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Business ACH & iBanking Terminology

This section reviews terminology that is commonly used with ACH and iBanking. These terms will be used
throughout this document to explain Business ACH and iBanking.

Account Level Entitlements — Permissions that can be controlled (enabled or disabled) for a business or
business user by specific accounts. For example: a user can have the stop payment functionality turned on,
but the FI can restrict which accounts are eligible to perform stop payments by disabling the account
entitlement for stop payments. For more information, please see the “ACH Entitlements” section of this
guide.

ACH - An electronic funds-transfer system run by the National Automated Clearing House Association. This
payment system deals with payroll, direct deposit, tax payments and many more payment services.

ACH Transaction — A monetary item that is routed through the automated clearinghouse network for
settlement on a specified date.

Balanced file — A file that contains an offsetting settlement entry to the originator’s account.
Batch — A collection of transactions.

Batch Template — A copy of an ACH batch that can be saved in iBanking to allow the end user easy access to
update and initiate a batch without recreating the entire batch.

Business — The organization within INSIGHT (for example: ABC Company — Org#1234).

Business Users — The users that have an iBanking profile that relates to a specific business (for example: John
Smith has username User01 that resides under ABC Company).

Cutoff Times — A time at which a file is no longer eligible to be processed on the same business day. These
can apply to either the end user or the Financial Institution.

Entitlements — Permissions within iBanking that control an end user’s functionality.

End User — The financial institution’s customer or member that is enrolled in iBanking. In relation to this
guide, this is also the business user.

Initiate a batch — When an end user sends their ACH batch to the Fl for processing through the native
iBanking business ACH platform.

Lead Days — The number of days to which an ACH batch can be submitted by the end user before the
effective date within the file.

NACHA — The National Automated Clearing House Association manages the development, administration,
and governance of the ACH Network, the backbone for the electronic movement of money and data in the
United States.

Native ACH — ACH batches or transactions that are created and initiated by iBanking.
ODFI — The Originating Depository Financial Institution.
Originator — The party who creates an ACH transaction.

Participants — The parties within an ACH batch that a business user is either debiting or crediting via ACH.
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Pass-thru — A function in iBanking that allows business users to pass a previously created ACH file (created
outside of iBanking) through the iBanking console for processing to the Fed.

Prenotification (prenote) — A non-monetary entry that an originator sends through the ACH network to an
RDFI. It contains the same posting information (with the exception of dollar amount and transaction code)
that subsequent entries to the particular receiver will carry. The transaction allows RDFI’s to validate the
posting information.

RDFI —The Receiving Depository Financial Institution (the receiver’s bank).
Receiver — The party whose account receives an ACH transaction.

SEC Code — Standard Entry Class code. Three-letter code that uniquely identifies the type of ACH payment
(for example, PPD)

Unbalanced file — A file that does not contain an offsetting settlement entry to the originator’s account and
for which the ODFI creates the offsetting entry.

End User Guide

This section will review the customer/member facing ACH pages, modules, and functionality.

Getting Started

In order for a business user to utilize ACH, the FI will need to enable this feature for the business and
business user. Please refer to the ACH Entitlements section for more details on enabling the features. Once
the business and business user have applicable permissions, the business user will have an ACH tab or ACH
icon (depending on the iBanking theme selected by the Fl) that displays along with the other main tabs and
icons.

v
P23 ~
Accounts Pay Bills Transfer Funds Manage My Money ACH Wires Self Service

When the user clicks on the ACH tab or icon, they will have the ability to see the functionality that the FI
entitled for their profile. The submenu bar will display items such as participants, batches, activity, pass-thru,
and import menu options.

Participants
Participants are the parties within an ACH batch that a business user is either debiting or crediting via ACH.
This section will review how to create, update, remove, or delete an ACH participant.

Creating a participant

Participants can be created by utilizing one of the three different options in iBanking. Participants can be
added via the Participants module directly, via the creation of a native ach batch, or via the import process.
All of these options will be reviewed in this section.
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The Participants module
To create a participant via the Participant module, follow these steps:

1) Navigate to the Participants page by clicking on the ACH tab or icon that displays along with the
other main tabs and icons and click on the Participants tab or submenu item (ACH > Participants).
This will pull up any existing participants that have already been created by the business.

i E 7 & s

Accounts Pay Bills Transfer Funds Manage My Money ACH

2) Click on the “Add Participant” button at the bottom of the page.

Participants
v Participants
Nickname Unigue Group | Account Routing Account Status
Identifier Number Number
Test John 987654321 011900571 Checking Active
Smith
Test Pers 555 123456739 011900571 Checking Active @& X
Victor J Test 333 12345555 011900571 Checking Active & X

Add Participant

3) Complete the fields in the Participant Details screen that is displayed. Please note that an asterisk (*)
identifies a required field.

< Helpful Hint - The unique identifier is a field to help track the participant.
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Participant Details

* Participant Details

= Mame: 1est Participant
* Nickname: Test Fers
Institution Name:  Bank of America
* Routing Mumber: 011900571 7
* Unique ldentifier: 555
* Account Mumber: 123456769

* Confirm Account Number: 123456789

L1

" Account Type:  Checking

* Status:  Achve

4k

Group:

Discretionary Data:

4) Once the applicable data has been entered, click “save” and the participant will be added to the list
of current participants.

Participants

‘ i The participant “Test Pers™” has been added. ‘

MNickname Unigue Group Account Account Status
Identifier Number umber Type

Test Pers 123456789 011900571 Checking Active

6|Page



Creating participants via the Batch module
To create a participant while creating a native ACH Batch, follow these steps:

» Please note: to review details on how to create an ACH batch, please refer to the “Creating an ACH

Batch” section of this guide.

1) While in the process of creating an ACH Batch, at the bottom of the Batch Details module click the
button that says “Add Participants”.

Batch Details

v Batch Details i

* Batch Name:

4p

* Transaction Type: = PPD Credit - Consumer Credit

Company Discretionary Data:

* Company Entry Description:

L1

* Company:
+ Show Memos

Batch Entries

There are no batch entries.

Active Total: $0.00(2) Hold Total: $0.00 (2) Prenotes: 0

Initiate Prenotes Add Participants ﬁ Save and Close

2) All of the participants that have been created by the business will display in a pop up window. At the
bottom of this pop up window, the user will need to click the “New Participant” button.

Participants

Unigue Identifier Account Number Routing Number Account Type

011900571 Checking Active

Test Pers 555 x6789
Vines f58086a5-de74-4 #4166

063102152 Checking Active

New Participant Add Selected Participants

3) Complete the fields in the Participant Details pop up window and click save. Please note that an
asterisk (*) identifies a required field.
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Participant Details

* Name:

* Nickname:

Institution Name:

* Routing Number:

* Unique Identifier:

* Account Number:

* Confirm Account Number:

* Account Type:

* Status:

Group:

Discretionary Data:

John Smith
Test John Smith
Bank of America
011900571

444

987654321
987654321
Savings

Active

4) The newly created participant will be added to the list of participants that have previously been
created by the business. This participant is now available to add to the batch in process.

5) To add the new participant to the ACH batch, check of the box next to the applicable participant and
click the “Add Selected Participants” button.

Participants

{ y The participant “Test John Smith” has been created.

Lln|queldenl|fer Account Number Routing Number Account Type

Test John Smith x4321 011900571 Savings Active
Test Pers 565 x6789 011900571 Checking Active
foa086a5-deT4-4 %4166 063102152 Active

Checking

New Participant Add Selected Participants

Vines

6) The participant will be added to the batch and saved within the existing participants located on the
Participant page.
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Participants

* Participants

Nickname Unigue Group Account Routing Account Status
Identifier Number Number

Test John 987654321 011900571 Checking Active
Smith
Victor J Test 333 12345555 011900571 Checking Active & X

Add Participant

Adding participants via the Import process
The Batch Import feature allows end users to upload participants into exiting Batches. This feature can be

utilized to both import AND override any data associated with a Batch (name, nickname, participants,
transaction amounts, prenote, holds, etc.).

The end user can utilize either a CSV file, ACH file, or create the template of the participant file that will be
uploaded to the existing Batch. All of these options will be reviewed in step #2 of how to create participants
while using the Import process.

¢ Helpful hint- If an end user is looking to upload participants, but does not want to associate the
participants with a specific batch, the user can create a temporary batch to upload the participants
into and then delete the temporary batched that was created. The loaded participants will remain
in the Participants module and can be selected for future batches.

To create a participant while using the Import process, follow these steps:

% Helpful hint — these steps are included on the “Important information about Batch Import” module
that is found on the Import page in iBanking.

1) Navigate to the Import page by clicking on the ACH icon or tab, and then clicking on the Import tab
or submenu item (ACH > Import).

w

# Bl 3 ¢ = o I

Accounts Pay Bills Transfer Funds Manage My Money ACH Wires Self Service

2) Inorder to import participants into iBanking, the participants require a batch to be associated with.
If a batch does not already exist to incorporate these participants, a batch will need to be created
before the participants are imported. For more information on how to create a batch, refer to the
ACH Batches section of this guide.
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3) The end user can utilize either a CSV file, ACH file, or create the template of the participants file that
will be uploaded to the existing Batch.

a. Inorderto use a CSV file to import participants, the end user must follow these
specifications for the file.

File Spec:

First/last name, account number, routing number, nickname, $ amount for the batch,
account type, n,

Account types:
32 = Savings
22 = Checking

Format Example:

John Smith L.,13543789,102300970,John’s Account,0,32,n,
John Smith 2,13543789,102300970,John’s Second Account,0,22,n,

% Helpful hint- It is highly recommend that this set up in a text editor (notepad, text edit, etc.) and
saved with a .csv extension when completed. Do not open the file in excel. This will avoid Excel
dropping lead zeros in account/routing numbers and help ensure that the file is correctly formatted.

b. Inorder to use an ACH file to import participants, the end user must use a NACHA formatted
file.

c. Toadd a template that outlines the type of file that will be used to import participants,
follow these steps:

i.  Onthe Import page of iBanking, scroll down to the File Format Specification module
and click the “Add a New File Format” link. Once the format has been added it can
be selected in the File Format drop down for future imports.

* File Format Specification

Add a New File Format

File Format Name Last Update *

I

No file formats defined yet

ii. The File Format Specification module will expand with options the end user can
select to outline the template. Each section has instructions on how to complete
each field.
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+ File Format Specification

* Format Mame: = Enter a name for this file specification

* File Type: Fixed Width &« CS5V | Tab Space |  Custom

* Amount Decimal: Choose Decimal for Me (Ex: 1337} » Default (Ex: 13.37)

f you are uploading transactons that have cenis but did not include a decimal, select
"Choose Decimal for Me.” If you explicily marked cents in the fransaction amounts, choose
default

* Recipient Name: | "Last, First" (= "First Last”
Below, specify if you would like us to ovenarite any recipient records that you have previously
uploaded. You can also sedect field(s) that we should use to identify recipients that you have
previously uploaded. You can also determine if we should look for recipients based on all or
any of the field(s) you selected.
o Overwrite Existing Recipients

Based On: o Name JRﬂu‘ﬁrﬂ Mumber [+ Account Number

o Nickname | Category Disc Data
Inst Mame Memao Status
Unigue 1D

Match: = All Fields Selected Any Fields Selected

Please specify which of the following data fields are in your file. For example. if the Routing
Mumber is the Gth field in your file place a "6 in the "Riouting Number" data field. Please note,

all fields that have an asterisk are required.

First Name:

* Company { Last Name:

* Routing Mumber:

* Account Mumber:

* Nickname:

Amount:

* Transaction Type:

Prenocte Flag: I,

e

Discretionary Data:

Institution Name:

Memao:

Status:

* Unique ID:

Group:

=3 .
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iii. Enter the data field that will be included in the template:

Format Name
This is for the end user’s records, in the event that the user would like to upload different
file types in the future.

File Type
This will determine what type of file is being uploaded.

e CSV = Comma Separated

e Tab = Tab delimited

e Space = Space Delimited

e Custom = Any other character used to separate data fields in your file.

Amount Decimal

Adjust this setting based on how the file formats dollar amounts. If added decimal points
indicates cents (ex: 13.37), then use the Default setting. Otherwise use “Choose Decimal For
Me” (1337).

Recipient Name
Indicate how the recipient name should appear in the transaction. The default is “First
Last.”

Overwrite Existing Participants - Based On & Match

This section is where the user can control how to identify participants that have already
been uploaded or added to online banking.

For example, if the user has already uploaded/added John Smith and has the same John
Smith participant in the new upload file —

o The “Overwrite” option will make sure that iBanking only retains the
one record of John Smith. If this option is not selected, iBanking would
have two records of John Smith.

e The “Match” option indicates how the system should match the new
participants to the existing participants. The system can match on
either multiple fields combined or one field to determine if the
participant already exists in the online banking profile.

Please note:

If selecting the “Any Fields Selected” option, review the “Based On”
fields that have been selected. The user should remove any general
fields, such as Routing Number, to avoid replacing participants on a field
that other non-duplicate participants would contain.

Data fields

The last section allows the user to setup which data fields are present in the file. For
example, if the account number will be the first data field in the file, enter a “1” in the
Account number text field. Please note that an asterisk (*) indicates a required field.
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Please Note:
e Transaction Type: In the import file, this value can be set with the ACH
transaction code (ex: 22, 27, etc.) or “S” for savings, “C” for checking.
e Unique ID: This value is used for the receiving (external) bank to further
identify the transaction and/or recipient of the transaction. If the user
does not have a value to place here, most individuals use a last name.

iv. When the file format has been completed, click Save.

First Name: | 1

= Company / Last Name: 2
* Routing Number: 4

* Account Number: = 3

* Nickname: 6

[44]

Amount:
* Transaction Type: 7
Prenote Flag: 2
Discretionary Data:

Institution Name:

0w

Memo:
Status:
*Unigque ID: | 8

Group:

v. The new format will be displayed with any existing formats in the File Format
Specification module. This format can now be selected when importing participants
to an existing batch.
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¥ File Format Specification

Add a New File Format

File Format Mame Last Update L] _

Imgort Test Batch 08/2002015 11:13:10 AM & X

4) Inthe Batch Upload module select the Batch Template that the participants should be added to, the
File Format that the file will be utilizing, and click browse to locate the file that will be imported.

5) Once the file has been selected, click import.

v Batch Upload

Batch Import

= Batch Template: = Test Import Batch

4k

* File Format: = ACH

s
v

oW
[1:]

HAABG StuffACHVACHF  Browse...

=N T

% Helpful hint- iBanking will display a message for the participants that were not uploaded.

6) The batch will now include all the successfully added participants and all of the participants that
were imported will now display in the Participants page.

[ame nique Group | Account Routing unt Status
Identifier Mumber Mumber Type

12507462099 851e5441-2 392310222 021117418 Checking Active

f55-4
Test John 444 957654321 011900571 Savings Active & X
Smith
Test Pers 555 123456789 011900571 Checking Active @ X
Victor J Test 333 12345555 011900571 Loan Active @ X

Add Participant

¢ Helpful hint - The user can now delete the batch if it was not needed. The participants that were
imported will remain saved in the Participants module.
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Updating a participant

Participants can be updated within iBanking using three different methods. The end user can update a
participant via the Participant module, while editing an existing batch, or by using the Import process. All
three of these methods will be reviewed in this section.

% Helpful hint- The end user must have the “Manage Batches and Participants” entitlement in order to
add or edit batches.

The Participants module
An end user can edit an existing participant by utilizing the Participants page in iBanking. To edit or update a

participant, follow these steps:

1) Navigate to the page by clicking on the ACH icon or tab and then clicking on the Participants tab or
submenu item (ACH > Participants).

w

1 B4 el & @ 6 1

Accounts Pay Bills Transfer Funds Manage My Money ACH Wires Self Service

2) To edit a participant, click on the green pencil and paper icon by the applicable record.

Mickname Unigue Group Account Routing Account Status
Identifier MNumber Number Type

1250746299 851e5441-2 392310222 021117418 Checking Active
554

Test John 444 987654321 011800571 Savings Active @ X

Smith

Test Pers 555 123456789 011900571 Checking Active @ X

Victor J Test 333 12345555 011900571 Loan Aciive [EZJK

Add Participant

3) The Participant Details will display allowing the end user to edit the fields. Update the fields as
needed and once completed, click “Save”.
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Participant Details

*Name: Victor Johnson
* Nickname: = Victor J Test
Institution Name: =~ Bank of America

* Routing Number: =~ 011900571

* Unique Identifier: = 333
I need to change the account number
Account Number: x5555
Account Type: Loan

* Status:  Active

4k

Group:

Discretionary Data:

4) The newly change information is now saved for this participant and will reflect in any batches they
are associated with.

Updating a participant via the Batch module
The end user can update an existing participant while editing a batch template. To update a participant while
using the Batch module, follow these steps:

1) Navigate to the Batches page, by click on the ACH icon or tab and then clicking on the Batches tab or
submenu (ACH > Batches).

v

ff H 2 & m o Il

Accounts Pay Bills Transfer Funds Manage My Money ACH Wires Self Service

Batches

2) Edit the batch that utilizes the existing participant by clicking on the green pencil and paper icon.
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v Batches

Show Search Options

Batch Company | Transaction | Amount Effective Date

Type

N : Test Batch Hillview PPD Credit 82158 2
ame: Test Batc ilview redi ki3 0872172015
Fund From: x0364 ORG Propert - - Consumer
Checking *3627 Credit
Name: Test Import Batch Hillview PPD Credit  $100.00 1 08212015 @ X
Fund From: x0364 ORG Propert - - Consumer
Checking %3627 Credit

3) To update a participant, click the green pencil and paper icon by the applicable record.

Mickname Unique Account Account Hold Prenote Amount
Identifier Number Type
444

%4321 Savings § 98.01

Test John
Smith
Memo: Week of 31
Test Pers 565 *B789 Checking & X

§ 723.57

Memo: 9/1-9/15

Active Total: $321.58 (2) Hold Total: $0.00 (2) Prenotes: 0

Initiate Prenotes Add Participants ﬁ Save and Close

4) A pop up window will open with the existing data for the participant.
¢ Helpful hint- If the end user needs to change the participant’s account number, they will need to
either use the import process or the Participants module. Account numbers cannot be edited within

the batch.

5) Once the applicable fields have been updated, click Save.
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Participant Details

“Name: | John Smith
*Nickname: = Test John Smith
Institution Name: = Bank of America
* Routing Number: | (011900571
* Unique Identifier: | 444

Account Number: y4374
Account Type: gayings

* Status: | Active
Group:

Discretionary Data:

Once the participant has been successfully updated, the end user can close out of the batch and the
new participant information will be saved.

Updating a participant via the Import process
The end user can replace an existing participant with new information for that individual by utilizing the
import process. This process is generally used to edit a large amount of participants at once. If the business

is only interested in updated a couple of participants, the previous two options are more efficient.

>

To review the entire import process, please refer to the “Adding Participants via the Import
process” section of this guide.

In order to use the import process to update participants, follow these steps:

1)

2)

Navigate to the Import page by clicking on the ACH icon or tab and then clicking the Import tab or
submenu item (ACH > Import).

b

#f B . & m o 1

Accounts Pay Bills Transfer Funds Manage My Money ACH Wires Self Service

On the Import page of iBanking, scroll down to the File Format Specification module and click the
“Add a New File Format” link. (Once the format has been added in can be selected in the File Format
drop down for future imports.)
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+ File Format Specification

Add a New File Format

File Format Name Last Update *

No file formats defined yet

3) The File Format Specification module will expand with options the end user can select to outline the
template.

«*» For more information on each of these fields, refer to the “Adding Participants via the Import

process” section of this guide.

Under “Recipient Name” on the File Format Specification form is a checkbox labeled “Overwrite
Existing Recipients”. While creating a template for the participant file, check off this box.
This option will update the existing participant record if the system finds a match for the new

4)

participant within the imported file.

®,
0.0

Helpful hint- If selecting to overwrite existing participants, it is strongly recommended that the user
select to Match on “All Fields Selected” and select fields that help identify the a specific match.

» "First Last"

* Recipient Name: "Last, First"

+ Overwrite Existing Recipienis

+ Name +/ Routing Number [+ Account Number

Based On:
+/ Nickname Category Disc Data
Inst Name Memo Status
Unigue ID

Match: (= All Fields Selected Any Fields Selected

5) Once the form is completed and saved, the end user is able to import their file of participants and
any existing participants within iBanking will be updated and saved.
For more information on this process, refer to the “Adding Participants via the Import process”

®,
0’0

section of this guide.
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Deleting or removing a participant
The end user can delete a participant in iBanking via the Participant page. This action will completely remove
the participant from the online banking system and any batches that currently use that participant.

The end user can also delete a participant from a batch template, but this will only remove the participant
form that template. The participant will remain in the Participants page to be used in future batches.

The Participants module
Deleting a participant via this method will completely remove the participant from the online banking system
and any batches that currently use that participant.

In order to delete a participant via this method, follow these steps:

1)

2)

3)

Navigate to the page by clicking on the ACH icon or tab and then clicking on the Participants tab or
submenu item (ACH > Participants).

v

#f £ pled & @™ 6 1

Accounts Pay Bills Transfer Funds Manage My Money ACH Wires Self Service

All existing participants will display on this page. In order to delete an existing participant, click the
red X icon be the applicable record.

v Participants

Mickname Unigue Group Account Routing ccount Status
Identifier Mumber Number Type

1256746249 85185441-2755 392310222 021117413 Checking Active
Test John 4444 987654321 011900571 Checking Active 4 X
Smith

Test Pers 555 123456759 011900571 Checking Active (4" XK
Victor J Test 333 12345555 011900571 Checking Active @ X

Add Participant

A popup window will display asking the user to confirm the deletion. Once confirmed, the
participant will be removed from this page and all batches that were utilizing this record.

| Message from webpage | | |

| Are you sure you want to delete the participant “12597462997

QK Cancel
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Removing a participant from an existing batch template
An end user can delete a participant from a batch template. However, this only removes the record from the

batch template. The only way to completely remove a participant record from the online banking profile is to
delete the participant via the Participants page.

In order to delete a participant from a batch template, follow these steps:

1) Navigate to the batches module, by clicking on the ACH icon or tab and then clicking on the batches
tab or submenu item. (ACH > Batches)

v

# 4 4 ¢ glé o ;¥

Accounts Pay Bills Transfer Funds Manage My Money ACH Wires Self Service

Batches

2) This page will display any batch templates that have already been created. To delete a participant,
edit the batch that is utilizing the participant by click the green pencil and paper icon next the
applicable record.

* Batches

Show Search Options

-i e .
Type

N TB2 Hill PPD Credit 175.00
ame: Hiview et 8 0812012015 | (g
Fund From: x0364 ORG Propert - - Consumer
Checking #3627 Credit
Name: Test Batch Hillview PPD Credit 82158 2 .x
g 08/20/2015 Ei
Fund From: x0354 ORG Propert - - Consumer
Checking ¥BE2T Credit

3) The batch details will be displayed. To delete a participant click the red X icon next the applicable
individual.
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 Batch Details

* Batch Name: = Test Import Batch

* Transaction Type:  PPD Credit - Consumer Credit

L 13

Company Discretionary Data:
* Company Entry Description: | Payroll
* Company: Hillview Propert - x8627 %
Offset Account: | %0364 ORG Checking (Available $56,898.45) | &

+ Show Memos

Batch Entries

Nickname Unique Account Account Hold Prenote Amount
Identifier MNumber Type

Victor J Checking
Test

$ 375.00

Memo: = Quarterly Bonus

t}'!‘
Active Total: $375.00 (2) Hold Total: $0.00 (2) Prenotes: 0

Inmate Prenotes Add Participants ﬁ Save and Close

4) The participant will be removed from the batch, but remain in the list of existing participants on the
Participants page.

ACH Batches

A batch template is a copy of an ACH batch that can be saved in iBanking to allow the end user easy access to
update and initiate the batch without recreating the entire batch. This section will review how a business
user can create, update, initiate, and delete a batch template.

Creating an ACH batch
End users are able to utilize iBanking to create native ACH batches online. In order to create a new ACH
batch, follow these steps:

7

< Helpful hints-

o The end user must have the “Manage Batches and Participants” entitlement in order to add
or edit batches.

o Any users that do not have access to an account via the account level entitlements for ACH
will not be able to see the batches associated with those accounts.

1) Navigate to the batches module, by clicking on the ACH icon or tab and then clicking on the batches
tab or submenu item. (ACH > Batches)

22| Page



w

ﬂ‘ E/é 7: e %‘?% (5 1 Jr.c

Accounts Pay Bills Transfer Funds Manage My Money ACH Wires Self Service

Batches

2) This page will display any batch templates that have already been created. At the bottom of the
Batches module, click “Add Batch” to create a new batch.

Batches

Show Search Options

ii e I
Type

There are no batches to display.

e JCoasonn ]

3) Complete the fields on the Batch Details screen. Please note that an asterisk (*) indicates a required
field.

l. Batch or Template Name - Required:
i. This will help the user identify what the batch is for and differentiate it from other

templates. All Template names must be unique.

Il. Transaction Type - Required:
i. User selects which SEC code the template will be as well as the transaction type.
Please note that when using iBanking to send out an ACH file, iBanking requires that
all participants use the same SEC code within that batch. If a business needs to
send a PPD credit to one person and a PPD debit to another person, the business
will need to create two batches to complete these two transactions.
ii. SEC codes and transaction types are controlled by user entitlements. For example: If
a user is not entitled for “PPD Debits” they will not see this as an option in a batch.
Credit transactions are outgoing, Debit transactions are incoming.
1", Company Discretionary Data - Optional:
i. While this field is not required in a NACHA file, the end user can place discretionary
data here that will carry to the ACH file.
V. Company Entry Description - Required:
i. This field will carry into the Company Entry Description field in the NACHA file.
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4)
5)

ii. Financial Institutions will often put this field into the transaction description of the
individuals who are a part of the ACH transaction so that the user can identify this
transaction on their statements or transaction history. Example: If a business user
sends an ACH batch with “Payroll” in the Company Entry Description, the employee
may see “Payroll” in the transaction description when they view their eStatements
for this transaction or online banking history.

V. Company - Required:

i. User selects which company the ACH transaction is coming from.

ii. If a business has multiple subsidiaries (Multi-TIN ORG), they can select which
subsidiary the transaction is coming from in this drop down. Access to the
subsidiaries is driven by entitlements, Fl administrative users can also create
additional “ACH Companies” for businesses in the Business Manager. For more
information on ACH companies, please refer to the “ACH Companies” section of this
guide.

VI. Offset Account — Required:
i. User selects which account will be used to fund or offset the transaction.
VII. Show Memos — Optional
i. User can select this checkbox if they would like to show the memo field in order to

enter an addenda to each transaction.

v Batch Details

* Batch Name: = Test Batch

* Transaction Type: = PPD Credit - Consumer Credit

qa

Company Discretionary Data:  Sept2015
* Company Entry Description: = Payroll
* Company: Hillview Propert - x8627 &
Offset Account: = x0364 ORG Checking (Available $56,896.45) | %

 Show Memos

Batch Entries

There are no bafch entries.

Active Total: $0.00 (Z) Hold Total: $0.00 |Z) Prenotes: 0

Inltlate Prenotes Add Participants ﬁ Save and Close

To add participants to the batch, click “Add Participants” at the bottom of the page.

All of the participants that have been created by the business will display in a pop up window. The
user can select their participants by checking off the box next to the applicable participant. If the
user needs to create another participant, at the bottom of this pop up window click the “New
Participant” button. For more information on how to create new participants please refer to the
Participants section of this guide.
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Participants

Unique Identifier Account Number Routing Number Account Type

Test John Smith 444 x4321 011900571 Savings Active
Test Pers 555 X6789 011900571 Checking Active
Victor J Test 333 x5555 011900571 Loan Active

New Participant | Add Selected Parficipants |

< Helpful hint - Once Participants have been added to the batch, the SEC code can no longer be
changed for this template.

6) The participants will be added into the Batch. On this screen you can enter the dollar amount of the
transaction for each participant as well as select options for a hold and/or prenote.
Please note, if the user selected to show the memo fields, the user can also enter text into the
Memo field as shown below.

+ Show Memos

Batch Entries

Mickname Unigue Account Account Hold Prenote Amount
Identifier Number Type

'Sl'estt :ohn 444 %4321 Savings s 98001 @ X
mi

Memo: | 91-9/15

TestP 555 6789 Checki
esl Fers b ecKing s 79357 ﬂ’x

Memo: | 91-9/07

Active Total: $0.00 (2) Hold Total: $0.00(2) Prenotes: 0

Initiate Prenotes Add Participants ﬁ Save and Close

7) Click Save to save the batch or click save and close to save the batch and close the window.

®,

«» Helpful hint — If the batch is over the limit set by the Financial Institution in the entitlements, the
user will receive an error explaining the issue.

Batch Details

The batch total exceeds your $1,000.00 batch credit limit by $703.58.
i/ Mote: There are unsaved changes. If you navigate away from this screen without clicking Save, the changes
will be lost.

8) The end user will now see the batch template on the Batches page.

25| Page



Batches

i/ The “Test Batch” batch has been added.

v Baiches

Show Search Options

ELatch Compan,r Transaction Amount Effective Date
Type

N Test Batch Hill PPD Credit 821.58

ame: Test Batc ilhview redi 5 087202015 | g
Fund From: x0364 ORG Propert- - Consumer
Checking *8627 Credit

Tax Payments
Business users can utilize iBanking to send out tax payments via ACH when creating a native ACH batch. In
order to create a batch with a tax payment, follow the “Create an ACH batch” section of this guide with these
additional steps:
1) Once the batch details have been entered, click “Add Tax Payment”.
% Helpful hint- This button will not appear unless the Transaction Type of “Tax Payments” was
selected.

~ Baich Details

* Batch Mame: Tax Batch

* Transaction Type: Tax Payments

4

Company Discretionary Data:
*Company: Hillview Propert - x8627 %

Oftset Account:  x0364 ORG Checking (Available $56,898.45)

4k

Tax Payments

Payment Mame End Amount Form Form | Form

Date 09405 | o@4s55 84105

There are no tax payments.

Total: $0.00.2)

Initiate Prenotes | Add Tax Payment m Save and Close

2) A popup window will display with applicable tax options that can be selected for the transactions.
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Tax Payment Details

Federal Account Number: | 123456673 Federal Routing Number: | 213421342

*End Year: * End Month:

4p

* Payment Name:

Form 09405 — Employer's Annual Unemployment
Form 09455 — Federal Tax Deposit

Form 11206 — Federal Estimated Tax Payment

Form 94105 — Employer’s Quarterly Tax Deposit
Form 72005 — Withheld Federal Income Tax Deposit

[ | e |

3) Check off the applicable option, complete the information, and click “close”.

Tax Payment Details

Federal Account Number: | 123456673 Federal Routing Number: = 213421342

Quart 2 *End Year: 2015 * End Month: | June

4

* Payment Name:

Form 09405 — Employer's Annual Unemployment
Form 09455 — Federal Tax Deposit
Form 11206 — Federal Estimated Tax Payment

+/ Form 94105 — Employer's Quarterly Tax Deposit

Social Security: ¢ 300.00 Medicare: | $ 450.00 Withholding: ~ § 200.00

Form 72005 — Withheld Federal Income Tax Deposit

4) Once all the tax payments have been added, click “Save and close” to save the batch and return to
the main batches page.

v Batch Details

* Batch Name:

* Transaction Type:

Company Discretionary Data:

* Company:

Offset Account:

Tax Payments

Tax Batch

Tax Payments

19

Hillview Propert - x8627 &

x0364 ORG Checking (Available $56,898.45) | &

Payment Name Form Form Form Form
09455 11206 94105 72005
Quart2 June $950.00 < @& X
2015

Total: $950.00 (2)

Add Tax Payment m Save and Close

5) The batch will now be saved along with the other existing batch templates for future use. To process
the tax payment, please refer to the “Initiating an ACH batch” section of this guide.
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Show Search Options

-i e .

Name: GW Batch Hillview PFD Credit 5250

08/25/2015  [E
Fund From: x0364 ORG Propert - - Consumer
Checking ®B627 Credit
Name: Tax Batch Hillvie: T 95000 1 S X
ame: Tax Batc illview ax : 0B/25/2015
Fund From: x0364 ORG Propert - Payments
Checking xB627

Updating an ACH batch

Business users can update batch templates that have already been created before the batch is initiated. This
is commonly utilized with payroll templates, as payment amounts often change with employees.

% Helpful hint- The end user must have the “Manage Batches and Participants” entitlement in order to
add or edit batches.

To update an existing batch template, follow these steps:

1) Navigate to the batches page by clicking on the ACH icon or tab and then clicking on the Batches tab

or submenu item. (ACH > Batches)
2) The batches page will display the existing batch templates. In order to edit a template, click the
green pencil and paper icon next to the applicable batch.

+ Batches

Show Search Options

Batch Company Transaction Effective Date
Type
Name: TB2 Hillview PPD Credit ~ $17500 1 08/20/2015 & X
Fund From: x0364 ORG Propert - - Consumer
Checking XBE2T Credit
N : Test Batch Hillvi PPD Credit 82158 2 .X
ame: Test Baic ilhview redi 5 08/20/2015 Ei
Fund From: x0364 ORG Propert - - Consumer
Checking xBE2T Credit
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3) The batch details will be displayed. The end user can add or delete participants as well as change
any of the following fields within the template:

a. Batch Name

Company Discretionary Data
Company Entry Description
Company

Offset Account

Show Memos

Participant Amount
Participant Memo

Hold

j. Prenote

S®m o a0 T

For more information on these fields, please refer to the “Create an ACH Batch” section of this guide.

4) Once the batch has been updated, click save and close.

Deleting an ACH batch

Business users can delete existing templates within iBanking that are no longer needed by the business.

To delete a batch template, follow these steps:

1) Navigate to the batches page by clicking on the ACH icon or tab and then clicking on the Batches tab

or submenu item. (ACH > Batches)

2) The Batches page will display all existing batches created by the business. To delete a batch, simply
click on the red X icon button next to the applicable record.

Batches

Show Search Options

Name: TB2 Hillview
Fund From: x0364 ORG Propert -
Checking x8627
Name: Test Batch Hiliview
Fund From: x0364 ORG Propent -
Checking %8627

Transaction | Amount | # | Effective Date

Type

PP 17500 1 @ K
D Credit $175.00 08202015 [ -~

- Consumer :

Credit

PP i 1 2 @& X
D Im I SR2E5N 0872012015 [

- Consumer z

Credit

e ] ras e
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3) A popup window will display asking the user to confirm the deletion. Once the deletion has been
confirmed, the batch will be deleted from iBanking.

Message from webpage

a ~ £
u L | Are you sure you want to delete the "TB2" batch?

h

a oK Cancel i
u

Initiating an ACH batch
In order for an end user to send out a native ACH batch for processing, the end user must initiate the batch in

iBanking. Initiating a batch allows the files to be approved by a business user (if the account is entitled for
approval) and moved to the Financial Institution’s page for review. For more on the Fl review process, please
refer to the “Review Pending Batches” section in the Financial Institution Administration Guide segment of

this document.

«* Helpful hint — In order for a business user to initiate a batch, they must have the initiate entitlement
enabled. For more information on entitlements, please refer to the “ACH Entitlements” segment of

this guide.
To initiate a batch, follow these steps:

1) Navigate to the batches page by clicking on the ACH icon or tab and then clicking the Batches tab or
submenu item (ACH > Batches).

w

f E 7 ¢ S

Accounts Pay Bills Transfer Funds Manage My Money ACH Wires Self Service

2) The Batches page will display all of the batch templates that have been created by the business.
These batches can be edited or reviewed before they are initiated.
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4)

5)

¥ Batches

Show Search Options

Batch Company | Transaction Amount Effective Date
Type

Name: Test Batch Hillview PPD Credit $821.58 082472015 .

Fund From: x0364 ORG Propert - - Consumer

Checking *BE2T Credit

Name: Test Import Batch Hillview PPD Credit ~ $37500 1 0824015 @ X
Fund From: x0364 ORG Propert - - Consumer

Checking *B627 Credit

For more information on how to edit a batch, please refer to the “Updating an ACH batch” section of
this guide.

If the batch that needs to be processed does not currently exist, the user can click the “Add Batch”
button to create a new batch. For instructions on how to create a batch, please refer to the
“Creating an ACH batch” section of this guide.

Once the batch is ready to process, check off the box by the applicable record and click “Initiate”.

v Batches
Show Search Options
Batch Company | Transaction Amount Effective Date
Type
Name: Test Batch Hillview PPD Credit 821.58
® 0812412015 | [
Fund From: x0364 ORG Propert - - Consumer
Checking #3627 Credit
Name: Test Import Batch Hillview PPD Credit ~ §375.00 1 084101 & X
Fund From: x0364 ORG Propert - - Consumer
Checking *B8627 Credit

A message will display that informs the user that the batch has been initiated and provides a
reference number.

i/ The “Test Batch” batch (Ref #222) has been initiated.

If this business user’s entitlements are setup to allow the batches to bypass approval, the batch will
be moved to the Financial Institutions administrative portal and the batch will display in the end
user’s history.

For business users that have entitlements setup to approve batches, please refer to the “Approving
or Rejecting an ACH batch” section of this guide.
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Show Search Options

E e .

Name: Test Batch Hillview 582158  Approved  08/24/2015
Type: PPD Credit - Consumer Credit Propert -
Fund From: x0364 ORG Checking xB8627

==

Approving or Rejecting an ACH batch

The iBanking system allows the Financial Institution to set up a business’ entitlements to enforce the business

users to approve ACH batches before they are processed. The system allows the financial institution to
control the approval process and change settings for the business or business user. For more information on
entitlements, please refer to the “ACH Entitlements” section of this guide.

¢ Helpful hint- in order for a business user to approve a batch, the individual’s entitlement must have

“Approve and Reject” enabled.

o Please note if this is a business with multiple business users, in order for a batch to be
queued for approval the user who initiates the batch must have “Number of Approvals” set
to 1 or more, and any user that has “Approve and Reject” enabled can approve the batch.

o If a business with one user is initiating an ACH batch, they cannot initiate and approve the
same batch, they would need to have “Number of Approvals” set to 0.

1) Once a batch has been initiated (and the correct entitlements have been applied to the user), the
batch will move to the Pending module on the Activity page.

Activity

* Pending

Show Search Options

.. e .

Name: Test Batch Hillview $5.50  Pending 03/24/2015
Type: PPD Credit - Consumer Fropert - Approval

Credit xB627

Fund From: x0364 ORG

Checking

N TN BTN

2) Any business user that has the entitlements to approve a batch can review and approve this record
for processing. In order to review the record, the click the magnifying glass next to the applicable
batch. A popup window will display with the batch details.
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Batch Details

Ref #223: Test Batch Effective Date: 08/24/2015

Transaction Type: PFD Credit - Consumer Credit Business: Hillview Properiies Inc
Offset Account: x0364 - ORG Checking (Available $56,808.45)  Company: Hillview Propert - x8627
Company Entry Description: Payroll Initiated By: George Washington
Company Discretionary Data: Sept2015

Initiation Date: 08/21/2015

Batch Entries

Nickname Unique Identifier Account Number Account Type
i $2.50 Week of 91

Test John Smith 4444 %4321 Checking
$3.00 9/1-9115

Test Pers 555 x6789 Checking

Active Total: $5.50 (2)
==

3) Once the batch has been successfully reviewed, the user can approve the item by checking of the
box next to the applicable record and clicking the “Approve” button. The end user can also click

“Export” to export the file information into a CSV format for their records.
Helpful hint — this pending module has a free form box under the effective date that the

user can add comments to. Typically these are used for rejections.

R/
0‘0

* Pending
Show Search Options
Eiﬁ e o matus e i
Name: Test Batch Hillview $5.50 Pending 08/24/2015
Type: PFD Credit - Consumer Propert - Approval
Credit *B627
Fund From: x0364 ORG
Checking

T T e

¢+ Helpful hint - if the batch has an issue, the user can click the “Reject” button to stop the
batch from being processed. This will allow the business user(s) to edit the batch and

*
initiate a corrected record.

4) Once the batch has been approved, a message will display informing the user that the batch was

approved.

i The “Test Batch” batch (Ref #223) has been approved.

% Helpful hint- If the user who initiate the batch attempts to approve the batch they initiated,
iBanking will display an error message. Businesses that have one user that utilizes ACH,
should have the “Number of Approvals” entitlement set to 0 to allow the batch to be

processed once initiated.

A You cannot approve the “Test Batch™ batch (Ref #223) because you initiated it.
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Canceling an ACH Batch
The end user has the ability to cancel an approved batch within iBanking. As long as the ACH batch has not
been processed, the end user can stop the batch.

To cancel an approved ACH batch, following these steps:

1) Navigate to the History module on the Activity page by clicking on the ACH icon or tab and then
clicking on the Activity tab or submenu item (ACH > Activity).

v

ﬂ‘ E/é L e %‘?% (5 24 1{;

Accounts Pay Bills Transfer Funds Manage My Money ACH Wires Self Service

2) The History module displays approved and rejected ACH batches. Batches that have the red X icon
next to them have not yet been processed. Click this button next to the applicable record to cancel

the Batch.
222 Name: Test Batch Hillview 582158 Approved  08/24/2015 %E
Type: PPD Credit - Consumer Credit Propert -
Fund From: x0364 ORG Checking *B627

3) The system will display a popup message to confirm the cancelation.

Message from webpage

- | Are you sure you want to cancel the "Test Batch” batch (Ref i
I 222y

0K Cancel

4) Once confirmed the batch will now display as “canceled” in the History and this batch will no longer
be available for processing on the Financial Institutions administrative portal.

222 Name: Test Batch Hillview $821.58 Canceled 08/24/2015 %
Type: PPD Credit - Consumer Credit Propert -
Fund From: x0364 ORG Checking 8627

For More information on the features and functionality of the History module, please refer to the “Pending
Batches” section of this guide.
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ACH Activity

End users can review their current native ACH activity and search through their ACH history within iBanking.
This section will review the features and functionality of these two modules. Please note that pass-thru
batches do not utilize this Activity page, pass-thru activity can be found on the Pass-Thru page. For more
information on Pass-Thru, refer to the “Pass-Thru” section of this guide.

R/

«» Helpful hint- Users will only see pending items and history for batches that utilize offset accounts
that the user has access to via the account level entitlements. For more information on
entitlements, refer to the “ACH Entitlements” section of this guide.

To review ACH activity, navigate to the Activity page by clicking on the ACH icon or tab and then clicking on
the Activity batch or submenu item (ACH > Activity).

ﬂ' E’g 4 c g o Jﬂ

Accounts Pay Bills Transfer Funds Manage My Money ACH Wires Self Service

Pending Batches

The Activity page includes pending items that need to be approved before the batch is sent out for
processing. The end user can check off the “Show Search Options” box to expand a search tool. This tool
allows the business user to search for a specific pending item.

* Pending

+/ Show Search Options

Company:

4

Batch Name:

Status:

4

Ref #: Prenote:

Offset Account:

A

Transaction Type:

4k

Effective Date: = All Daies From: To:

e

Last Updated Date:  All Dates + From: B To:

To review a batch, click the magnifying glass and a popup window with batch details will be displayed.
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Activity

Show Search Options

Company Amount Status Effective Date
223 Name: Test Batch Hiltview $550 Pending 0872412015
Type: PPD Credit - Consumer Propert - Approval
Credit x8627
Fund From: x0364 ORG
Checking

N T TN

The end user can review the pending batch to confirm everything is correct before approving or rejecting the
batch for processing. For more information on how to approve or reject a batch, refer to the “Approving or
Rejecting an ACH batch” section of this guide.

The End user also has the ability to export this information into a CSV file for their records.

Activity

Show Search Options

Company Amount Status Effective Date

223 Name: Test Batch Hittview $550 Pending 082472015 “ X

Type: PPD Credit - Consumer Propert - Approval
Credit x8627

Fund From: x0364 ORG

Checking

=

ACH History
The Activity page includes a History module that will retain approved and rejected ACH Batches. This section
will review the features and functionality of this module.

The History module allows end users to search through their history by checking off the box labeled “Show
Search Options”.
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224

End users can review the batch details by clicking on the magnifying glass next to the applicable record. This

» History

Show Search Options

Name: Test Import Baich
Type: PFD Credii - Consumer Credit
Fund From: x0364 ORG Checking

MName: Test Batch
Type: PPD Credii - Consumer Credit
Fund From: x0364 ORG Checking

MName: G\W Batch
Type: PFD Credii - Consumer Credit
Fund From: x0364 ORG Checking

Company

Hillview
Propert -
%8627

Hillview
Propert -
xB627

Hillview
Propert -
%8627

Amount

$2.99

§10.37

$2.00

Status

Rejected

Approved

Approved

button will trigger a popup window with the batch details to display.

¥ History

Effective Date

08/24/2015 o
Amount is
wrong
08/24/2015 5 X
08/24/2015 % X

Show Search Options

E e .

225

224

The batches that contain the red X icon button are batches that have not yet been processed. The End user

has the option to cancel these batches. For step by step instructions on how to cancel a batch, please refer

Name: Test Import Batch

Type: PPD Credit - Consumer Credit

Fund From: x0364 ORG Checking

Name: Test Batch

Type: PPD Credit - Consumer Credit

Fund From: x0364 ORG Checking

Name: GW Batch

Type: PPD Credit - Consumer Credit

Fund From: x0364 ORG Checking

Hillview

Propert -

x8627

Hillview

Propert -

%8627

Hillview

Propert -

x8627

to the “Canceling an ACH Batch” section of this guide.

$2.00

$10.37

52.00

Rejected

Approved

Approved

08/24/2015

Amount is
Wrong

08/24/2015

08/24/2015
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222 Mame: Test Batch Hillview $821.58 Approved  08/24/2015 “«,E
Type: PPD Credit - Consumer Cradit Propert -
Fund From: x0364 ORG Checking *B627

Business Users also has the ability to export this information into a CSV file for their records by clicking the
“Export Button”.

Pass-Thru

The Pass-Thru functionality of iBanking allows business users to upload an ACH file for processing. This
feature is designed to pass an ACH file (typically created by software or another vendor) through iBanking for
processing. This section will review the Pass-Thru functionality and upload process.

Uploading a file
In order to utilize this feature, the pass-thru file has two requirements:
1. The file needs to be a NACHA formatted file.

¢ Helpful hint- The NACHA format allows ACH files to include all the data on a single line,
however iBanking requires that the NACHA file include carriage returns.

2. The file needs to have an .ACH extension.

The iBanking system will review these two items. If the file does not comply with these requirements the
upload will fail.

To upload an ACH pass-thru file to iBanking, follow these steps:

1) Navigate to the Pass-Thru page by clicking on the ACH icon or tab and then clicking on the Pass-Thru
tab or submenu item (ACH > Pass-Thru).
«* Helpful hint- In order to view the Pass-Thru page, the end user must have the ACH Pass-Thru
entitlement enabled. For more information on entitlements, refer to the “ACH
Entitlements” section of this guide.

2

Accounts Pay Bills Transfer Funds Manage My Money  ACH  Wires Self Service

2) The Pass-Thru page will display pending pass-thru files and history. Please note these modules only
apply to pass-thru files and do not reflect data for the native ACH.

3) The Pending module has a Browse feature that the end user can utilize to upload a pass-thru file for
processing.
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* Pending

There are no files fo display.

| e | (I

4) Once the file has been selected, click “Upload”.

* Pending

There are no files fo display.

[FABG SWMACHACHRef#162_324 ach Browse

5) A message will display letting the end user know the file was successfully uploaded.

Pass-Thru

i/ The file “P_Ref#162_324.ach” has been uploaded and is waiting for approval.

* Pending

Abraham Lincoln 08/21/2015 Pending Approval P_Ref#162_324 ach

| Browse.. |[Lo .

++ Helpful hint- If the file has an incorrect effective date or the user is over their limits, the upload
will fail and the system will display a message that informs the end user of the reason. If the file
is an incorrect file type or the NACHA format is incorrect, the user will receive and invalid file

error message.

* Pending

There are no files to display.

[AABG StMACHACHRef#162_324 ach Browse

Ref#162_324.ach contains a batch with an effective date of 08/14/2015 but the earliest effective date allowed
is 08/28/2015.

6) Files submitted by users that have the “Number of Approvals” entitlement set to 0 will be submitted
to the FI for processing. Files submitted by users that require approval will display in the pending
module for approval. For more information on entitlements, please refer to the “ACH Entitlements”

section of this guide.
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Reviewing a file
The pass-thru functionality in iBanking has a pending and history module that separates the pass-thru
batches from the native ACH batches that are created within the system.

Users can navigate to the Pass-Thru page by clicking on the ACH icon or tab and then clicking on the Pass-
Thru tab or submenu item (ACH > Pass-Thru).

-

f A4 7 e a3 O p 5

Accounts Pay Bills Transfer Funds Manage My Money  ACH  Wires Self Service

The pending module on the Pass-Thru page displays two different types of pending batches. The two
different pending batches are:

e Pass-thru batches that are waiting for approval by a business user (status: Pending Approval).
e Pass-thru batches that have been approved by a business user and are waiting to be processed
(status: Pending Download).

DRE=T —-

Abraham Lincoln 082172015 Pending Approval P_Ref1882.ach

George Washington 082172015 Pending Download P_Ref1882a.ach X

Choose Files | No file chosen | |

To review a file on this page, simply click the File Name of the applicable record. The batch details will be
displayed in an easy to read format.
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P_Ref#1882d.ach
Created By George Washington (Qjleavyg Otpjsgcwuk Kpz) - 08/21/2015
Approved By George Washington - 08/21/2015
Pending Download

File Creation Date: 03/26/2015, Origin: TEST BANK (0211174181), Destination: FRE (021117418)
File Totals: Credits: $100.00, Debits: §100.00

PPD Batch #0000162, Effective Date: 08/28/2015, Company: "l G ALOBJADZW VM" TEST

Checking Debit 12222222 333333333 52500  FIRSTNAMET LASTNAME
Checking Debit 12222222 333333333 52500  FIRSTNAMET LASTNAME
Checking Debit 12222222 333333333 52500  FIRSTNAMET LASTNAME
Checking Debit 12222222 333333333 52500  FIRSTNAMET LASTNAME
Checking Credit 02111741 302310222 $100.00 | G ALOBJADZW VM

Totals: $100.00 $100.00

Show Raw Contents

The end user can click “Show Raw Contents” to see the raw NACHA file that was uploaded. A popup window
will display with the information.

P_Ref#1882d.ach
Created By George Washington (Qjleavyg Otpjsqcwuk Kpz) - 08/21/2015
Approved By George Washington - 08/21/2015
Pending Download

101 021117418021117418115032610328094101FRB TEST EBRNE

2001 G ALCBJADZIW VMTEST 1259748299FPDTEST 150326150828 1021117410000162
£27122222222333333333 FIRSTHAME1 LASTNAME

70550

§27122222222333333333 FIRSTHAMEl LASTNAME

TOSTEST MEMO

FIRSTHAMEl LASTNRZME

FIRSTHRMEl LASTHRME

00000100001259746259 I G ALOBJADZIW VM

£200000009005100062900000001000000000001000012597462499 021117410000162

59999995999599959995999595995999559995999599559995959959955999599959995599959995999559995959959959559995559959
59999995999599959995999595995999559995999599559995959959955999599959995599959995999559995959959959559995559959
59999995999599959995999595995999559995999599559995959959955999599959995599959995999559995959959959559995559959
59999995999599959995999595995999559995999599559995959959955999599959995599959995999559995959959959559995559959
59999995999599959995999595995999559995999599559995959959955999599959995599959995999559995959959959559995559959
59999995999599959995999595995999559995999599559995959959955999599959995599959995999559995959959959559995559959
59999995999599959995999595995999559995999599559995959959955999599959995599959995999559995959959959559995559959

svosromares | —cose ]

Approving a file

Files can be approved via the pending module. To approve a pass-thru batch, follow these steps:

1) The Pending module on the Pass-Thru page will display all pending items. Items that have a status of
“Pending Approval” need to be approved by a business user.
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v Pending

DEEET m-
Abraham Lincoln 08/21/2015 Pending Approval F_Ref#1882.ach

Choose Files | Mo file chosen ﬁ

2) To review the item, click on the File Name to display the batch details in a pop up window.
3) To approve the batch, check off the box next to the applicable batch and click “Approve”.

* Pending

[ /] Created By Created Status File Name

J Abraham Lincoln 082172015 Pending Approval P_Ref#1882.ach X

| Choose Files | Mo file chosen ﬁ Approve

4) The system will display a message informing the user that the file has been successfully approved.
The item will remain in the Pending module until it is fully processed. The status will change from
“Pending Approval” to “Pending Download”.

i The file “P_Ref#1882.ach” has been approved.

Q
&
g
Z

o o T

Abraham Lincaln 08/21/2015 Pending Download F_Ref#1882.ach

-l

Choose Files | Mo file chosen ﬁ

5) Once the file is processed, the batch will move to the History module on the Pass-Thru page and
have a new status of “Downloaded”.

R N T

George Washington 08/21/2015 08/21/2015 Downloaded P_Ref#1882a.ach
Abraham Lincaln 0&/21/2015 08212015 Canceled P_Ref#162_324 ach
Download

Canceling a file
Files can be canceled via the pending module as long as the file has not been downloaded for processing.
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To cancel a file, follow these steps:

1) Files that have a status of “Pending Download” have been sent to the Financial Institution for
processing. ltems with the “Pending Approval” status are waiting for a business user to approve the
batch.

Pending

I S LS

Abraham Lincoln D&/21/2015 Pending Approwval P_Ref#1882.ach

George Washington 082172015 Pending Download P_Ref1882a.ach X

= e

2) The end user can cancel either of these pending items by clicking on the red X icon.

Pass-Thru

Choose Files | No file chosen

i Thefile “P_Ref#162_324.ach” has been uploaded and is waiting for approval,

*  Pending

[ | Crgated By Croalsd Shalus Fibi= Mams

Abraham Lincoin DR2172015 Panding Appnowval F_Ref#i62_324 ach E

| QUCTUNN] upioss [ avprove |

3) A popup window will display to confirm the cancelation.

Message from webpage |

3

Are you sure you want to cancel the file "P_Ref#162_324.ach™

. -

QK Cancel

4) Once the user confirms the cancelation, the batch will display with a “Canceled” status in the History
module.

Abraham Lincoln 08212015 0&8f21/2015 Canceled P_Reff#162_324.ach
==n
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History
The pass-thru functionality in iBanking has a history module that separates the pass-thru batches from the

native ACH batches that are created within the system. This system displays items that have been processed
or rejected.

Rejected items will display with a “Canceled” status, and processed items will display with a “Downloaded”
status.

The business user can review the batch details by clicking on the File Name of the applicable record. This will
display a popup window containing the batch details.

R T L

George Washington 08212015 08212015 Downloaded | P_Ref#1882a.ach |
Abraham Lincoln 08/21/2015 08/21/2015 Canceled F_Ref#162_324.ach
. |

P_Ref#1882d.ach
Crealed By Gaorge Washingion |Cgieavy g Oipisgowuk Kpz) - 08212015
Approved By George Washinglon . 08212015
Py Diwmboad

Fibe Creation Date: 03262015, Onigin: TEST BANE (0211174181). Destination: FRE (021117418
File Totals: Crédits: 570000, Debits: $100.00
PPD Baich #0000162, Efiective Datec 08282015, Company 1 G ALOBJADZW WM™ TEST

Ao Typed M AL S04 N Cradit Dabit Paricipan

Checking Debit 333333333 S25.00 FIRSTMAME1 LASTNAME

Checking Dabit 333333353 $25.00 FIRSTHNAME 1 LASTNAME

Chaecking Ciabi Fi ) 333333333 5250 FIRSTHAME LASTHAME

Checking Duabit 12220022 333233333 525,00 FIRSTNAME 1 LASTHNAME

Checking Craat 2111741 02310222 £100.00 GALOBJADTN VI
Todabs: $100.00 $100.00

SvowhawConeris || Gose

For further information, the end user can click “Show Raw Contents” to see the raw NACHA file that was
uploaded. A popup window will display with the information.
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P_Ref#1882d.ach
Created By George Washington (Qjleavyg Otpjsqcwuk Kpz) - 08/21/2015
Approved By George Washington - 08/21/2015

Pending Download

101 02111741802111741811503261032R094101FRB TEST BANK

5200T DEZW VMTEST 1259746299FFDTEST 15032681 1021117410000162
§27122222222333333333 0000002500FIRSTHAMEL FIRSINAMEL LASTNAM 1021117410000001
70550 a001 1
§27122222222333333333 0000002500FIRSTNAMEL FIRSINAMEL LASTNAME 10211174100 2
TO5TEST MEMC 2
22333333333 0000002500FIRSTNAMEL FIRSINAMEL LASTNAME 102111741 3

a001 3

333333333 0000002500FIRSTNAMEL FIRSINAMEL LASTNAME 102111741 4

T05TEST MEMO 4
§22021117418392310222 00000100001259746299 I G ALOBJRDZIW VM 0021117410000005
100001259746299 0211174100001&2

999999999999599595995959999595999959959999599559995995599999559999955599995559599953595999955959599339
999999999999599999995999999999999999999999995999999599999959999999999999999999999999999939993993
99999999999959599995959999595999959959999995999959959999995999999999999999995999939959999399599939
999999999999599999995999999999999999999999995999999599999959999999999999999999999999999939993993
99999999999959599995959999595999959959999995999959959999995999999999999999995999939959999399599939
99999999999959599995959999595999999599999959999995999999599999999999999999599999999999999599999
99999999999959599995959999595999959959999995999959959999995999999999999999995999939959999399599939

owramarea | coee ]

This data can also be exported by checking off the applicable batch and clicking “Download”.

O R R

George Washington 082172015 08212015 Downloaded F_Ref#1882a.ach

Abraham Lincoln 0arz21/2014 0a2172015 Canceled F_Ref#162_324 ach

=

Financial Institution Administration Guide

This section will review the ACH process, functionality, entitlements and tools for the financial institutions’
staff.

Getting started

In order for an employee of the financial institution to review or delete ACH items, the user must have an
admin role that allows ACH File Processing. Typically these roles include the FI Admin and DOPS (Deposit
Operations) roles.

Once the Fl user has the appropriate permissions, the user will be able to navigate to an Operations tab or
icon (depending on the iBanking theme) that displays along with the other main tabs and icons.
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Service Operations Dynamic Campaign Manager Administration Implementation Reports Self Service

1

COCC CSR Tools

Business ACH Redownload ACH Files Redownload Wire Files Retail ACH

When the user clicks on the Operations tab or icon, they will be able to see the features that are enabled for
their specific Financial Institution. The submenu bar will display items such as Business ACH, Retail ACH, Wire
processing, and the ability to re-download ACH and Wire files.

In order for an employee of the financial institution to review or update entitlements for a business or
business user, the Fl user must have an admin role that allows access to entitlements. Once the Fl user has
the appropriate permissions, they will be able to view or edit the business or business user’s entitlements.
Typically these roles include the FI Admin and DOPS (Deposit Operations) roles.

User Registrathon Business Manager Business Registration m

Business Manager

* DBusingss Selector

Business 10: 2ETI0

Marme: Cifiesnnyg OipiSQowuk Kps

Address: 80 Digd Ry
Peediarpcwpt, CT 05081
LEEA

Tax I0: oo 1308

Email Address; Epaggiaph.eym

Work Phone:

Fax:

= C o e |
* Business Users Business Agreement Mainlenance

Status Larst Login User Typa
Abraham Lintoin ACHeSH2 ALt Q212015 1:2%:38 P @A X Admarestratorn
Gecrge Washingion TastaCHO ALtive O24r01 5 826014 AM @n X Admirestratos

Add User
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ACH Entitlements
This section will review iBanking entitlements that apply to ACH functionality for businesses and business
users.

Entitlements are permissions within iBanking that control an end user’s functionality. There are two types of
entitlements utilized when referring to a business users or business. In this guide the two types of
entitlements will be referred to as Functionality Entitlements and Account Level Entitlements.

Functionality Entitlements will refer to the entitlements within iBanking that allow a business or business
user the ability to turn on or off a certain function. For example: Stop Payments, this is a general entitlement
that grants the user permission to use stop payments.

Business Entitlements

w Entitliements for Qjleavyg Otpjsqcwuk Kpz

Service Package: = No Service Package —

Entitlement Limit M

Accounts
Deposit Checks

Stop Payments

Account Level Entitlements are permissions that can be controlled (enabled or disabled) for a business or
business user by specific accounts. For example: a user can have the stop payment functionality turned on,
but the FI can restrict which accounts are eligible to perform the stop payments (by disabling the account
entitlement for stop payments).

& &
o« -a-‘{F
# qq 'ﬁi
Accounts o . 3
(364 - ORG Checking Ll
01156 - Clubhouse Acct
*0248 - Checking L L

«» Helpful hint — Entitlement changes are not retroactive. For example: this means that if a user
initiates a batch while having the “Number of Approvals” entitlement set to 1 or more (requiring
them to have other users approve the batch), if the Fl changes this the business user will need to
delete that pending batch and initiate a new one. If the business users tries to approve the original
pending batch, the system will still tell them that they are unable to approve a batch they initiated,
as the entitlement change does not affect past actions.
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Business Entitlements
iBanking allows the Fl to set a number of entitlements and limits for Business ACH. This section will provide

an overview of the Business Entitlements and some helpful tips.

Business entitlements are given to the organization, not an individual. When setting up business
entitlements it is import to note the following:

e Business entitlements flow down to the business user.
o If the Business (ORG) doesn’t have an entitlement, the Fl cannot enable that option for the

business user (person).

o If the Fl gives a Business a new entitlement, the system will not automatically apply it to the
business user. If the user requires the functionality, the FI would need to enable the feature
for the business user.

To review or update Business entitlements, follow these steps:

1) Once logged into the Admin site (URL ends with /Adminhome.aspx), click on the Service Tab.
2) Click on the Business Manager tab or submenu item and search for the business.

b o
A b = £
X 2] X s & X X d-
Service Operations Dynamic Campaign Manager Administration [mplementaticn Repons Self Service

Business Manager

* Business Selector

Find a Business

) Business Name hill
Tax ID

Institution User ID (CIF)

=E BN
Search Results:

No Businesses.

¢ Helpful hint- The search tool will accept partial names in the "Business Name” field and return
any similar matches to what is entered. Tax ID and Institution User Id (IUID) require the entire
number entered or the system will not return any results.

3) Pull up the business profile and click on “Edit Entitlements”. This will pull up all the current
entitlement settings for the business.
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v Business Selector

Business ID: 25770

Name: Qjleavyg Otpjsacwuk Kpz

Address: 60 Dmhjd Ryj
Pwdlsiydwpt, CT 05981
USA

Tax ID: oooon] 398

Email Address: lkpa@fapb.eym

Work Phone:

Fax:

Back Edit Profile Edit Entitlements

To enable Business ACH for a business, the Fl needs to check off the “ACH” entitlement. This entitlement
expands the ACH section for further controls. This section contains entitlements for both native ACH and
pass-thru ACH.

The Fl can identify the Pass-Thru entitlements from the native ACH entitlements by the indentation in the list.
These following 10 items that are indented under the “ACH Pass-Thru” item are all related to pass-thru. The
remaining entitlements under the ACH section apply to native ACH (not all entitlements are depicted below).

ACH m
Maximum Transaction Credit s o 10000
Maximum Transaction Debit 3 10000
Maximum Batch Credit - _ 12000
Maximum Batch Debit 3 o 10008
Number of Approvals o v
Ach Ctx Report Access v
ACH Pass-Thru i‘

Number of Approvals P
Approve and Reject v
COCC ACH Pass-Thru Limits ﬂ
Maximum Batch Credit $ 933999.00 0
Maximum Batch Debit $ 989999.00 o
Maximum Daily User Credit § 9539959.00 a
Maximum Daily User Debit 4 9899999.00 o
Maximum Daily Business
Credt $ 999999.00 0
Maximum Daily Business Debit $ 59959900 a
Upload v
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The items below are the main ACH entitlement options and their functions. Please note, that a business user
cannot be given an entitlement that the business does not have. If the business is given an entitlement the
business user will not automatically have this capability.

Pass-Thru Entitlements

ACH Pass-Thru — This enables the business to use Pass-Thru and expands other options for this functionality.
If this is disabled, the Pass-thru tab or submenu item will not display in iBanking.

Approve and Reject — This enables the business to approve or reject batches if also given to the business user.

Number of Approvals Requirements- This enables the business to bypass any approval if set to 0. However, if
this is set to 1 or higher, other users will have to approval the batch before it gets processed.

COCC ACH Pass-Thru Limits —This enables the ability for the Fl to set limits on pass-thru files. This also
expands other limit options for this functionality.

Upload- This allows the business access to use the upload functionality to import the pass-thru files.

Native ACH

Number of Approvals Requirements- This enables the business to bypass any approval if set to 0. However, if
this is set to 1 or higher, other users will have to approval the batch before it gets processed.

Initiate- This enables the business to send out batches that were originated in iBanking to the Fl for
processing.

Batch Import- This allows the business to utilize this functionality to import participants into a Batch.
SEC Codes — This dictates what SEC Codes the business can use while originating ACH via iBanking.

Once the Functionality entitlements have been enabled, the FI will need to review and set up the Account
Level entitlements.

d'.r & *1 4“}
¥ Q-:"" q_*."f 40 {:__b‘ A -
& e & &8
Accounts & o & W w A X 4

4« ORGC g v v v o ol o
usa A ' - - - v o
248 - KEND Che Ll v L L v v
3 As hecking x2 o v | o Ll o
Lisiness Line o ad L "

The Financial Institution will need to enable all accounts that the business can access and utilize for ACH. The
Fl can restrict the accounts based on Debits and Credits (ACH From and ACH To).

Once all the entitlements have been selected, make sure to click “Save” and confirm the changes made. If
the Fl doesn’t confirm the changes, the entitlements will not be saved.
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Business User Entitlements
iBanking allows the Fl to set a number of entitlements and limits for Business ACH. This section will provide
an overview of the Business User Entitlements.

Business user entitlements are given to the individual associated with the business. When setting up
business user entitlements it is import to note the following:

e The user cannot be given an entitlement if the business was not already enabled for that option.

e The Business’ entitlements flow down to the user. This means that if the business has a specific
limit, any user tied to that business cannot go above it.

e Business Users can have lower limits than the Business limits, but never above the business.

o The Business limits will display on the entitlement screen to help with understanding what the
business restrictions are currently set to.

ACH

Maximum Transaction Credit

§ 500.00 500

To review or update Business User entitlements, follow these steps:

1) Once logged into the Admin site (URL ends with /Adminhome.aspx)
2) Click on the Service Tab or Icon
3) Click on the Business Manager tab or sub menu item
4) Search for the Business
l. The search tool will accept partial names in the "Business Name” field and return any similar
matches to what is entered
Il. Tax ID and Institution User Id (IUID) need to have the entire number entered or the system
will not return any results.

b 4

X (1] X 5 g $ g d-

Service Operations Dynamic Campaign Manager Administration Implementation Reports Self Service

User Registration Business Manager Business Registration ﬁ

Business Manager

~ Business Selector

Find a Business

b

= Business Name hill
Tax ID

Institution User ID (CIF)

==
Search Results:

No Businesses.
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5) Inthe search results, click on the Business
6) Inthe Business User module, click on the user’s name (This will bring up that user’s profile)

 Business Users Business Agreement Maintenance
R T S N
Abraham Lincaln ACHtest02 Active 08/21/2015 1:29:38 PM @ X Administrator
| George Washington | TestACHD1 Active 08/21/2015 5:25:14 PM " X Administrator

7) Under User Details, click on Edit Entitlements
8) This will bring up all the entitlements for that one user

To enable Business ACH for a business user, check off the “ACH” entitlement. This entitlement expands the
ACH section for further controls. This section contains entitlements for both native ACH and pass-thru ACH.

The Fl can identify the Pass-Thru entitlements from the native ACH entitlements by the indentation in the list.
These following 10 items that are indented under the “ACH Pass-Thru” item are all related to pass-thru. The
remaining entitlements under the ACH section apply to native ACH (not all entitlements are depicted below).

ACH v
Maximum Transaction Credit s —
— 10000
Maximum Transaction Debit s 10000
Maximum Batch Credit $ . 12002
Maximum Batch Debit s o 10000
Number of Approvals B
Ach Ctx Report Access
ACH Pass-Thru v
Number of Approvals P
Approve and Reject v
COCC ACH Pass-Thru Limits ﬂ
Maximum Batch Credit $ 28698500 o
Maximum Batch Debit oy oy ]
Maximum Daily User Credit 4 999993900 o
Maximum Daily User Debit 3 9839989.08 o
Maximum Daily Business
Credit $ 999999.00 o
Maximum Daily Business Debit 4 999995.00 o
Upload 7l

The items below are the main ACH entitlement options and their functions. Please note, that a business user
cannot be given an entitlement that the business does not have.

52| Page



@

Pass-Thru Entitlements

ACH Pass-Thru — This enables the business user to utilize Pass-Thru and expands other options for this
functionality. If this is disabled, the Pass-thru tab or submenu item will not display in iBanking.

Approve and Reject — This enables the business user to approve or reject batches that another user has
uploaded. Please note that a user cannot approve a batch they have uploaded. If a user needs to have the
ability to upload a batch and approve it, the user should have the “Number of Approvals” entitlement set to
0.

Number of Approvals Requirements- This enables the business to bypass any approval if set to 0. However, if
this is set to 1 or higher, other users will have to approval the batch before it gets processed.

COCC ACH Pass-Thru Limits —This enables the ability for the Fl to set limits on pass-thru files. This also
expands other limit options for this functionality.

Upload- This allows the business user access to use the upload functionality to import the pass-thru files.

Native ACH

Approve and Reject- This enables the business user to approve or reject batches that another user has
initiated. Please note that a user cannot approve a batch they have initiated. If a user needs to have the
ability to initiate a batch and approve it, the user should have the “Number of Approvals” entitlement set to
0.

Number of Approvals Requirements- This enables the business to bypass any approval if set to 0. However, if
this is set to 1 or higher, other users will have to approval the batch before it gets processed.

Authorized ACH Companies — This allows the Fl to control which business TINs the business user can originate
ACH from.

Initiate- This allows the user to send out a batch to the FI for processing.

Manage Batches & Participants- This allows the business user to add and edit batches and participants.
Batch Import- This allows the business user to utilize this functionality to import participants into a Batch.
SEC Codes — This dictates what SEC Codes the business user can utilize while originating ACH via iBanking.

Once the Functionality entitlements have been enabled, the FI will need to review and set up the Account
Level entitlements.
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2444 - Aston Checking 2444 L o L L v Ll
3653 - Business Line of Credit L L

The Financial Institution will need to enable all accounts that the business user can access and utilize for ACH.
The FI can restrict the accounts based on Debits and Credits (ACH From and ACH To).

.0

e Helpful hint- Business users will only be able to see the applicable batches and transactions of
accounts they have access to. This means if a business has two users and one user has access to all
accounts and the other only has access to one ACH account. The second user will not be able to see
the batches or transaction that use an offset account that is not entitled to them.

Once all the entitlements have been selected, make sure to click “Save” and confirm the changes made. If
the Fl doesn’t confirm the changes, the entitlements will not be saved.

ACH Companies

In order for a business to utilize ACH in iBanking, the business is required to have a Tax Identification
Number. The TIN is entered in a module named “ACH Companies”. This module displays under the Business
profile in iBanking.

v ACH Companies

1—EIN x8627 Hillview Propert
Add Company

Entering a TIN into this module will control the ACH Company that displays within the entitlements of a
business user. The Fl can add multiple TIN numbers to this module if an org has multiple subsidiaries. By
adding other TINs, this allows the business user to select the applicable company when originating an ACH
from iBanking.

To add a new Tax ID, the Financial Institution administrative user would click “Add Company”. This will
display a window called “Company Details”.

54| Page



+* Company Details

r
b

* 1D Type:

* Company 1D:

* Confirm Company ID:

*Company Name:

Description:

Enter the company’s information and once complete, click “Save”.

+ ACH Companies

1-EIN xBE2T Hillview Propert

1-EIN x6784 Sunshine Test @ X

Add Company

Now this business will have two companies displayed in the business user’s entitlements. This will allow the
business user to originate ACH batches via either of these companies. For more information on entitlements,
refer to the “ACH Entitlements” section of this guide.

Authorized ACH Companies
Hillview Propert-12345 8627

Sunshine - 123456789

Having both of these companies enabled within the entitlements, allows the user to select a company when
creating and ACH batch in iBanking.
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~ Batch Details

* Batch Name:

* Transaction Type: = PPD Credit - Consumer Credit

Ak

Company Discretionary Data:

* Company Entry Description:

4p

* Company:

Offset Account:
Hillview Propert - x8627

Sunshine - x6739

Batch Entries

Unique Account Account Hold Prenote Amount
Identifier Number Type
There are no baich entries.

Active Total: $0.00 (2) Hold Total: $0.00 (2) Prenotes: 0

Initiate Prenotes Add Participants ﬁ Save and Close

iBanking Lead Days
The iBanking system allows the Financial Institution to select appropriate Lead Days for Business ACH. This
section will review both the lead day functionality for Pass-Thru and native ACH.

Lead Days refer to the number of days to which an ACH batch can be submitted by the end user before the
effective date within the file.

For example:

(Native ACH) If the lead days are set to “2 days “and it is Monday, business users will not be able to schedule
an ACH batch until Wednesday.

(Pass-Thru) If the lead days are set to “2 days” and it is Monday, business users will not be able to upload a
file with an effective date earlier than Wednesday.

Native ACH

Native iBanking ACH has a Business ACH global default lead time that is applied to all Business users. This
default is configured and controlled by COCC. The FI can select the lead days for this functionality. The FI
does not have the ability to override this lead day setting on a per business basis.

Pass-Thru

Pass-Thru has a global default lead time that is applied to all business users. This default is configured by
COCC. The Fl can select the lead days for this functionality. If the FI has a business that requires an exception
to the default lead days, Pass-Thru allows the FI to override the lead days per business. This module can be
found under the Business’ profile in iBanking.

% Helpful hint- this override applies to all business users that belong to this business’ profile.
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v Pass Thru Lead Days Override

Default Lead Days: 5

Cwverride Lead Days:

=N KT

Pending Batches

The Financial Institution is not currently required by iBanking to approve the ACH batches created by
business users. The Fl can however review the batches and delete any batches that should not be processed.
If the Financial Institution is utilizing Pass-Thru, by default the Fl will have two modules to review for pending
files. One is for native ACH and the other for pass-thru items. This is helpful when attempting to
troubleshoot items with business users. However, the Fl can have the site configured to display both batches
in one module.

Review Pending Batches

The pending batches module will display native ACH batches that have been initiated and approved by the
business users. In order to review pending batches, navigate to the Operations icon and click on the Business
ACH tab (Operations > Business ACH tab).

-
P e 3 5 3 S 3 5 X 2.
Service Operations Dynamic Campaign Manager Administration Implementation Reports Self Service

Business ACH Redownload ACH Files Redownload Wire Files Retail ACH

Business ACH

¥ Pending Batches

Show Search Options

I S ) 0 S

Name: GW Baich Hillview Properties Inc $2.00 Approved 08242015
Type: PPD Credit- Consumer Credit
Fund From: x0364 CRG Checking

225 Name: Test Batch Hillview Properties Inc $10.37  Approved 0872412015 LY X
Type: PPD Credit- Consumer Credit
Fund From: x0364 CRG Checking

Process and Download File E

Once an end user has initiated and approved a native ACH batch, the batch will display under the Pending
Batches module.
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To review a pending batch, click the magnifying glass to review the batch details. A popup window will
display with the batch details.

Batch Details

Ref#224: GW Batch Effective Date: 08/24/2015 Status: Approved
Transaction Type: FFD Credit- Consumer Credit Business: Hillview Froperties Inc Approved By: Systam
Offset Account: x0364 - ORG Checking (Available $56,898.45)  Company: Hillview Propert- x8627  Approval Date: 08/21/2015
Company Entry Description: Fayroll Initiated By: George Washington

Initiation Date: 08/21/2015
Batch Entries

1259746299 4f7c9e0d-fad0-4 x0222 Checking §1.00
Victor J Test 333 x5555 Checking $1.00

Active Total: $2.00(2)

If the Fl is okay with the information, the institution has no other action items necessary for COCC'’s scheduler
to pull the file and process it. If the Fl is using a manual approach to processing the files, then the Fl has
more action items to complete. Please refer to the “Outgoing File Process” section of this guide to review file
processing options.

Review pending downloads

The pending downloads module will display pass-thru batches that have been uploaded and approved by the
business users. In order to review pending downloads, navigate to the Operations icon and click on the
Business ACH tab (Operations > Business ACH tab).

B, o
3 5 (2] X X b 5 X -
Service Operations Dynamic Campaign Manager Administration Implementation Reports Self Service

Business ACH Redownload ACH Files Redownload Wire Files Retail ACH

This page will display all pending pass-thru items. In order to review a pass-thru file, click on the File Name.

= Pending Downboads

[ ] Busingss Created Updated Typa Filg Mame Effective Date

Coeavyp Olpisgewuk.  DRZA015 08212015 Pass-Thiu X owens
Kpz 525 P
Cfexwyy Ofpisgewik  ORZ12015  OAARMS  Pass-Thru P_Foele 1882t ACH X oassis
Kpz 508 P
Cfevyy Olpisgewi  ORZ1015  OAAEMS  Pass-Thu P_Foehe 1 B820 ACH X oazans
Kpz 50T PM

58| Page



A popup window will display with the batch details. In order to review the raw file, click on “Show Raw
Contents”.

P_Ref#1882d.ach
Created By George Washington (Qjleavyg Otpjsqcwuk Kpz) - 08/21/2015
Approved By George Washington - 08/21/2015
Pending Download

File Creation Date: 03/26/2015, Origin: TEST BANK (0211174181), Destination: FRE { 021117418)
File Totals: Credits: $100.00, Debits: $100.00

PPD Batch #0000162, Effective Date: 08/28/2015, Company: "l G ALOBJADZW WM™ TEST

Account Type Routing Number Account Number Participant

Checking Debit 12222222 333333333 52500  FIRSTNAME?T LASTNAME

Checking Debit 12222222 333333333 2500 FIRSTMNAME1 LASTNAME

Checking Debit 12222222 333333333 52500  FIRSTMAME1 LASTNAME

Checking Debit 12222222 3332333333 §25.00  FIRSTNAME?T LASTNAME

Checking Credit 02111741 392310222 £100.00 | G ALOBJADZW VM
Totals: §100.00 §100.00

Show Raw Contents

Close

P_Ref#1882d.ach
Created By George Washington (Qjleavyg Otpjsqcwuk Kpz) - 08/21/2015
Approved By George Washington - 08/21/2015
Pending Download

101 02111741802111741811503261032R094101FRE TEST BINK

52001 G ALOBJADIW VMTEST 1259746299FPDTEST 150326150828 1021117410000162
62T122222222333333333 0000002500FIRSTNAMEL FIRSTHNRAME]l LASTNAME 1021117410000001
70550 00010000001
62T122222222333333333 0000002500FIRSTNAMEL FIRSTHNRAME]l LASTNAME 1021117410000002
T05TEST MEMO 00010000002
62T122222222333333333 0000002500FIRSTNAMEL FIRSTHNRAME]l LASTNAME 1021117410000003
TO05TEST MEMO 00010000003
62T122222222333333333 0000002500FIRSTNAMEL FIRSTHNRAME]l LASTNAME 1021117410000004
TO05TEST MEMO 00010000004
622021117418392310222 00000100001259746259 I G ALOBJADIW VM 0021117410000005
820000000800510006290000000100000000000100001259746299 021117410000162

9000001000002000000090051000629000000010000000000010000
99999959%999%%9995599959599959%9995599955999599995%999599995599959%9999%99955999559999599955999959
9999999999995999599999999999999559995999999999999995999999999999999999959993599999999995999599
99999959%999%%9995599959599959%9995599955999599995%999599995599959%9999%99955999559999599955999959
9999999959999999599999999999599993995939999999959995999999959999999999999953599999999995339993
5859995599955999555955599955959559599559995959595599955999559995559555595559595595995599955595959
99999999599959995599999999955995599959599999999599959995599599%9999559959955599599599995599593
5859995599955999555955599955959559599559995959595599955999559995559555595559595595995599955595959

Show Formatted

: Close

If the Fl is okay with the information, the institution has no other action items necessary for COCC’s scheduler
to pull the file and process it. If the Fl is using a manual approach to processing the files, then the Fl has
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more action items to complete. Please refer to the “Outgoing File Process” section of this guide to review file
processing options.

Delete a pending batch (Native ACH)

The pending batches module will display native ACH batches that have been initiated and approved by the
business users. In order to delete a pending batch, navigate to the Operations icon and click on the Business
ACH tab (Operations > Business ACH tab).

v
X 1] X X 3 g X 2.
Service Operations Dynamic Campaign Manager Administration Implementation Reports Self Service

Business ACH Redownload ACH Files Redownload Wire Files Retail ACH

Business ACH

» Pending Batches

Show Search Options

I S S ) 00 [

Name: GW Batch Hillview Properties Inc $2.00 Approved 08242015
Type: PPD Credit- Consumer Credit
Fund From: x0364 CRG Checking

225 Name: Test Batch Hillview Properties Inc $10.37  Approved 082412015 = X
Type: PPD Credit- Consumer Credit
Fund From: x0364 CRG Checking

Process and Download File Export

Once an end user has initiated and approved an ACH batch, the batch will display under the Pending Batches
module.

To delete a batch, click the red X icon next to the applicable batch. A popup message will display to confirm
the deletion. Once confirmed, the batch will be canceled and will not be processed.

-
X 1] P S l b 5 L &
Service Opentions Dynamic Campaign Manager ministrat mplementation Repon Self Service
-
Business ACH

Show Search Options

Process and Dowsload | m

60| Page



The Financial Institution can see in the History module that the batch was canceled.

224 Name: GW Balch Hillview Properties Inc 32.00 Canceled 0B8/2472015
Type: PPD Credit - Consumer Credit By
Fund From: x03564 ORG Checking System

®

+» Helpful hint- The FI can write a note on why the batch was canceled in the free form text box under
the effective date.

* Pending Batches

Show Search Options
Name: Test Batch Hillview Properties Inc $10.37  Approved 08/24/2015

Type: PPD Credit - Consumer Credit

Per A
Fund From: x0364 CRG Checking

customer
request v

Process and Download File

The canceled batch will display as “Canceled By System” in the business user’s native ACH history.

224  Name: GW Batch Hillview $2.00 Canceled 08/24/2015 = Y
Type: PFD Credit - Consumer Credit Frapert - By System
Fund From: x0364 ORG Checking nBG627

Delete a pending download (Pass-thru)

The pending downloads module will display pass-thru batches that have been uploaded and approved by the
business users. In order to delete pending downloads, navigate to the Operations icon and click on the
Business ACH tab (Operations > Business ACH tab).

b 4
X 2 X X y 5 X p N
Service Operations Dynamic Campaign Manager Administration Implementation Reports Self Service

Business ACH Redownload ACH Files Redownload Wire Files Retail ACH

Once an end user has uploaded and approved a pass-thru file, the batch will display under the Pending
Downloads module.

To delete a batch, click the red X icon next to the applicable batch.

* Pending Downloads

Qjleavyg Otpjsqcwuk D&/2172015 0&r21/2015 Pass-Thru P_Ref#1882d.ach D&r28/15s
Kpz 525 PM
Qjleavyg Otpjsgowuk 082172015 0812112015 Pass-Thru P_Ref#1882c ACH X pansns
Kpz 5:08 PM
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A popup window will display to confirm the deletion. Once confirmed, the file will be deleted and the batch
will no longer be processed.

Message from webpage

| Are you sure you want to cancel the file "P_Ref#1882.ach™

ok | coneel |

In the pass-thru history module, the FI will see that this batch was canceled.

Abraham Lincoln 082172015 08/24/12015 Canceled By System P_Ref#1832.ach

The business user will see this batch as “Canceled By System” in the pass-thru history module on the Pass-
Thru page.

DR R T L

Abraham Lincoln 08/21/2015 D8/24/2015 Canceled By System P_Ref#1882.ach

ACH History
By default iBanking has two history modules to separate pass-thru items and native ACH items. This is
helpful when attempting to troubleshoot items with business users.

Native ACH History

The Financial Institution can review native ACH batches that have been processed or canceled within
iBanking. To review historical data, click on the Operations tab or icon and click on the Business ACH tab or
submenu item (Operations > Business ACH).

b A4
SR . ) § S X 5 g A 2.
Service Operations Dynamic Campaign Manager Administration Implementation Reports Self Service

Business ACH Redownload ACH Files Redownload Wire Files Retail ACH

This history module will display both canceled and processed items. The Financial Institution can review
these batches by clicking on the magnifying glass.
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v History Printer Friendly

Show Search Options

Ref Business Amount Effective Date File File
# Name Creation
Date
223 Name: Test Batch Hillview Properties Inc $5.50 Processed  08/24/2015 regression 08212015 %
Type: PPD Credit - Consumer Credit 6:25:53
Fund From: x0364 ORG Checking PM
224 Name: GW Batch Hillview Properties Inc $2.00 Canceled 08/24/2015
Type: PPD Credit - Consumer Credit By
Fund From: x0364 ORG Checking System
222 Name: Test Batch Hillview Properties Inc $82158  Canceled 0872412015 =

Type: PPD Credit - Consumer Credit
Fund From: x0364 ORG Checking

Process and Download File

R/

« Helpful hint- The Financial Institution can downloaded the NACHA files or export the batches for the

items that were processed. To download the NACHA file, check off the box next to the applicable
record and click “Process and Download File”. To export the batch, check off the box next to the
applicable record and click “Export”.

¥ History Printer Friendly

Show Search Options

Ref Business Amount Effective Date File File
# Name Creation
Date
o 223 Name: Test Batch Hillview Properties Inc $5.50 Processed  08/24/2015 regression  08/21/2015 %,

Type: PPD Credit - Consumer Credit 6:25:53
Fund From: x0364 ORG Checking PM

224 Name: GW Batch Hillview Properties Inc $2.00 Canceled 082412015 =%
Type: PPD Credit - Consumer Credit By
Fund From: x0364 CRG Checking System

222 Name: Test Batch Hillview Properties Inc $821.58 Canceled 08242015 %

Type: PPD Credit - Consumer Credit
Fund From: x0364 ORG Checking

Process and Download File

Pass-Thru History

The Financial Institution can review pass-thru batches that have been processed or canceled within iBanking.

To review historical data, click on the Operations tab or icon and click on the Business ACH tab or submenu
item (Operations > Business ACH).

b A4

1] ’ g $ 3 5 g 5 g

Operations Dynamic Campaign Manager Administration Implementation Reports

Business ACH Redownload ACH Files Redownload Wire Files Retail ACH

This history module will display both canceled and processed items. The Financial Institution can review
these batches by clicking on the file name of the applicable record.

2-

Self Service

E

Service
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Abraham Lincoln

George Washington

08/21/2015 08/24/2015 Canceled By System

08/21/2015 08/21/2015 Downloaded

P_Ref#1882a.ach

<

1

BEEE

Download

A popup window will display with the batch details. In order to review the raw file, click on “Show Raw

Contents”.

P_Ref#1882d.ach
Created By George Washington {Qjleavyg Otpj uk Kpz) - 08/21/2015
Approved By George Washington - 08/21/2015
Pending Download

File Creation Date: 03/26/2015, Ori TEST BANK (0211174181), Destination: FRE ( 021117418)
File Totals: Credits: $100.00, Debits: $100.00

PPD Batch #0000162, Effective Date: 08/28/2015, Company: "| G ALOBJADZW VM" TEST

Checking Debit 12222222 333333333 52500 FIRSTNAMET LASTNAME

Checking Debit 12222222 333333333 52500 FIRSTNAMET LASTNAME

Checking Debit 12222222 333333233 52500 FIRSTNAMET LASTNAME

Checking Debit 12222222 333333333 52500 FIRSTNAMET LASTNAME

Checking Credit 02111741 392310222 $100.00 1'G ALOBJADZW VM
Totals: $100.00 $100.00

Show aw Cortenia

P_Ref#1882d.ach
Created By George Washington (Qjleavyg Otpjsqcwuk Kpz) - 08/21/2015

Approved By George Washington - 08/21/2015
Pending Download

101 02111741802111741811503261032R094101FRB TEST BRNK

52001 G ALOBJADIW VMTEST 1259746299FPFDTEST 150326150828 1021117410000162
627122222222333333333 0000002500FIRSTNRAME L FIRSTNEME1l LASTNRME 1021117410000001
70550 00010000001
627122222222333333333 0000002500FIRSTHNAME L FIRSTHNAME1 LASTNAME 1021117410000002
TO0STEST MEMO 00010000002
627122222222333333333 0000002500FIRSTHNAME L FIRSTHNAME1 LASTNAME 1021117410000003
TO0STEST MEMO 00010000003
627122222222333333333 0000002500FIRSTHRAME L FIRSTHAME1 LASTNAME 1021117410000004
TO0STEST MEMO 00010000004
622021117418392310222 00000100001259746299 I &6 RLOBJRDIW VM 0021117410000005
820000000800510006290000000100000000000100001255746259 021117410000162

9000001000002000000090051000629000000010000000000010000
5859995599955999555955599955959559599559995959595599955999559995559555595559595595995599955595959
995999959995599955999959999599955999559995999995599955999559999%9995599955999559999599955999059
5859995599955999555955599955959559599559995959595599955999559995559555595559595595995599955595959
9959995599955999559995599955999559955599950999559995599555999559995559955995559999599955999059
5859995599955999555955599955959559599559995959595599955999559995559555595559595595995599955595959
9959995599955999559995599955999559955599950999559995599555999559995559955995559999599955999059
9999999999995999599999999999999559995999999999999995999999999999999999959993599999999995999599

Show Formatted

Close
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The Financial Institution can download uploaded batches by checking off the applicable batch and clicking
download.
++ Helpful hint- Unlike the native ACH history module, the pass-thru module has the ability to download

both approved and canceled batches for the institution’s records.

« History

Abraham Lincoln 082112015 08/24/2015 Canceled By System P_Ref#1832.ach
George Washington 08212015 082172015 Downloaded P_Ref#1832a ach
Abraham Lincoln 082112015 082172015 Canceled P_Ref162_324 ach

oo

Re-downloading ACH Files

The iBanking system allows the Financial Institution to re-download both pass-thru and native ACH batches if
needed. This can be done utilizing the “Redownload ACH Files” page. To navigate to this page click the
Operations icon or tab and then click the “Redownload ACH Files” tab or submenu item.

w
$ 3 [ 2] b 3 3 5 b 3 $ 5 2
Service Operations Dynamic Campaign Manager Administration Implementation Reports Self Service

Business ACH Redownload ACH Files Redownload Wire Files Retail ACH

Re-download Native ACH
This page functions similarly to the native ACH history module. To review a file, click on the magnifying glass

next to the applicable record and a window will display with the batch details.
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Business ACH Redownload ACH Files m Redownload Wire Files Retadl ACH

Redownload ACH Files

v ACH Fles

Search Options

Fie Name:

Croated By: PAdmind OOCK

“H

Date Range: Custom 2 From: 08102015 il 1o b1

File Tracking Number:

Created Date Filo Name Download Satus
Motile COCC 08217205 regresson Unknown
Jeff Dayton 08142015 - P_ReWw162_3242 ach Unknown
Jefl Dayton 08

INKNOWN

=

To download a batch, check off the box next to the applicable record and click “Download”.

e
Search Options

File Name:

Created By: PAdmind COCC

4»

Date Range: Custom % From: 08172015 To:

File Tracking Number:

o iMobile COCC 0872112015 % regression Unknown

George Washington 082172015

y

P_Ref#1882d.ach Unknown

=n =

Re-download pass-thru ACH

This page functions similarly to the pass-thru history module. To review a file, click on the file name of the
applicable record and a window will display with the batch details.

66| Page



¥ ACH Pass-Thru Files E

Hillview Properties Inc 08/2112015 Downloaded Pass-Thru P_Ref#1882a.ach
Dwvmglt Simo Ezlrgktwl 06/03/2015 Downloaded By System Pass-Thru P_Refi38.ach

Uhmrtj JBS

Dwvmglt Simo Ezirglktwl 06/03/2015 Downloaded By System Pass-Thru F_BatchNameTestach
Uhmrtj JBS

<1 E2EE

=3

To review the NACHA file, click “Show Raw Contents”.

P_Ref#1882d.ach
Created By George Washington (Qjleavyg Otpjsgcwuk Kpz) - 08/21/2015
Approved By George Washington - 08/21/2015
Pending Download

File Creation Date: 03/26/2015, Origin: TEST BANK (02111741581), Destination: FRE ( 021117418)
File Totals: Credits: $100.00, Debits: $100.00

PPD Batch #0000162, Effective Date: 08/23/2015, Company: "| G ALOBJADZW VM" TEST

Account Type Routing Number Account Number Participant

Checking Debit 12222222 333333333 $25.00 FIRSTNAME1 LASTNAME
Checking Debit 12222222 333333333 525.00 FIRSTNAME1 LASTNAME
Checking Debit 12222222 333333333 $25.00 FIRSTNAME1 LASTNAME
Checking Debit 12222222 333333333 $25.00 FIRSTNAME1 LASTNAME
Checking Credit 02111741 392310222 $100.00 | G ALOBJADZW WM

Totals: £100.00 $100.00

© Show Raw Contents
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P_Ref#1882d.ach
Created By George Washington (Qjleavyg Otpjsqcwuk Kpz) - 08/21/2015
Approved By George Washington - 08/21/2015
Pending Download

101 02111741802111741811503261032R094101FRE TEST BINK
52001 G RALOBJADIW VMTEST 1259746299PPDTEST 150326150828
62T122222222333333333 0000002500FIRSTNAMEL FIRSTHNRAME]l LASTNAME

70550

62T122222222333333333 0000002500FIRSTNAMEL FIRSTHNRAME]l LASTNAME
TOS5TEST MEMO

627122222222333333333 0000002500FIRSTNAME L FIRSTHNRAME] LASTNAME
TOS5TEST MEMO

627122222222333333333 0000002500FIRSTNRAME L FIRSTNEME1l LASTNRME
TO0STEST MEMO

622021117418392310222 00000100001259746299 I G RLOBJRDIW VM

820000000800510006290000000100000000000100001255746259
9000001000002000000090051000629000000010000000000010000

1021117410000162
1021117410000001
00010000001
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00010000002
1021117410000003
00010000003
1021117410000004
00010000004
0021117410000005
021117410000162

5859995599955999555955599955959559599559995959595599955999559995559555595559595595995599955595959
955999959999559999559955999955999559995599959999559995999955999559955999955999559995599955999599
5859995599955999555955599955959559599559995959595599955999559995559555595559595595995599955595959
955999959999559999559955999955999559995599959999559995999955999559955999955999559995599955999599
5859995599955999555955599955959559599559995959595599955999559995559555595559595595995599955595959
999999599995599995%9995599955999559995599959999559995995955999559995599955999559995599955995999
5859995599955999555955599955959559599559995959595599955999559995559555595559595595995599955595959

Show Formatted

Close

To re-download a pass-thru item, check off the box next to the applicable record and click “Download”.

¥ ACH Pass-Thru Files

o

Hillview Properties Inc 08/21/2015 Downloaded Pass-Thru P_Ref#1382a.ach

Dvmglt Simo Ezirgiktwl D6/03/2015 Downloaded By System Pass-Thru P_Refi38.ach
Uhmrj JBS
Dvmglt Simo Ezirgktwl 06/03/2015 Downloaded By System Pass-Thru P_BatchNameTest.ach

Uhmrtj JBS

Outgoing File Process

<1 2B E

Manual ACH Download Process

The Financial Institution can select to manually download their ACH files and manually process them. In

order to download an ACH Batch, follow these steps:

1) On the FI administrative console click on the Operations tab or icon and select the Business ACH tab

or submenu item.

-

1] 5 g $ g F g

Operations Dynamic Campaign Manager Administration Implementation

E

Service

(1]

COCC CSR Tools

E

Reports

p

Self Service

Business ACH Redownload ACH S Redownload Wire Files
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2) Once the Fl has reviewed the batches and is ready to download the files, check off the box next to
the applicable batch and click “Process and Download”.

Fhow Search Qptions

Busarsiris Amount Efestirve Damn

224 Nama; G Batzh Hilvipd' Progeertes Ing $200 Approawd QA4S o XK
Type: PPD Cradit - Consumer Credit

- Name: Test Bateh HiliEw Progsrbies Ine $1037  Approved  DRZAZ01S S
Ty peis FF L EeTEL
Fund From: =036 ORG Checking

Process and Downioad Fie |m

3) The file will be downloaded to the administrator’s local PC for manual processing. The batch will
then be moved to the History module with a status of “Processed”.

v History Printer Friendly

Show Search Options

Amount Effective Date File File
Creation

Name: Test Batch Hillview Properties Inc $5.50 Processed 08/24/2015 regression  08/21/2015 %
Type: PPD Credit - Consumer Credit 6:25:53 PM
Fund From: x0364 ORG Checking

< Helpful hint- The “Pending Batches” module generally refers to native batches that were created
in iBanking, whereas the “Pending Download” module refers to pass-thru batches. The Fl can
select to have COCC configure these modules to display in one Pending module.

Automated ACH Process
COCC can automate the Financial Institution’s ACH process by downloading the ACH files and sending them
to the applicable processor (ex: The FED, Priority Payments, Bankers Bank, etc.)

The Financial Institution will have a cutoff time that is applied to their business ACH batches. The typical
cutoff time is 3pm (Eastern Time). The Fl has a window of 30 minutes from this cutoff time to review batches
for the day (please note the Fl does not have to approve Business ACH batches). At 3:30pm COCC’s
automated jobs will start to pull any batches that are in an approved status for processing.

COCC will deliver these files to the appropriate processor on behalf of the FI. If the Fl has any other products,
such as Verafin or INSIGHT ACH Manager, COCC will also send the files through these systems during
processing.
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iBanking ACH Workflow
This workflow details the process of the ACH files from iBanking to the FED.

(F( iBanking ACH Workflow

Initiate ACH Transaction Receive Cancellation Notification

End User

Suggest review approval queue @ 10AM. 1PM & 3PM

= ACH file cut is 3PM. Files beyond 3PM will be considered next business day. Notify COCC & Customer
=2 Approval process for retail only; businesses approve their own batches
-
3 o)
E Cancel Transaction
= ? - ?
= Create ACH batch Approve ACH batch? No & Notify Customer Suspect?
= L
o |
E Yes
c . _ . -
i J Verifin Email Notification Recd No Action Needed
Insight ACH Manager Pickup 1AM
Continuation
Yes
Verafin Drop Box Suspect?
No
@ 3:30 PM
Yes CMS file only
No Action Needed
Auto Download ACH File . - -
?
g (Muitiple files) AppWorx File Copy . 1AM Client?
No ACH

Continuation

Server Name: us1250\ftp\XXXX\ACH\ibanking Start time: 3:30PM
Whereas XXXX = the COCC Fi# Email sent to SOPS, Alert, ABG & CM3S
(File will be archived for 5 calendar days) Move File into IAM_ORIG

File naming conventions:
AZA XKXXAZAID].ach
CMS: XXXXBusYYYYMMDDhhmmss.ach

INSIGHT ACH Manager Workflow
Financial Institutions that are utilizing INSIGHT ACH Manager will also have the files processed via this
additional workflow.
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INSIGHT ACH Manager

e
v
L
=
=]
=
w
c e
9 No
5 |
3
o
w Log into ACH Manager
£ 1o Review & Resolve any Actionable Fail? ——Yes Perform Fix
T Exceptions that occur
‘G
=
©
= .
= I
iBanking IAM File l. . —
continuation .
|
|
INSIGHT ACH Manager N
De‘:m File "P"""SLB = | Validations Performed:
ccounts Payable) ) - . . Daily Dwollar Limit iBanking ACH File
|ffa||ed., an email is sent | *  Account Number (Loan & DDA) continuation )
3 to the internal Fl group ! . Credit Expiration Date .Ava.lla.ble day_l\
5 | e
[v] N . Trans Type Check (Debit vs. Credit) - -
= (3) | 't NACHAFieFormat
E Loads Data to the — OFAC Screening | . OFAC Name
ACH S = il . . Duplicate File Merge Report generated
I Application
o . Balance File
P-4
:‘; Note that files are not held for OFAC name check;
i ity i i i Co-mingled
8 1. When limit & expiration date exceptions occur, batch is held in Pass compliance / security is notified & file is processed. gl
the ™ " iting for authorized t X
O @ "approvers” queue, waiting for authorized user to approve. INSIGHT ACH Manager Merge all outbound ACH

2. All other exceptions are held in the “exceptions” queue and
must be investigated for failure reason:
For Example:
* Duplicate file received
® SEC code set at PPD, and CCD is attempted
#® File criginated in a different channel

Processes Data & Creates
the outbound CM5 ACH
Files File(s)

IAM_ORIG Directory

* Unbalanced file

#* Duplicate file
3. OFAC are viewable in the OFAC queue

files based on effective date
for transmission to the Fed
8PM ET

Log onto FedLine

Advantage & send file

Rev 6/27/201

a
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Miscellaneous Information

This section will review common inquiries and questions about the iBanking Business ACH features.

Import Process

The Batch Import feature allows end users to upload participants into exiting Batches. This feature can be
utilized to both import AND override any data associated with the Batch (name, nickname, participants,
transaction amounts, prenote, holds, etc.).

The user can use either a CSV file, ACH file, or create the template of the participant file that will be uploaded
to the existing Batch.

This feature does not upload batch templates. End users must use the native ACH batch functionality to add
a batch template.

For information on how to utilize this feature, refer to the “Adding participants via the Import process”
section of this guide.

NACHA File Format
For more information on NACHA rules and standards, please refer to the National Automated Clearing House
Association’s website.

https://www.nacha.org/

Click this link to review information on the NACHA file format.

https://www.nacha.org/system/files/resources/AAP201%20-%20ACH%20File%20Formatting.pdf

Native ACH Batch Mapping Guide
Business users can utilizing iBanking to create/initiate a native ACH batch. Native ACH refers to ACH batches
or transactions that are created and initiated by iBanking.

This section will review the iBanking batch template layout and mapping of the fields into a NACHA formatted
file.

The following batch template sample displays the batch template fields and identifies the corresponding
placement in a NACHA formatted file.
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Batch Details

w» Batch Details

* Batch Name:

* Transaction Type:

Company Discretionary Data:

* Company Entry Description:

* Company:

GW Batch
PFD Credit - Consumer Credit

PR123 5 Record
Payroll

Hillview Propert - x8627 & 5 Record

Offset Account:

+/ Show Memos

Batch Entries

Nickname

x0364 ORG Checking (Available $56,895.45) | & | 8 Record

Unique Account Account Hold Prenote Amount
Identifier Mumber Type
1259746200 4f7c9e0d- %0222 6 Record  Checking & 1756 Record i X
f5d0-4 6 Record )
Memo: Week1
VictorJ Test 333 6 Record x5555 6 Record  Checkin
¢ % 1.256 Record @ X
Memo: Week2 7 Record

Active Total: $3.00 8Record  (2) Hold Total: $0.00 (2) Prenotes: 0

Initiate Prenotes Add Participants ﬁ

K/
0‘0

The NACHA file below is the result of the batch template sample:

101 201167818 30131345615090914233094101FRB TEST BANK ;I
5200HILLVIEW PROPERTPR1Z3 1202478627 PPDPAYROLL 1530909150910  1201167810000229
622021117418392310222 000000017 54F7C9EOD-F5D0-41 G ALOBJADZW WM 1201167810000001
7O5WEEKL 00010000001
62201190057112345555 0000000125333 VICTOR JOHNSON 1201167810000002
705WEEK2 00010000002
627201167818192310364 00000003001202478627 HILLVIEW PROPERT 0201167810000003
820000000500234185790000000003000000000003001202478627 201167810000229

9000001000001000000050023418579000000000300000000000300

9999999999999999999999999999999999999999999999999999999999999999999999999999999999999999999999
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Reports
Financial institutions can grant their staff members’ permissions to view reports in iBanking. The system has

a few reports that are helpful with Business ACH items.
These are a few of the reports and information on the data they provide:

e ACH Entitlements — Displays users’ ACH entitlements and limits.
e ACH Activity Report — Displays business ACH and pass-thru activity details.
e  User Activity Report — Display a multitude of information on Business ACH.

COCC also has the IAM_Orig_Merge: ACH Manager Merge report that can be utilized to view all ACH items
that were sent out to the FED or future dated items that are currently on hold. This report can be viewed via

Digital Archives or Integra.
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