CCD FOR
PAYING A BUSINESS)

The entry description is used by the originator to provide a description of
the transaction for the receiver (For example “Payroll” or "Dividend”)

DISCRETIONARY DATA

Discretionary data includes reference information for use by the originator

ENTRY CLASS

Prearranged Payment & Deposit (PPD) N

The entry class defines the type of ACH entries contained in the batch

e Click ADD RECIPIENTS

ADD RECIPIENTS -~
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e The list of your PARTICIPANTS (employees) will appear
e Select them by clicking the box within their profile

SEARCH FOR...
7,2019 4.27.57 | .
: Doris Day 071902030
1D: 1234%6
55 on todays
Rock Hudson 071902030
1D: 232444
ATCHES R
|

e Click ADD SELECTED PARTICIPANTS
e If you need to add a NEW PARTICPANT or NEW EMPLOYEE, click CREATE NEW
PARTIPANT & ADD TO BATCH directly above the green button.

+ Create New Participant & Add to Batch

ADD SELECTED PARTICIPANTS -

e Add dollar amount for each employee in each employee box (pictured on the next

page).
e Credit will be auto selected
e If you wish to take money from the participant, select DEBIT

e Make sure your Credit total at the bottom of the page matches your payroll total for

that pay period
e Select SCHEDULE BATCH
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ADD RECIPIENTS

Detail records can be created and added to the batch manually by
selecting "+ Add Detail Record(s)". Selecting "+ Add Participant(s)”
will provide a list of pre-created participants that can be added to the
batch.

+ Add Detail Record(s) | | + Add Participant(s)

SEARCH FOR...

Doris Day

ID: $.50

071902030
123456

Rock Hudson

ID: S'EO

Debit

071902030
333444

Credits (2) Debits (0)
$1.00 $0.00

SCHEDULE BATCH =




e After selecting SCHEDULE
BATCH, you will now schedule SCHEDULE BATCH
your batch

Is this a One-Time or Recurring bateh?

SCHEDULE TYPE

e In the first box select if thisis a One-Time
ONE'TIME Payment ora When should it occur?
EFFECTIVE DATE
REOCCURING R
¢ Inthe second box, chose the After Hollday O
. Payments that fall on a holiday or weekend will be paid the next available
date you would like the business oay

payment made

e Click SELECT APPROVERS

e Review batch details (example
on the next page) and click
SUBMIT FOR APPROVAL

SELECT APPROVERS -
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REVIEW BATCH

STATUS

BATCH NAME payroll
OFFSETTING ACCOUNT Checking ****+(077
ENTRY DESCRIPTION payroll
COMPANY NAME ABC Corp
DISCRETIONARY DATA

ENTRY CLASS Prearranged Payment & Deposit (PPD)

RECIPIENTS

PARTICIPANT Doris Day / $0.50

PARTICIPANT Rock Hudson 7 50.50

SCHEDULING

SCHEDULE TYPE One-Time
EFFECTIVE DATE 6/21/19
HOLIDAY Before

TOTALS

CREDITS (2)
DEBITS (0)

SUBMIT FOR APPROVAL




v

BATCH CREATED

Your batch has been successfully created. You can create a
new batch or save this batch as a template for use later on.

CREATE NEW BATCH

SAVE BATCH AS TEMPLATE

CLOSE WINDOW

e If you are finished with creating batches, select CLOSE WINDOW

e If you are the Administrator for your account or have ACH APPROVAL Authority, your
batch will show up as approved or give you the option to approve.

e To delete the batch, click on the batch and select DELETE BATCH.

ACH BATCHES

Next 7 days =

Updated: Jun 17, 2019 4:43:33 PM c

Files must be approved no later than 4:00 pm CST in order to process on todays date.

payroll $1.00
Effective: 06/21/2019 50.00
ABC Corp
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Adding a New Participant (Employee)

e Select COMPANY MANAGEMENT located on the left side of your screen

e Select the Company you wish to add a participant to
e CM Test

£ Manage Profile

& View Accounts COMPANY MANAGEMENT +

= Move Money Updated: Jun 18,2019 10:16:32 AM c

o ABC Corp D: 1222222222
ACH EIN: 222222222

Company Management

% Deposit Checks

Manage Cards

e Select PARTICIPANTS, then +ADD PARTICIPANTS

EDIT COMPANY

Details Participants Limits

COMPANY NAME
ABC Corp

SHORT NAME
Payroll Acct

The company's short name is the name displayed within an ACH file.

EMPLOYER ID NUMBER (EIN)
222222222

COMPANY PARTICIPANTS

Details Participants Limits

+ Add Participant

Doris Day
ID:

Rock Hudson
ID:
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e Fill in the Participants FULL NAME in the first box
e The address and email address are NOT required
e Scroll to the bottom of the screen and select +ADD ACCOUNTS

are submitted / processed.

CREATE PARTICIPANT

Universal Participant O

Universal participants are available to use for ACH batches related to any
FULL NAME of your companies. Leaving this option unchecked, will ensure this

articipant will only be available to use with the current company.
James Gardner P

PARTICIPANT'S ACCOUNTS: ~

IDENTIFICATION NUMBER

+ Add Accounts

ADDRESS 1

e Nickname the Participant’s Account in the first box
e Choose the type of account

e Enter the Account Number

e Enter the Routing Number

e Select Save
Select Save again
" e The New Participant has now been added
to your list of Participants
e Click Save ALL

ACCOUNT NAME
Jimmy's Checking

ACCOUNT TYPE >
Checking
Universal Participant O
Universal participants are available to use for ACH batches related to any
ACCOUNT NUMBER of your companies. Leaving this option unchecked, will ensure this
333333 participant will only be available to use with the current company.
PARTICIPANT'S ACCOUNTS: -~
ROUTING NUMBER
071902030 ) ) )
Jimmy's Checking Edit Remove

Checking / Acct #333333
Routing 071902030

+ Add Accounts

SAVE
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Create a Wire

e Select Wires on the left of the screen or Wire TRANSFERS

e HTNB TEST
% Manage Profile

B View Accounts

OVERVIEW
Move Money Next7days > HOMETOWN
National Bank
ACH BATCHES
batches awaiting approval
0 scheduled o
Wires ~
TAX PAYMENTS Q . ] @
LOCATIONS CALL EMAIL ‘WEBSITE
Positive Pay payments awaiting approval ° N
0 scheduled
Company Management WIRE TRANSFERS MONTHLY ACTIVITY

$4.50
$4.00
$3.50

POSITIVE PAY

O wires awaiting approval ° R 5500 .
i Deposit Checks 0scheduled / 0 rejected /

& View Accounts

WIRE TRANSFERS

Move Money Next 7 days

Updated: Jun 18, 2019 11:31:33 AM (&
ACH

Wire requests must be approved by 3:00 pm CST for same day processing.

NO TRANSFERS

Paositive Pay

e C(Click the + and choose NEW WIRE.

e Select DOMESTIC or INTERNATIONAL WIRE. If you are doing a wire from one of

your TEMPLATES, select NEW FROM TEMPLATE and choose your template from

the drop-down box.

NEW DOMESTIC WIRE

COMPANY
ABC TEST COMPANY

ACCOUNT
Checking *3512

AMGUNT
$0.01

RECIFIENT INFORMATION
NAME
Baob White

ADDRESS 1
1540 5. Waupecan Read

ADDRESS 2

cmy
Verona

sTATE
lllinois

2P
60479

CONTINUE +
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e Fill out the first three boxes with where you are sending the wire from and the
dollar amount in US Dollars

e Fill out who you are sending the wire to in the RECIPENT INFORMATION
SECTION

e Fill out the Bank Name and Routing number of the account you are paying from

e Scroll down to fill out the RECIPENT’s Bank Information in the_Beneficiary

Financial Institution

e C(lick Continue when the information is complete.
e Choose the date for the wire to occur

e Click the APPROVE circle to approve immediately

SCHEDULE

Up When should it occur?

DATE
be approve 6/18/19 (Immediately) ust be app!

Future dated wire transfers will be made available to the bank for
PTOCESEINY 2T 8U0ANT CT O e TaTe Saeeen

Approve
Approved wire transfers will no longer be editable on the scheduled date
after bank processing is complete

e Review the information

e Click CREATE WIRE to Submit the wire to Hometown
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