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INTRODUCTION

This course will cover how to manage ACH Templates in Digital Banking.

298>



@ Welcome to Digital Banking DemoDev202
More Info

.*"O
N4 *V.

CSI Commmunity Bank

Remember Usemame ]

SignUp Forgot Password  Forgot Username

Begin by logging in to your Online Banking account.
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You can click ACH from the menu on the left
or click the ACH section of the Overview on the landing page.
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In the Accounts Overview section, you will be able to see how many batches are scheduled
and how many of those batches are awaiting approval.
Select within ACH to continue.
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TEST FOUR
Effective: 04/29/2021
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ACH HISTORY
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" Effective: 04/22/2021
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4 TESTTWO

TAX PAYMENTS
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Updated: Apr 26, 2021 10:39:46 AM c
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$11.00 . a1
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Updated: Apr 26, 2021 10:39:45 AM C
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Click the + icon at the top of the ACH Batches section.

Next 7 days -

Updated: Apr 26, 2021 10:46:28 AM
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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 A FILE

Upload a delimited or MACHA 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

Next 7 days =

Updated: May 13, 2021 3:56:47 PM ()

NO TAX PAYMENTS

Last 7 days -

Updated: May 13, 2021 3:56:46 PM ()
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This will enable the ACH batch wizard, guiding you through various workflows including:
manually creating a new batch, using a previously created batch template, uploading an ACH file, or template management.

Click Manage ACH Templates.
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TEST CO.
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- APPROVED Edit an existing ACH batch template
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Effective: 05/07/2021

TEST CO.
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TEST TWO

Autobooks Effective: 05/07/2021 Updated: May 13, 2021 3:56:46 PM c
TEST CO.

o NO NOCS f RETURNS
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ACH HISTORY

Find Locations

Updated: May 13, 21
Messages

NO BAT(

Manage Alerts

On this screen you can select to create a new ACH template, or to edit an existing template.
Choose Create New Template, so you will be taken through the ACH template creation wizard.
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Updated: May 13, 21
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NEW ACH TEMPLATE

Next 7 days -

Updated: May 13, 2021 3:56:47 PM ()

NO TAX PAYMENTS

I

Templates are used to quickly create new ACH batches by
automatically filling out most of the fields required to complete
the process.

Last 7 days =

Let's start with giving the template a name:

Updated: May 13, 2021 3:56:46 PM (€]
NEW TEMPLATE NAME

Education Test

NO NOCS / RETURNS

Use 3 template name that will be easily recognizable for you and others
such as "Weekly Payroll"

The first step in the process is naming your template.
After a name has been determined, click Next.
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Effective: 05/07,/2021
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Company Management

APPROVED

TEST TWO
Autobooks Effective: 05/07,/2021
TEST CO.

Deposit Checks

Manage Cards

ACH HISTORY

Find Locations

Messages

Manage Alerts

Reports

Updated: May 13, 21

Updated: May 13, 21

NO BAT(

NEW BATCH TEMPLATE

COMPANY
Test

OFFSET ACCOUNT
Test test test *****(06

ENTRY DESCRIPTION
Payroll

by the originator

r(For example

DISCRETIONARY DATA

Discretionary data includes reference information for use by the originator

ENTRY CLASS
Prearranged Payment & Deposit (PPD)

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

Enter the necessary header information, then click Add Recipients.

Next 7 days =

Updated: May 13, 2021 3:56:47 PM

NO TAX PAYMENTS

Last 7 days =

Updated: May 13, 2021 3:56:45 PM

NO NOCS / RETURNS
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ACH BATCHES 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
Updated:May 13,2 batch. Updated: May 13, 2021 3:56:47 PM c

Next 7 days =

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

Test one
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TEST CO.
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APPROVED

Test one

Effective: 05/07/2021
TEST CO.

APPROVED Last 7 days =
TEST TWO

Effective: 05/07/2021 Updated: May 13, 2021 3:56:46 PM (3
TEST CO.
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NO BAT(

Credits (0) Debits (0)

40.00 50.00

The next step in creating a new ACH batch template is adding recipients (also known as detail records) to the batch.
Any detail records added here will be saved in your template in the state you leave them.
You can add additional detail records to the batch via two different methods.
The first includes the "+ Add Detail Record(s)" option, which allows the manual addition of new recipients.

The second includes the "+ Add Participant(s)" option, which allows you to select from a list of participants that have been built under a company.
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Move Money

ACH
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Company Management

Deposit Checks

Manage Cards
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ACH BATCHES

Updated: Af

SAVED FOR LATER
Test one
TEST CO.

ACH HISTORY

Lag

Updated: Ap

9 TEST FOUR
" Effective: 04/29/2021

TEST CO.

9 Test one
" Effective: 04/29/2021
TEST CO.

CREATE NEW DETAIL RECORD
ROUTING NUMBER

083900363 Next7 days
ACCOUNT Updated: Apr 29, 2021 1:02:53 PM Cc
011111117

NO TAX PAYMENTS

ACCOUNT TYPE
Checking

PAYMENT RELATED INFORMATION

ncludes addenda record information, which is used to provide the
payment receiver with remittance dataassociated with the transaction
Last 7 days -
NOTIFY VIA EMAIL Updated: Apr 29, 2021 1:02:53 PM G
Enter an email address, for recipient to be notified of ACH batch

brocessing NO NOCS / RETURNS

SAVE AS PARTICIPANT

SAVE & ADD ANOTHER

Selecting the + Add Detail Record(s) option will take you to a screen where individual recipients can be added to the batch.
Once these fields have been filled out for the detail record, you can click Save as Participant to add this record as a participant.
The Save & Add Another option, if you would like to manually add more detail records.

If you are finished adding detail records, you can click the Save option.
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Autobooks
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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

Next 7 days >

Updated:Ma paich. Updated: May 17, 2021 10:20:36 AM e
+ Add Detail Record(s) ‘ + Add Participant(s) I‘
N NO TAX PAYMENTS
SEARCH FOR... Q1=
ACH HISTORY
Fred Jones
ID: 56415655
111300958
Updated: Ma 45652212
Last 7 days -
N
Updated: May 17, 2021 10:20:35 AM (G
NO NOCS / RETURNS
Credits (1) Debits (0)
$256.36 $0.00

You will be taken back to the "Add Recipients" page of the ACH batch wizard.
Select the + Add Participant(s) button.
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Move Money SEARCH FOR... Next 7 days >
Updated: Mz Updated: May 06, 2021 9:49:14 AM
pd One 111300958 o ! C
ACH ID: 46895322 467842
?E‘;‘}C}V@% NO TAX PAYMENTS
Effective: 05/07/2021 TesT 27117345
TEST CO. ID: 165412215 27117345
Test 111300958
- SAVED FOR LATER
Positive Pay Test one ID: 5726288472 62826384
TEST CO.
b o : Test scores 111300958
ompany Managemen CAVED FOR LATER ID: 62817266482 62783611
Test one Last 7 days -
. TEST CO. Test test test 111300958
Deposit Checks ID: 618816383 6829164 Updated: May 06, 2021 9:46:09 AM (=
Testy it 111300958 NO NOCS / RETURNS
Manage Cards ID: 6189164 6192784

ACH HISTORY

Find Locations

Messages

Updated: Me + Create New Participant & Add to Batch

Manage Aleris TEST TWO
Effective: 04/30/2021

You will be taken to a screen where all participants built under this company are listed and can be selected for addition to the batch.
All details associated with the participant will automatically be moved into the batch upon selection.
If you do not see the participant, you are looking for, you can also create new participants from this screen and include them in the current batch.
To accomplish this, click the + Create New Participant & Add to Batch button.
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Move Money Next7 days -

Updated: Mz Updated: May 06, 2021 9:49:14 AM (&
ACH STATE
?E‘;‘;C?ﬁ% NO TAX PAYMENTS
Effective: 05/07/2021
TEST CO. ZIP
Positive Pay ?r‘;:fz:sn LATER
e oo EMAIL ADDRESS
Company Management CAVED FOR LATER -
Test one Natify Via Email ) Last7 days =
TEST CO. Send participant an email when any batches that participant is included in
Deposit Checks are submitted / processed. Updated: May 06, 2021 9:46:09 AM e
Universal Participant I:I
Manage Cards Universal participants are available to use for ACH batches related to any NO NOCS / RETURNS

of your companies. Leaving this option unchecked, will ensure this
participant will only be available to use with the current company.

ACH HISTORY

Find Locations PARTICIPANT'S ACCOUNTS: ~

+ Add Account

Messages

Updated: Mz

Manage Alerts TEST TWO
Effective: 04/30/2021

Enter the new participant’s information.
An account must be entered to save the participant.
Click + Add Account.
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Positive Pay
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Deposit Checks

Manage Cards

Find Locations

Messages

Manage Alerts

ACH BATCHES ADD PARTICIPANT ACCOUNT

ACCOUNT NAME Next 7 days -

Work Account
Updated: Mz Updated: May 06, 2021 9:49:14 AM c
ACCOUNT TYPE
APPROVED
i NO TAX PAYMENTS
TEST TWO Checklng
Effective: 05/07,/2021
TEST CO.
ROUTING NUMBER
11111111
SAVED FOR LATER
Test one
st ACCOUNT NUMBER
486841561
SAVED FOR LATER
Test one Last 7 days =
TEST CO.
Updated: May 06, 2021 9:46:09 AM c
NO NOCS / RETURNS

ACH HISTORY

Updated: Mz

TEST TWO
Effective: 04/30/2021

TreT An

Once these fields have been filled out for the participant account, you can click the Save Account option near the bottom of the screen.
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Next 7 days -

Updated: Mz Updated: May 06, 2021 9:49:14 AM

STATE
APPROVED

TEST TWO
Effective: 05/07/2021
TEST CO.

NO TAX PAYMENTS

ZIP

SAVED FOR LATER
Test one

TEST CO. EMAIL ADDRESS

test@email.com

SAVED FOR LATER
Test one Notify Via Email Last 7 days
=gl Send participant an email when any batches that participant is included in

are submitted / processed. Updated: May 06, 2021 9:46:09 AM

Universal Participant NO NOCS / RETURNS

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

participant will only be available to use with the current company.
ACH HISTORY
PARTICIPANT'S ACCOUNTS: ~
Lag
Work Account Edit Remove

/ Acct ¥ 486841561
UpdatediMi Routing 11111111

TEST TWO
Effective: 04/30/2021

You will be taken back to the Add New Participants page.
If you are ready to save the participant, click Save Participant at the bottom of the screen.
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Effective: 04/30/2021
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You will be directed back to the Select Participants screen where the participant you just created is marked for selection.
You can create additional participants by clicking the +Create New Participant & Add to Batch button and going through the participant setup again.
Once all desired participants have been selected, click the Add Selected Participants option at the bottom of the screen to add them to the batch.
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Detail records can be created and added to the batch manually by

Move Money selecting Add Detail Record(s). Selecting Add Participant(s) will Next 7 days ~
provide a list of pre-created participants that can be added to the
Updated:Ma haich. Updated: May 17, 2021 10:20:36 AM e
ACH : —
+ Add Detail Record(s) ‘ ‘ + Add Participant(s) ‘
N NO TAX PAYMENTS

SEARCH FOR... Q IF
ACH HISTORY
Positive Pay
Fred Jones
ID: 56415655
Company Management Updated: Ma
111300958 Last 7 days =
N 45652212
Autobooks Updated: May 17, 2021 10:20:35 AM &
Test
ID: 6818263784 .
Deposit Checks 111300958 : NO NOCS / RETURNS
62882635
Manage Cards
Find Locations
Credits (2) Debits (0)
$256.36 50.00
Messages I I

You will be directed back to the Add Recipients screen where the selected participants will be displayed.
You will need to add an amount and designate the type of transaction for each participant on the Add Recipients screen, then select Continue.
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Move Money TEMPLATE NAME Education Test Next 7 days -
FokkRk|
UpdeiediMg  OFFSETTING ACCOUNT Test test test 096 Updated: May 17, 2021 10:20:36 AM C
ACH ENTRY DESCRIPTION Payroll
N COMPANY NAME Test NO TAX PAYMENTS

DISCRETIONARY DATA

ENTRY CLASS Prearranged Payment & Deposit (PPD)
ACH HISTORY

FORTA T RECIPIENTS N

Company Management UpdatediMa DETAIL RECORD Fred Jones /
PARTICIPANT Test/ Last7 days =

N

Autobooks Updated: May 17, 2021 10:20:35 AM -
TOTALS N

Deposit Checks NO NOCS / RETURNS
CREDITS (2) $256.36
DEBITS (0 0.00

Manage Cards ©) S

Find Locations

Messages I I

On the review screen, you will be able to see all details of the current ACH batch template.
If all information contained within the review screen looks accurate, you can select to Save ACH Template.
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Updated: Ma Updated: May 17, 2021 10:20:36 AM (=
ACH
N NO TAX PAYMENTS

ACH HISTORY Your template has been successfully created. You can create a
new batch using your new template, create another new

Positive Pay template, or close this window.

Lag

Lol i Updated: Ma CREATE NEW BATCH WITH TEMPLATE

N
Autobooks Updated: May 17,2021 10:20:35 AM C

Last 7 days

CLOSE WINDOW NO NOCS / RETURNS

Deposit Checks

Manage Cards

Find Locations

Messages

Upon finishing the process, you will see a success message, letting you know that the ACH batch template was created properly.



