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Users menu

The Admin and other users established with administration rights have access to the Users menu. Non-
administrators do not see the Users menu.

The Users menu allows administrators to:
e  (Create additional cash user profiles
e Edit cash user profiles

e Unlock cash users with excessive invalid login attempts
e Enter and modify IP addresses under Access Control option

Creating Cash Users

To create additional users, the Admin or other administrator completes the following:

Step 1: In the Business Banking tab, navigate to Users, then New CM User.

-~
[ o,
eBranch Bill Payment Cash Management

Wires

CM User List New CM User Access Control
WP YTV L Sw SR Y SRR R ST YNy PR NS Pl Few v vty sy

Step 2: The User Settings screen appears. This step allows the establishment of the login profile,
administration level and other specific permissions. Fields marked with an asterisk require an entry.
Complete the fields and click Next .

_ User Functions Approvals Access
User Settings tad

Company Login 1D: gomez

*User Name: Anita Login Hold User
*User ID: anita
*Administration: No [+]

*Password (enter twice): ~  eeeeee eseee

Approves: V] acH ¥ wires
*E-mail Address: anita@company com
Additional Access: ] slerts ¥ additional Services
Save Cancel Next >>

e Company Login ID: HB Username established by TruStar during the enrollment process. This
value cannot be changed by the user.
e User Name: Name of the individual.
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e User ID: Cash Management ID used to log in.
e  Password: Initial password, entered twice. User selects a new password during first time login.
e Approves: Permits user to finalize ACH or Wire initiation for another user who requires

approval.

Hold User: Selecting prevents cash user from logging in.

e E-mail Address: Email address used to send the user a notification when the institution replies
to a message sent by that user via the Secure Message Center.
e Additional Access: Allow access to various options.

Step 3: The Functions screen appears, also known as the User Access screen. Designate specific
permissions and dollar limitations. Complete the fields and click Next .

Select Account to Establish Controls: All Accounts

Transaction Controls

Cash Manager Controls

Aggregate ACH Limits

Per Baich Limit
$ 1000

Aggregate Wires Limits

Per Wire Limit:

$ 1000

9] Transter Inquiry
I Transfer Addions
J1 Bill Pay

| Electionic Statements

7 Create One Time Wires
¥/Eai One Time Wires
7| Create Template Wires

¥ Edit Template Wires

Per Day Limit:
$ 100000 00

Per Day Limit:

User Functions Approvals Access

Per Month Limit:
$/1000000 00

¥ Limit = Available Balance

<<Previous  Save Cancel Next »>

e Select Account to Establish Controls: All permissions and limits established on this page apply
to the share selected in this drop-down field. The default is All Accounts.

Select Account to Establish Controls: All Accounts

Transacton Controls

All Accounts

[+]

0000379608 SO1 |

0000379608 S02
0000379608 S03
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Transaction Controls
This section defines user access to basic Business Banking functionality.

=  Transaction Inquiry: Access to Transactions.

= Stop Payment Inquiry: Access to Current Stop Payment and Stop Payment
History.

=  Stop Payment Additions: Access to Add New Stop Payment.

= Transfer Inquiry: Access to Pending Transfers and Transfer History.

= Transfer Additions: Access to New Transfer.

= Electronic Statements: Access to e-statements.

Cash Management Controls
This section defines user access to Cash Management functionality.

= Create ACH Batches: Access to New Batch option in the ACH menu.

=  Edit ACH Batches: Access to Edit option located within batch drop-down field.

= |nitiate ACH: Access to Initiate option located within batch drop-down field.

=  Transmit Wires: Access to Transmit option in wire drop-down field.

= Create One Time Wires: Access to Single Wires option in Wires menu.

= Edit One Time Wires: Access to Edit option within wire drop-down options.

= Create Template Wires: Access to New Template button located within
Transmit Templates option.

= Edit Template Wires: Access to Edit option located within wire template drop-
down options.

Aggregate ACH Limits
This section defines dollar limits for ACH activity.

= Per Batch Limit: Maximum dollar amount per ACH batch that can be initiated by

the user.

= Per Day Limit: Maximum dollar amount per day that can be initiated by the
user.

= Per Month Limit: Maximum dollar amount per month that can be initiated by
the user.

Aggregate Wire Limits
This section defines dollar limits for wire activity.

= Per Wire Limit: Maximum dollar amount per wire that can be transmitted by
the user.
= Per Day Limit: Maximum dollar amount per day that can be transmitted by the
user.
e Limit = Available Balance: To use the Available Balance of the share
(Source Account) instead of the Per Day limit, select this box.

Step 4: The Approvals screen appears, also known as the User Approvals screen, which allows for dual
control designations for ACH initiation and wire transmittal. Complete the fields if desired and then click
Next.
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Step 5: The Access screen appears, also known as the User Times screen, which allows time
restrictions on when the user can log in. Default is All day. Complete the fields if desired and
click Save to finalize user setup.

Time Access Control - Anita Login e o

Day Begin Time End Time

Monday 12 30 PM [ 5 00 PM [» lever on this day All day
Tuesday lever on this day ¥ All day
Wednesday == - lever on this day Z Al day
Thursday ~] - Never on this day 7 Al day
Friday 8 00 aMl=] " 00 aM[= I this day Al day
Saturday ~] [+ ¥!Never on this da All day
Sunday - 71 Never on this da Il day

<<Previous  Save Cancel

=  Begin/End Time: If the user’s Business Banking access should be prevented
before and after a specific time, enter those times (Central Time Zone).

= Never on this day: Click to prevent Business Banking access for the entire day
(12:00 AM-11:59 PM).

= All day: Click to allow Business Banking access for the entire day (12:00
AM-11:59 PM).

Editing Cash User Profiles
Administrators can edit existing profiles in the Users menu.

The admin must edit his/her own profile to grant functionality such as ACH and wire permissions. Once
modified, the admin must log out and back in to see newly granted options.

To edit a user profile:
Step 1: In the Business Banking tab, go to Users. The CM User List appears.
Step 2: Next to the desired profile, click on the Select Option drop-down menu, and then select from up

to six options:
e User Settings: The initial User screen:

User Settings ser Functions Approve
.
Company Login ID: gomez
*User Name: Anita Login Hold User
*User ID: anita
*Administration: No [+]
*Password (enter twice): ~ seseee eeeees
Approves: V| ACH ¥/ wires
*E-mail Address: anita@company.com
Additional Access: ! Alerts V! Additional Services
Save Cancel Next >>
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User Access: Also known as the Functions screen:

Saloct Account to Establish Controls: | All Accounts

Transaction Controls

Cash Manager Controls

Aggregate ACH Limits

Par Batch Limit:

$[1000

Aggregats Wites Limits

Por viire Limit:

<1000

¥] Transaction Inguiry
%] stop Payment inquiry
%] s10p Paymen Agomons

%) Oroer Checks

¥ Transmit wires

9] Transter nquiry
¥ Transter Aaations
lon P

¥ Elecionic Statements

¥ £t Template Wires

Per Day Limit:

/100000

00

Per Day Limit:

Per Montn Limt:
/1000000 oo

T Limit = Available Balance

<Previous  Save (3  Canc

User Approvals: Also known as the Approvals screen:

Approval Levels

User Functons Approvas Access

Function Require Approvals Rule:

Initiate ACH 9 Yes No Require |1 approval(s) if transaction exceeds § 500 0

Wire Transfer @ Yes No Require |1 approval(s) if transaction exceeds § 500 00

Tl<<Previous  Save (3  Cancel (3  Mext>> [
User Times: Also known as the Access screen: ** *
Time Access Control - Anita lW"\ . Acosss

Day Begin Time End Time
Monday 12 30 i e] 5 00 (=] Never on this day All day
Tuesday ] [=] Never on this day Y1 Al day
Wednesday ! [+ Never on this day 7 All day
Thursday v [+] Never on this day YL All day
Friday 8 00 aml=] 1 00 am[=] Never on this day All day
Saturday =] =] ¥INever on this day All day
Sunday = [+] ¥INever on this day All day

() << Previous save L)  cancel €

Copy User: Launches New CM User setup, with all the permissions and limits pre-populated
based on the original profile. The User Name, User ID, Password and E-mail Address fields are

blank.

Delete User: Displays User screen of the profile. Click the Delete button to confirm.

Step 3: Make modifications and click Save to retain changes.
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Unlocking Locked Cash Users

A cash user who sequentially enters the wrong password three times is placed in a Held status. An
administrator can unlock the profile.

To unlock a cash user:
Step 1: Under the Business Banking tab, go to Users. The CM User List displays.

Step 2: The locked profile is flagged as Held. Under the Select Option drop-down menu, click User
Settings.

Users
User Name: User Id: Admin Held
Anita Login anita No Select Option t}
elect Ootion
| User Sett

User Access
User Approvals
User Times
Copy User
Delete User

FPPUET [T TR F S NP PPN T PPr S TP APPSR PR PRI O ST PTRRPINPI SO S PSR T T ¢ TIPSR SPPRE PR IEIPPIRIRP IR TPP PP SRR 1 $ 9 [T PR 34

Step 3: Deselect the Hold User field and click Save to retain the change. The user may then log in with

the current password.

User Settings
Company Login ID: gomez
*User Name: Anita Login
*User ID: anita
*Administration: No [+]
*Password (enter twice):
Approves: Y| ACH ¥l wires
*E-mail Address: anita@company.com
Additional Access: 4| Alerts V] Additional Sevices

Cancel Next >>

Step 4: (optional) If the user needs a new password, key in new values in the Password field and click

Save.

Step 5: Communicate new password to the user. User must select new password at next login.
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Access Control

Administrators can restrict Business Banking login based on IP address in the Access Control option.
This is done by entering IP addresses that allow Business Banking login; login attempts from any

other IP address are prevented.

Step 1: Under the Business Banking tab, go to Users, then Access Control.

-
g | e
eBranch Bill Payment  [esTL R ELEGE T

CM User List New CM User Access Control

SAMADAS BRI AR AL D ASIAAN LI LA DAL D AAAA A

Step 2: Click Add IP Address.

IP Address Centrol

Current IP List: Name: Enabled:

Add IP Address ()

Step 3: Key in the information for the IP address that allows Business Banking login.

IP Address Control

IP Address Name:
IP Address :
Enabled: @ yes O No

submit ) cancel

= |P Address Name: A label for the IP entry (e.g. “Main Office”).

= |P Address: Enter part or all four octets of the IP address. To establish a match
on partial IP address, enter an asterisk in the second, third and/or fourth octet

field.

=  Enabled: Select Yes and then Submit to apply login restrictions to this IP

address.

Step 4: Repeat for additional IP addresses where login is permitted.
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ACH Menu

**Please note, there are additional ACH procedures that must be followed along with an ACH
Agreement. Please contact TruStar FCU if you would like access to these ACH features.

The ACH menu allows the user to:
e Create an ACH batch
e Edit ACH batches
e Download ACH batches in PDF and NACHA format
e |nitiate ACH batches

Creating a New ACH Batch

Step 1: In the Business Banking tab, click on ACH, then New Batch.

S 52
eBranch Bill Payment Cash Management

ACH Hew Batch History Search

A, R i e e e B by g g g b w gy o g By e et B LR,

Step 2: The batch header creation screen appears. Complete the fields and then click Add to save the
header and progress to the record entry screen. Alternatively, press Save to save the header and add
records later. Import can be used to bring in records from a NACHA formatted file. See the Importing

ACH Transactions section for details.

New Batch

Batch Name Payroll
Batch Type payment [+] SEC Code PPD [+]
‘Company / 1D: GomezFarms/1122334455 E| Entry Description: ACH Batch

Settlement Account: | 0000034837 50010 =] Discretionary Data:

Add Transaction (> Import Transaction(s)

= Batch Name: The name of the batch.

= Batch Type: Select Payment if the batch consists of credits; select Collection if

the batch consists of debits.

=  Company/ID: Select the ACH Company to use.
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= Settlement Account: Select the account to act as the offset for the batch. This
account receives the debit offset if the Type is Payment, and the credit offset if
the Type is Collection.

=  SEC Code: Select the appropriate SEC code based on NACHA rules.

= Entry Description: Enter the description for the batch. This value is part of the
transaction description on the end-recipient’s account. Required field.

= Discretionary Data: Enter desired discretionary data. Values entered are not
seen by the end-recipient.

Step 3: If Add was selected on the prior screen, the header and record entry fields appear. Complete the
fields and click Quick Add to add additional records, or Save to retain the record and move to the Edit
Payment screen.

BT B ST admin successfully saved Batch Payroll 10

New Transaction

Batch Name
Batch Type
Company / ID:

Name:

D

Addenda:

Payroll 10
Faymant

GomezFarms/1122334455 Entry Description:
Settlement Account: 0000034837 S0010

SEC Code PPD
ACH Batch
Discretionary Data:

Routing: }’) Amount: 0 |00 Prenate

Account: Type: Checking [+ ] Hold

Quick Add Save Cancel

10| Page

Name: Name of the recipient. Field max: 22 characters. Required field.

ID: This may be the recipient’s SSN/EIN, an employee ID number, or some other
identifying value. Field max: 15 characters. Required field.

Addenda: Any additional information to be included in the addenda records of
the batch. Field max: 80 characters.

Routing: Routing number of the receiving financial institution. Clicking Search
icon allows a search by ABA Number, FI Name, City or State. Field max: 9

characters, numbers only. Required field.

Account: Account number at the receiving institution. Field max: 17 characters,
numbers only. Required field.

Amount: Dollar amount of the transaction.
Type: Indicate whether the account is a checking or savings.

Prenote: Select if the record is to be a prenote. If selected, the Amount field
must be 0.00.



= Hold: Select to prevent the transaction from being included in the ACH batch at
initiation.

=  Quick Add: Click to save the record and display new fields to enter the next
record.

= Save: Click to save the record and move to the Edit Payment screen.
= Cancel: Click to discard the record and move to the Edit Payment screen.

Step 4: Repeat Step 3 until all desired records have been added. Click Save when finished.

Batch creation is complete. The batch displays on the ACH list.

i s i o ¢ g
eBranch Bill Payment  [sTIRIENENEN BN Mortgage Setfings My Finance Services

ACH Hew Batch History Search

8404 NefTeller Prefic Lane

Batch List View 5 | 10120 |50

Batch Name: Status: Type: Company: Settlement Account: Amount:

Annie Batch Ready Payment GomezFarms 0000034837 30010 517000 Select Option[+] |

trd BODIE DAL b asbrn b atin s mo s SAIED QAN e 148 200 0.0 DaVments o, 4:4:G08ZEAINS 40 s 000 d it 00t nnn AO0003ATITSO0NG srsbonin anminsh sos Aban ot $600.00, 160t QOE@R 3] o sesia Lol

Importing ACH Transactions

Records from a NACHA formatted .txt or .ach file can be imported during batch creation in Business
Banking. NACHA formatted files can be obtained from 3rd party ACH batch creation software or by
using the Download option in NetTeller for existing NetTeller-entered batches.

The Type selected during batch header creation in Business Banking determines what transactions are
imported from the NACHA formatted file.

o fthe Type is “Payment”, only credits and associated addenda are uploaded from the NACHA file.
e If the Type is “Collection”, only debits and associated addenda are uploaded from the NACHA
file.

No other information from the original file is imported. The header Name, Type, Company ID,
Settlement Account, SEC Code, Entry Description and Discretionary Data is designated during batch
header creation in Business Banking prior to the Import.

Importing transactions on a new batch

Step 1: In the Business Banking tab, click on ACH, then New Batch.

Step 2: The batch header creation screen appears. Complete the fields and then click Import button.
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Hew Batch

Batch Name Payrall

Batch Type Payment [v] SEC Code PPD [+]
Company /1D: GomezFarms/1122334455 [+] Entry Description: ACH Batch
Settlement Account: | 0000034837 50010 E‘ Discretionary Data:

Add Transaction (- Import Transaction(s) (.. Save (/ Cancel (.

Step 3: The batch header displays. Browse for the NACHA formatted file, and then once targeted, click
Submit.

Step 4: The corresponding records (either credits or debits based on Type) display and can be edited and
saved in the normal manner. Any records that could not be imported are noted in the Information
Message.

LT IR BT sdmin successfully uploaded Batch Annie Batch. Could not upload 1 Collection or 2ero dollar Transaction(s,

Edit Payment Batch

Batch Type Payment Batch (Outgoing Credits
Batch Name Annie Batch SEC Code PPD (]
Company / ID: GomezFarms/1 Entry Description: Batch

Settlement Account. Discretionary Data:

Batch Total: §235.00 Total Transaction(sk 4
View lz0150]

Name (select to edit) Status Id/Check Routing Account Type Amount  Held Prenote

OK 123 101001351 123455677 Chk $ 100 . 00

OK 13132 101001351 123234232 Chk £ 70,00

oK 123 071922777 00000000000000987 Chk $ 50 .00

0K 123 274073766 00000000000000456 Chk 5 1500

1
Save Cancel Add Transaction Import Payment Transaction(s)

Additional records can be imported by clicking the Import button again and browsing for other NACHA
formatted .txt or .ach files, or by clicking Add to manually enter records.

Importing transactions on an existing batch

Step 1: In the Business Banking tab, click on ACH. The batch list appears.

Step 2: Select Edit from the Select Option drop-down field. The batch must be in a Ready status in order
to edit.

Batch List View 5| 10201 50|

Batch Name: Status: Type: Company: Settlement Account: Amount:

Annie Batch Ready Payment GomezFarms 0000034837 S0010 $235.00 Select Option [+ ]

Db e A A 4200 o A A0 A b o A AR e o i A A 0 B 0 e 0, b a1 8 B B i

Step 3: The existing batch header and records appear. Click the Import button.
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Fan Paymenst Batch
Batca Type Paymant Basch (Outgong Creats
Batca Hame Aceve Batch SEC Cose #0 (3]
Coergany 1 GomezFarms/1122334355 (e Entry Descriptios: Batch
Setemnt Accoust: 0000034537 $0010 [v] Cuscresonary Oata:
Barch Totat 239 % Total Trassacbonis) 4
veew & | s0 I

Hame (select 10 edif) Status 1 hock Rowuting Account Type Amount  Hold Prenote

o 2 101001351 12455677 O s 100 00

O mn 101001351 1232342% Cok s ™ 00

oK 3 one2rn 00000000000000387 Ok s 2 0

ox 23 214073766 00000000020000455 Cr s 15 00

1
R

Step 4: The batch header appears. Browse for the NACHA formatted file, and then once targeted, click
Submit.

Upload Payment Batch
Batch Type Payment Batch (Outgoing Credits)
Batch Name Annie Batch SEC Code PPD
Company /1D: GomezFarms Entry Description: Batch
Seltlement Account: 0000034837 50010

Discrationary Data:

Enter the name of the file you wish fo upload (same browsers will provide a Browse button to help you find the file)

File Name: Chaase File | Mo file chosen

submit (£

Step 5: The corresponding records (either credits or debits based on Type) display and can be edited and
saved in the normal manner. Any records that could not be imported are noted in the Information
Message.

admin successfully uploaded Batch Annie Batch. Could not upload 1 Collection or zero dollar Transaction(s)
Edit Payment Batch
Batch Type Payment Batch (Outgoing Credits)
Batch Name Annie Batch SEC Code PPD [=]
Company /1D: GomezFarms/1122334455 [+] Entry Description:  Batch
Settlement Account: | 0000034837 50010 [=] Discretionary Data:
Baten Total: 23500 Total Transaction(sl: 4
View 120150

Name (select to edit) Status: 1diCheck Routing Account Type Amount Held  Prenote

OK 123 101001351 123455677 Chi $ 100 00 1

oK 13132 101001351 123234232 Chi s 7000 B ]

oK 123 071922777 00000000000000987 Chik 1 50/. 00 1

oK 12 274073766 00000000000000456 Chic s 15/ /o0 s ]}

1
save € cancel €3  AdaTransacon ) mport Payment Transactionts) ()

Additional records can be imported by clicking the Import button again and browsing for other NACHA
formatted .txt or .ach files, or by clicking Add to manually enter records.
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Editing an ACH Batch

To add a new record to an existing batch, or to make other modifications:

Step 1: Under the Business Banking tab, go to the ACH menu. The existing batches display.

[ g | e
eBranch Bill Payment [T R ELEGE T

Wires Users

ACH New Batch History Search

PY VI N FNTY FENPW W WYY FWE VY RVRY WYY YV N WV VY VR EEE

Step 2: Select Edit from the Select Option drop-down menu next to the desired batch.

Batch List

Batch Name:

Annie Batch

DA A0 A A e At AR 4000 A0 A0 it AR A0 A A A A 0 4 A A AR AT, s A A0 A A A A 0 A A0 00 A0 A0 A A0 A A0 A4 AR A A A At A A A A LA 00 A BN,

Status:

Ready

Type Company Settlement Account:

Payment GomezFarms 0000034837 S0010

Amount

$235 00

View 3 |

150

Select Option 3
Select Option

View

Initiate
Download
Copy
Delete
A,

R T

Step 3: Make modifications, or add or import additional transactions. Click the link under the Name
column to access additional fields. Once editing is done, click Save to retain changes.
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Edit Payment Batch
Batch Name Annie Batch SEC Code PPO [=]
Company ! ID: GomezFarms/1122334455[=] Entry Description: Batch
Seftlement Account: | 0000034837 50010 [=] Discretionary Data:
Baten Tolat: 524500 Total Transactionis): 5
View s 112120150 |
Name (select to edit) Status 1d/Check Routing Account Type Amount Held  Prenote
oK 12 101001361 123455677 Chi 5 100 (o0
oK 13132 101001351 1232M232 Chis s 70.Joo
oK 123 arez2TI? 00000000000000967 Chic s 50.joo
oK 123 274073766 00000000000000456 Chic s 15 [oo
oK 1212 101001361 50487639847 Chic 5 10 Joo
1
save () Cancel () Add Transaction () import Payment Transaction(s) (7




Initiating an ACH Batch

To send the ACH batch from Business Bankign for further processing, the cash user initiates the
batch. Only batches with records have the Initiate option.

To initiate:
Step 1: In the Business Banking tab, go to the ACH menu. Existing batches display.

Step 2: Choose Initiate from the Select Option drop-down menu.

Batch List View & | 50 |

Batch Name Status Type Company Settlement Account

Annie Batch Ready Payment GomezFarms 0000034837 S0010 §245.00

A A B A S AD A AR ot a0 0 A A 40 A S 0 A e tnat B AN AL A0 o A A MM A8 AR A0 A S A A A AAAAS A0 AL A A A A A A AR A0 A A0 A 0 D o A A A A0 A o A A L A ARA R A A At

Step 3: The batch header displays, along with a number indicating the total records and dollar amount.
Choose a date from the Select Effective Date drop-down field and click Initiate.

Initiate Payment Batch

Batch Type Fayment Batch (Qutgeing Credits
Batch Name Annia Balch SEC Code PPD
Company / ID: GomezFarms/1122334458 Entry Description: Batch

Setlement Account: 0000034837 S0010 Discretionary Data:
Batch Total: $245.00 Total Transaction(sk: =

Select Effective Date: | Select Date [=]

Initate Cancel

Step 4: User is returned to the ACH list. A success message displays and batch status is Initiated.

= [f the user’s dollar limits have been reached, a message appears indicating this
fact and the status remains Ready.

See the User Approvals section for details about batch initiation requiring dual control.

User Approvals

A user’s profile may be established to require another user at the company to approve and reject ACH
initiations.

The user who requires approval initiates the batch as described in the Initiating an ACH Batch section.
However, instead of an Initiated status, the status becomes Pending Approval and requires action from
a second user before it is sent for processing.
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Batch List View = | | | so

Batch Name: Status: Type: Company: Settlement Account: Amount:

Payrall 531 Ready Payment GomezFarms 0000034837 50010 §551947 Select Option [=]
Copy of Appr. Batch Ready Collaction Gomaz Farms Inc 0000034837 30051 $1616.46 Select Option =]
Payrall 1731 Ready Payment GomezFarms 0000034837 S0010 $2.154 36 Select Option [¥]
Payroll 10 Ready Payment GomezFarms 0000034337 30010 £0.00 Select Option (=]
Todays Batch Ready Paymant GomazFarms 0000034837 S0010 §750.00 Select Option (=]
Gopher Feed Inc Collection Gomez Fams In 0000208438 S0010 550000 Select Option (=]

« Rl 65 b tmasnnsnan REOE0QA00EA] s RAVTE e 0 s SARARE M i e 1100 10 st BUOIHETTSROIL b nosnasm pnmsnmsmon nann wnSH2I2 0 o s 2esSilEck QLRI o mal

It is the responsibility of the initial user to notify another user with approval rights that a batch needs to
be approved.

To Approve a Batch:

Step 1: The second or approving user sees the Pending Approval batch upon accessing the ACH list
page in Business Banking. From the Select Option drop-down menu, choose Approve.

Batch List

Batch Name: Status Type Company Settlement Account Amount
Select Option [=]
Select Option 3
Select Option [=]
Select Option [v]
Select Option [+]

Gopher Feed Inc Pending Approval Collection Gomez Farms Inc 0000208498 S0010 $600.00 75eﬁleqlﬂooq9pzl
Select Option
View
Re‘)ect
Download
: Copy
A AN D Ak A0 A IO AN 0 A0 A et 0 AL A T g

D ANIAIA A A 40 A AN L A A A AL AR A PPCITERN

Step 2: Batch header and other summary information displays. Click Approve.

Approve Collection Batch

Batch Type Collection Batch (Incoming Debits)

Batch Name Gopher Feed Inc SEC Code cco

Company /1D: Gomez Farms Inc./1122334455 Entry Description:  food

Settlement Account: 0000208498 S0010 Discretionary Data:

Batch Total: $600.00 Total Transaction(s): 2
Initiated By: Annie Body Approved By:

Effective Date: 01/18/2013

Approve C Cancel C

An information message displays confirming the approval and the batch status updates to Initiated. The
batch records have now been sent for processing.
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To Reject a Batch:

Step 1: The second or approving user sees the Pending Approval batch upon accessing the ACH list
page in Business Banking. From the Select Option drop-down menu, choose Reject.

Batch List View 3 | 50|

Batch Name: Status Type: Company: Settlement Account: Amount:
Select Option [+
f A a o ot oz Fa 4 4 Select Option [+]
Select Option 3
Select Option (=]
Select Option [v]
Payroll 6/15 Pending Approval Payment GomezFarms 0000034837 S0010 $902.92 Select Option [+
Select Option
View
Approve

Dov;nload

. 3 y I} Cop
B | T Ry e e WP L e e e e

Step 2: Batch header and other summary information displays. Approving user clicks Reject.

Reject Payment Batch

Batch Type Payment Batch (Outgoing Credits)
Batch Name Payroll 615 SEC Code FFD
Company /1D: GomezFarms/1122334455 Entry Description: test309
Settlement Account: 0000034837 S0010 Discretionary Data:  hello
Batch Totak $90292 Total Transaction(s): 1

View 5 | | 150 |
Name: Status: Id/Check Routing: Account: Type: Amount: Prenote: Held:
hello OK 12345 101001351 1234566 Chk $902 92 N N

1
Reject - Cancel )

Step 3: The batch returns to a Ready status and can be edited or deleted accordingly.

ICIEL BT LSl admin successfully rejected Batch Payroll 6/15

Batch List View % | | | 50| |
Batch Name Status: Type Company: Settlement Account: Amount:
Payroll 6/15 Payment GomezFarms 0000034837 S0010 $902 92 Select Option [+]

A Bt A AT A A LR s A A A A A SIS A A A AR 4 A A 0 A A A A A A s A A D AL A b A s A et A s A e AR AR L A A,

Downloading an ACH Batch

ACH batches can be downloaded into PDF or NACHA formats. To download:
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Step 1: From the Business Banking tab, click ACH. The batch list appears.

[ e
eBranch Bill Payment (oIS B ELELE BT

Wires

ACH New Batch History Search

PY WO N FNTY SV W T VYT FWT ST QPR R VY W R VYWY Y ey e

Step 2: Select Download from the Select Options drop-down field.

Batch List View & | 10| 20| 50 | |

Batch Name Status: Type Company Settlement Account Amount

Payroll 6/15 Ready Payment GomezFarms 0000034837 S0010 $902 92 Select Option E]

Select Option
View
Edit
Initiate
Copy
Delete

AoAD A0 A0 A0 4 0 A0 A A A0 A A Atnhan AR AAA A 40 At ad Aa A A AR ASLAAIA A4 AN M0 A0 Ao 4 A A A et b AR A 0 A A M AAAAAAS o S0 A A AL A0 AT A 10 A A VAL DAL A8 80 A A A s A0 A BRI At A A,

Step 3: The batch header information appears. Click PDF or NACHA from the Select download format
drop-down field.

Download Payment Batch
Batch Type Payment Batch (Outgoing Credits)
Batch Name Payroll 615 SEC Code PFD
Company / ID: GomezFarms/1122334458 Entry Description: test309
Settlement Account: 0000034837 50010 Discretionary Data: ~ hello
Batch Total: $902.92 Total Transaction(s): 1

Select download format:

PDF cancel
NACHA

PDF download

Select sort order and then click Submit.
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Download Payment Batch

Batch Type Payment Batch (Outgaing Credits)
Batch Name Payroll 6115 SEC Code PPD
Company / ID: GomezFarms/1122334455 Entry Description: test309
Settlement Account 0000034837 S0010 Discretionary Data:  hello
Batch Total: $90292 Total Transaction{s): 1
Select a field to sort by: Customer Name [+]
Select sorting order: @ Azcending Descanding
submit € Cancel
e Select a field to sort by: Default is Customer Name. Other options: ID, Account, Amount,
Routing, Hold.
e Data can be in Ascending or Descending order.
Follow the on-screen instructions to complete the download.
Download Payment Batch

Batch Type Payment Batch (Outgoing Credits)
Batch Name Payroll 615 SEC Code PFPD
Company / ID: GomezFarms/1122334455 Entry Description: 1est309
Settlement Account: 0000034837 S0010 Discretionary Data:  hello
Batch Totak $002.92 Total Transaction(s): 1

To download:

1. Click on the link below and the PODF will open In & new window

NOTE: You must have Adobe Acrobst Reader 6 or greater installed

before downlaading the POF documant. Click for 2 free copy of

Adobe Acrobat Reader.

cancel

The PDF reader loaded on the user’s computer opens with the results. The PDF can be printed or saved
using the standard options in the PDF reader.

ACH Transaction List

Batch Type: Payment Batch

Batch Name: Gopher Purchase SEC Code: CCD
Company/ID: Gomez Gopher/Payment Entry Description: Gophers
Offset Account: 0000208503 S0025 Discretionary Data: more of 'em
Batch Total: $5,045.73 Total Transaction: 2

Customer Account Routing Amount P = ID
Gopher Supply Store 987654321 301078896 45.73 Inv. # 55555
Sellin' Gophers Inc 123456789 101001351 5000.00 Inv. 14203
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NACHA download
Follow the on-screen instructions to complete the download.

Download Payment Batch

Batch Type Payment Batch (Oulgoing Cradits)
Batch Name Payroll 6115 SEC Code PPD
Company /ID: GomezFarms/1122334488 Entry Description:  test309
Settlement Account: 0000034837 0010 Discretionary Data:  hello

Batch Total: $002.92 Total Transaction(sk 1

To downioac:
1. Click the link below.
2. Selact Save from Ihe dialog box

Toview:

1. Click on the link below.
2. Select Open from e dialog box

cancel ()

p
File Download a

Do you want to open or save this file?

Name: d__temp_e13f02992311fecadf05d45¢5e9880d9.ach
Type: HTML Document
From: cm3.netteller.net

[ Oven J[ save |[ Concel ]

ham your computer. f you do not trust the source, do not open or

|@ While files from the Intemet can be useful, some files can potentially
save this file. What s the risk?

If Open is selected, the file displays in HTML (using a new browser window). The data can be
copy/pasted into another document and saved as .txt (if the records will later be imported
back into Business Banking).

101 101000019 1010000191012201156A0941015YM675 SYMDEV SYM675 SYMDEV

5200Col warehouse restock 2222 CCDInventory 101220010101 1101000010000048
6223220777660000102000037960800003000002222 Col 0000000480000001
627125008712000000000001234560000100000Invoice #123456ACME Inc 0000000480000002
627101000019000000006546546540000200000Invoice# 5555555ugarland Sales 0000000480000003
820000000300000000000000003000000000003000002222 101000010000048
900000100000100000003 000000300000000000300000
9999999999999999999999999999999999999999999999999999999999999999999999999999999999999999999999

R T N e R e e X OV O VI U e
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If Save is selected, the file format is .ach. To open the .ach file, the user must
have .ach compatible software. Records from saved .ach files can be imported back
into Business Banking.

Copying an ACH Batch

Existing batches can be copied to create a new batch. To copy:

Step 1: From the Business Banking tab, click ACH. The batch list appears.

(g we
eBranch Bill Payment

Step 2: Select Copy from the Select Options drop-down field.

Batch List View & | | S0 |

Batch Name: Status Type Company Settlement Account Amount.

Payroll 6/15 Ready Payment GomezFarms 0000034837 S0010 $902.92 Select Option E
Select Option
View
Edit
Initiate
Download

Delete
LA A A0t A4 a0 A ah AN I 4000 Anh A o8 A a e e st A0 AN A A 80 ABAA AN AN AR AL A A b At Aha A4 SA A 00 A A A s AR LA A0 A A A A A o AR AR AR A A A AN Arh ol i A A At

Step 3: All information from the original batch displays, except the Batch Name. Key in a new Batch
Name and modify other batch header fields, then click Save.

Copy Payment Baich
Batch Type Payment Balch (Outgoing Credits)
Batch Name SEC Coge PP [+]
Company / 1D: GomezFarms/1122334455 [=] Entry Description:  test309
Settliement Account | D0DD034837 50010 \E‘ Discretionary Data:  |hello
Batch Totak $202 92 Total Transaction|s): 1
View so |
Name 1d Routing Account Type Amount  Held Prenote
hello 12345 101001351 1234566 Chie 5 902|. 92
1
save (0 cancel C

21| Page



Step 4: User is returned to the batch list and sees the successfully saved message along with the new
batch. Batch can be further edited and initiated using the Select Option drop-down field.

Deleting an ACH Batch

ACH batches are retained indefinitely until a user chooses the option to delete. Once a batch is
deleted, it is gone. The user must recreate the batch by manually entering the header and records, or by
using the Import option.

To delete a batch:
Step 1: Under the Business Banking tab, go to the ACH option. Existing ACH batches display.

Step 2: Click Delete under the Select Option drop-down menu next to the desired batch.

Batch List View |50 |
Batch Name Status: Type Company Settlement Account Amount
Payroll 6/15 Ready Payment GomezFarms 0000034837 S0010 $902.92 Select Option _._]
Select Option
View
Edit
Initiate

Download

Copy
A AL A e AN AN A A e A .....‘A.“._..‘..—.....‘—~»uw~;~...mnhun...w.‘AW.‘..»..A»-......_..A..—.....\..4..-.‘...,...—.u..‘o-..__‘.....p*‘ o rre e NPAPYPPAS

Step 3: The batch details display. Click the Delete button to finalize the removal of the batch.

Delate Payment Batch

Batch Type Payment Batch (Outgoing Credits)

Batch Name Payrol 6115 SEC Code PPD

Company / 10: GomezF arms/1122334455 Entry Description: 1851309

Settlement Account: 0000034837 S0010 Discretionary Data:  hello

Batch Total: $902.92 Total Transaction(s): 1

View || se|
Name: Status IdiCheck Routing: Account: Type: Amount Prenote Held
hella oK 12345 101001351 1234566 Chk $902.92 N N
1
Delete Cancel
The user is redirected to the ACH list screen and a confirmation message displays.
admin successfully deleted Batch Payroll /15
Batch List View |z0150]|

Batch Name: Status: Type: Company: Settlement Account: Amount
Payroll 5/31 Ready Payment GomezFarms 0000034337 S0010 $5.519.47 Select Option ;]

ST =TT, DU ;1 AUSPPOPIPUNPUPRRPUY o 1=~ PP .- Y§ 7'y Y3 1\ -PORAPOURPIPORL 111 £ A1) L VOUNOPPOPIPPUURPION 1 -7 |- PUIRE-L =¥ - FE 3 PN
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ACH History

ACH history is available in the History option after all of the following is complete:
1. ACH batch initiated in Business Banking
2. ACH batch is processed

a [

[SA  * v
eBranch Bill Payment  [RECFTERPRRRIENN  miorigage Settings My Finance Services

ACH Mew Batch History Search

£404 NetTelier Prefix Lane

Member Services: 838-341-3434

Baich History List View | 15 Days |

Batch Name Initiated. Effective Date: By: Type: Company: Amount

772013

PO TSPV OUUPpn . .| JPPRRPOPPRP L 11215 K PRPAPOAPO.. .| JROPAPPPRPPPRPRPUPRIIN. . ... AP, - 3 L) SPRPRUPPUPURPOTIn. L .. IUPPRORIN

Search

Search option allows user to locate specific records or batches that exist on the ACH List. The more
values entered, the more narrowed down the results become.

L1 - - P
eBranch UEETIRUI Cash Management Morigage Settings My Finance Services

ACH Wires. Users

ACH New Batch History Searcn

8404 NefTeler Frefix Lane
or iy

Search ACH Transactions

HName: 1D Number: Batch Name Amount Prenote: Held:

search Reset

= Name: Returns matching values entered in the Name field of a specific record.
= ID Number: Returns matching values entered in the ID field of a specific record.
= Name: Returns matching values used to name a batch.

=  Amount: Returns matching dollar values entered in a specific record.

=  Prenote: Returns records marked as Prenote.

Held: Returns records marked as Held.
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= Search: Conducts search based on the criteria entered.

=  Reset: Clears the values entered.

Example search results:

Search ACH Transactions

Change Search Reset

Records returned may have Edit or Delete options, depending on the batch status.
o Change Search: Returns user to the Search screen and keeps previous search criteria.

o Reset: Returns the user to the Search screen and clears previous search criteria.

Wires

The Wires option allows the user to:

= Create, edit, and transmit single (one-time) wires
= Create and edit wire templates, and transmit from those templates

The admin user must edit his/her own profile to grant ACH permissions. Once modified, the user must log
out and back in to see newly granted options.

A single wire is a wire created for one-time use. Once it is transmitted, it cannot be used again. This
section covers how to create, edit and transmit single wires.

Creating and Transmitting a Single Wire

Step 1: In the Business Banking tab, click on Wires, and then Add Wire.
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(g | ra
eBranch Bill Payment  [eETU R EDELEN T

Wires Add Wire Templates History

Dol b D AAAADNS AAALAD s a2 AP s DD Do AAA o DA

Step 2: The wire input fields display. Complete the fields and click Save (to transmit later) or Transmit. All
fields are required except for Remarks and second line of each Address field.

Add Wire

Wire Name:
Source Account 0000034837 50000 [+]

Amount $

Credit Account Information
Credit Account Number:
Credit Account Name

Credit Account Address

City

State: - =)

Zip:

Receiving Fl Information

Receiving FI ABA Number.
Receiving FI Name:

Receiving FI Address.

City

State - =

Zip:

Remarks:

save Transmit €, cancel €,

=  Wire Name: A label for the wire. Max characters: 40.
= Source Account: The share to fund the wire.

=  Amount: The amount of the wire.
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Credit Account Information
=  Credit Account Number: Beneficiary’s account number.

= Credit Account Name: Name of the beneficiary.

= Credit Account Address: Beneficiary’s address, including City, State and Zip
where designated.

Receiving Fl Information
= Receiving FI ABA Number: Routing/ABA number of the financial institution
where the wire will be sent.

= Receiving Fl Name: Name of the financial institution where the wire will be
sent.

= Receiving Fl Address: Address of the financial institution where the wire will be
sent, including City, State, and Zip where designated.
= Remarks: Any additional comments regarding the wire. This information is

transmitted to the receiving Fl and seen by the end-recipient.

=  Save: Saves the wire and returns to the wires list. The wire can be Edited or
Transmitted later.

=  Transmit: Sends the wire for further processing.

Editing a Single Wire

Step 1: Under the Business Banking tab, go to the Wires menu. The existing wires display.

Step 2: Select Edit from the Select Option drop-down menu next to the desired wire.

Wire List view | ALL

ng Fl Account Number

Anew Wire $800.00 VALLEY VIEW STATE BA 123455543 Ready

Step 3: Make modifications and click Save to retain changes. See the Creating a Single Wire section for
field definitions. Click Cancel to discard changes and return to the wire list.
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Transmitting a Saved Single Wire

Step 1: In the Business Banking tab, go to the Wires menu. Existing wires display.

Step 2: Select Transmit from the Select Option drop-down menu.

Wire List

Wire Name:

Anew Wire

Amount: Receiving FI:

$800.00 VALLEY VIEW STATE BA

Account Number:

123455543

Status:

Ready

View = | | | | | AL

Select Option [+]

Select Oinon

View
Edit
Delete

R e T I T L

Step 3: The wire instructions display. Click Transmit.
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Transmit Wire
Wire Name: Anew Wire
Source Account: 0000034837 S0000
Amount: $800.00
Credit Account Information
Credit Account Number: 123455543
Credit Account Name: Wyatt Wire
Credit Account Address: 123 Wire Lane

Receiving Fl Information
Receiving Fl ABA Number:
Receiving FI Name:
Receiving Fl Address:

Remarks:

Lenexa, KS 66214

101001351
VALLEY VIEW STATE BA
99 Bank Lane

OVERLAND PARK, KS 66212

Transmit C Cancel C




Step 4: The user is returned to the Wire list, a success message displays and
Transmitted.

Wire List

Wire Name: Amount Receiving FI: Account Number

the wire status is

Status:

Acme Ltd $515.12 US CENTRAL BRIDGE FC 122345 Select Option [=]

a8 B A, A A i 0, A 0 A 0 A P . A A a8 A 0 8 B

Deleting a Single Wire

A single wire can be deleted depending on its status. A transmitted wire cannot be

deleted. Step 1: In the Business Banking tab, go to the Wires menu. Existing wires display.

Step 2: Select Delete from the Select Option drop-down menu.

Wire List

Wire Name: Amount Receiving F1 Account Number Status:

Anew Wira $800 .00 VALLEY VIEW STATE BA 123455543 Ready

views | 150

Select Option =]

Select Option =]
Select Option
Transmit

View

Edit

Dd‘l
DAL B e A0 A At s b A s A 4 A 0 B i, e A b A i . . e .00 b b b bbb

Step 3: Verify this is the intended wire and click the Delete button.

Delete Wire
Wire Name: Anew Wire
Source Account 0000034837 S0000
Amount $800.00

Credit Account Information

Credit Account Number: 123455543
Credit Account Name: Wyatt Wire
Credit Account Address 123 Wire Lane

Lenexa, KS 66214

Receiving FI Information

Receiving FI ABA Number. 101001351
Receiving FI Name VALLEY VIEW STATE BA
Receiving Fl Address 99 Bank Lane

OVERLAND PARK, KS 66212
Remarks:

Delete £ Cancel

The user is returned to the wire list screen and sees a confirmation message.
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Templates

A template is a wire created for repeated use. Wire templates are also known as repetitive wires. Once a
template is used to transmit a wire, it can be edited and/or transmitted again immediately. This section

covers how to create, edit and transmit wire templates.

Creating a Template
Step 1: In the Business Banking tab, click on Wires, and then Templates.

Step 2: Any existing wire templates display. Click the New Template button.

Wire Templates views | 150

Routing Number Account Number

301082688 122345 Select Option |»|

.

101001351 1234 Select Option

Susies Template 101003045 1234567 Select Option [=]

My Tempiate 101001351 6736130 Select Option | »|

123456 Select Option

New Template

101001351

test template
1

Step 3: The wire input fields display. Complete the fields and click Save. All fields are required except for

Remarks and second line of each Address field.

MNew Template

save cancel
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Wire Name: A label for the wire template. Max characters: 40.

Source Account: Share to fund the wire.

Credit Account Information

Credit Account Number: Beneficiary’s account number.
Credit Account Name: Name of the beneficiary.

Credit Account Address: Beneficiary’s address, including City, State and Zip
where designated.

Receiving Fl Information

Receiving FI ABA Number: Routing/ABA number of the financial institution
where the wire will be sent.

Receiving FI Name: Name of the financial institution where the wire will be
sent.

Receiving Fl Address: Address of the financial institution where the wire will be
sent, including City, State, and Zip where designated.

Remarks: Any additional comments regarding the wire. This information is
transmitted to the receiving Fl and seen by the end-recipient.

Save: Saves the template and returns to the wires list.

Editing a Template

Step 1: In the Business Banking tab, click on Wires, and then Templates.

Step 2: Select Edit from the Select Option drop-down menu next to the desired wire.

Wire Templates

|50

Template Name

Jim's template

PO PSPPI QY T NPT PR PP

Receiving Fl Routing Number: Account Number

US CENTRAL BRIDGE FC 301082658 122345 Select Option | =
Select Option
Transmit
View

Delete
P T R PP PP T ST TG SR P TR T PR TP PRIy WP S PP AR R S SP S SPTEPPPNPRPRI 5 Sy v eerri~ o S S TP

Step 3: Make modifications and click Save to retain changes. Click Cancel to discard changes
and return to the wire list.
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Transmitting Using a Template

Step 1: In the Business Banking tab, click on Wires, and then Templates.

Step 2: Select Transmit from the Select Option drop-down menu.

Wire Templates View

| 50| |

Template Name Receiving Fl: Routing Number Account Number:
Jim's template US CENTRAL BRIDGE FC 301082688 122345 Select Option |»

Selact Oguon

View
Edit

Delete
CFT FPAFGFTIr I FPTIFTTY SRR BV Y EITT P FRT IR W SEY T DOTIE PR W BRe Y F R Y TN PP T PR P S E TR WY R e S T Y T TR E PP RFTE v ye v - 3 v v e v, - RPN

Step 3: The wire instructions display. Enter Wire Name and Amount, and then click Transmit.

Transmit Wire Template

Wire Name:

Amount: s

Template Name Jim's template
Source Account 0000034837 S0000

Credit Account Information

dit Account Number 122345
unt Name Samantha Smith
Credit Account Address 12312 South Street

Lenexa, KS 12345

Receiving Fl Information

Receiving FI ABA Number 301082688
Receiving FI Name US CENTRAL BRIDGE FC
Receiving Fl Address 123 Avenue Ave

LENEXA KS 12345
Remarks

Transmit Cancel

Step 4: User is returned to the wire list, a success message displays and wire status is Transmitted.

Deleting a Wire Template

Wire templates can be deleted at any time.

Step 1: In the Business Banking tab, click on Wires, and then Templates.
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Step 2: Select Delete from the Select Option drop-down menu next to the desired wire.

‘Wire Templates Wiew 5 | | | 50|

Template Name: Receiving Fl: Routing Number: Account Number

Jim's template US CENTRAL BRIDGE FC 301082688 122345 Select Option [+ |
Select Option
Transmit
View
Edit

AR AL AR LA AR A b A AL Al P PP P P PP PP PP e P PP PR PIEP U T .. WP

Step 3: Verify this is the intended wire template and click the Delete button.

The user is returned to the wire templates screen and sees a confirmation message.

User Approvals - Wires

A user’s profile may be established to require another user to approve the wire transmissions. The user
who requires approval transmits the wire as described in earlier sections. However, instead of a
Transmitted status, the status becomes Pending Approval and requires action from a second user
before it is sent for processing.

To approve a wire:

Step 1: The second or approving user sees the Pending Approval wire upon accessing the Wire List page
and chooses Approve from the Select Option drop-down menu.

Wire List view 5 | 10 | 50|

Wire Name Amount: Receiving Fl Account Number Status:
Select Option [=]

Susies Template $100.00 PREMIER BANK 1234567 Panding Approval Select Option =]
Select Option
View

Selact Option -

A A AR AR b i A S R 8 i e 8 s R, e 8 A B B 1 i A A A i A i sk 0 A A Mk M it

Step 2: Wire instructions display. Approving user clicks Approve.

Information message displays and the wire status updates to Transmitted.

Wire History

Wire history is available in the History option after all of the following is complete:
1. Wire transmitted in Business Banking
2. Wire is processed
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Search

Search is a sub-option of Wire History.

n % n -2
eBranch BulPayment  [EELRRELERERIEN  porgage setmngs services

wires Aca Wire emplates History

Me:

PR — vew 70013 | 15 Doy 30 000 (5]

Upon clicking Search, options appear.

‘Wire Transmit History View 1 | | Search

Wire Name: By Date: Amoun Receiving Search will use the first valid parameter found.

Account Number.

The more values entered, the more narrowed down the results become.

=  Wire Name: Searches values entered in the Wire Name field of a specific wire.

=  By: The cash user who created the wire.

= Date: Range search based on wire transmittal. Select Equals, Before or After and

then enter desired date.
=  Amount: Select Equals, Above or Below and then enter dollars and cents.
=  Receiving Fl: Search for wires sent to a specific institution.

=  Account Number: Search for wires funded by a specific Source Account.
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