AMERICANA
COMMUNITY BANNK eBIZ ACH TRANSFER GUIDE

CREATING A NEW BATCH:

The “Enter ACH Batch” screen allows you to enter a one-time ACH Batch. When the
“Enter ACH Batch” function is used, a batch is created containing the header
information. This batch is ready for transactions to be added by completing the required
fields.

To enter an ACH Batch, follow these steps:

1. Click “"Enter ACH Batch” from the ACH menu. The “Enter ACH Batch” screen

appears:
Enter ACH Batch@ ==
Partfolio [ Feaming CCM _|>
Batch Name ™
Template - Pleaze Selact -
Batch Type * Pleass. Select

% Send a Payment
) Receive a Payment
Cr5end and Recehve a Payment

Offsat Account ™ - Pleage Selact -

Effective Date = o3aoszon (=
Entry Description *

Discretionary Data

I._ Suhmi | " Regired
Please note that batches submitted after 200 p.m. may not be processed wiil the following business day

2. Select the Portfolio from the list. This field will display if you are associated with muitiple
business relationships.

3. Enter a Batch Name; this can be whatever you would like to use to identify this
batch. 1 you use a template, this field will be pre-filled; however, you will be able to modify the name.

4. Select a Template from the list to pre-fill the fields. T7his is available if you have previously
saved templates that you have made.

5. Select a Batch Type. The options include:
» CCD - Corporate Credit or Debit
> PPD - Prearranged Payment and Deposit Entry

6. Select a payment type. The options include:
> Send a Payment
> Receive a Payment

7. Select an Offset Account. The approved account numbers for ACH transactions will be available in
the dropdown list.
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8. Enter the Effective Date for the ACH Batch. NOTE: The date field will default to the next
available effective date.

9. Enter the Entry Description. 7his is a short description for the batch. A maximum of 10
characters is allowed.

10. Enter the Discretionary Data if you would like to add additional information to

the batch.
11. Click Submit. The ACH Transactions screen appears:
ACH Transactions @ =D
Beturn io Baich
Batch Hame Total Credits {GTY) Tatal Debits {TY) Effectlve Date [ Submit Batch |
Training Payrol £0.00 ¢0) S0.00 (1 030aa0 Em|
Offset Aot Holds Cr [QTY) Hulds Dy [QTY)
TS5 000 {0y 5000 {0
ik +|ndradun 3 ey Tini 4 #P
Em&m o 424 Humber *Aman LE'M h_“—;-m.u.' Huil
O 0O % 5
b B
w
=8
("N}
Show 5 [ Iransachions st a time

NOTE: The information at the top of your screen (batch header) summarizes the information entered on
the Enter ACH Batch screen. The field names that appear on the lower half of the ACH Transactions
screen will vary based on the ACH batch type selected on the Enter ACH Batch screen.

12. Review the batch header.

Field Description

Batch Mame Displays the user-defined name identifying the batchin ~ Online
Banking.

Total Credits Displays the total dollar amount of the batch credits minus pre-

[ary) notes fallowed by the number of transactions in parentheses,

Total Debits (QTY) | Displays the total dollar amount of the batch debits minus pre-
notes followed by the number of transactions in parentheses,

Effective Date Displays the user-defined effective date of the bateh,
Offset Account Displays the user-defined offset account.
Holds CR (QTY) Displays the total dollar amount of credit holds within the batch

fallowed by the number of transactions in parentheses,

Holds DB (QTY) Displays the total dollar armount of debits halds within the bateh
followed by the number of transactions in parentheses.

13. Enter the following information:
Individual ID (Optional) ABA (Routing Number).
Account Number Amount of the transaction
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14,

15.

16.

17.

18.

Select a Transaction Type from the dropdown menu.

Check Prenote to place a specific transaction as a zero dollar test transaction (if
applicable).

Click the ["i(Delete) icon to delete an individual transaction from the batch, if
necessary.

Continue adding transactions following steps 11-15.

Complete the ACH Batch. If you choose Submit Batch, the ACH
Confirmation screen appears, displaying the details of the batch:

ACH Confirmation@

=]
Bateh Misme  Total Credins Oyl Tews| Debits [Oy] Effestive Daté Refarencs Numbes Suwus
Traning Ko F30000 3 BDaan 3 DA B Llc ] Pending
Balanded
Difsel Aol Healkds & Qi) Helals B Sy
LIC] o 0 ;o o

Haoim: Pre-nole ransachors do rol spoear n batch tobals, and will bo raramitted as zem dolior amounts
ragardisos of amourt antened

|mesthvidual Mass b hiidual ID ABS Ascaant Mumbisr Amaund Tranaastian Cade

A Tiaie 12HETES 111111198 SETGC4321 310000 Cletkineg - Aubonaled Depoml
3 Trarer 2345GTRDY  Z2EEIDEIE  (DETES432 510000 Checking - futomatad Faymsnl
o Traner WREGETARTE 1111118 12ETaRaa ST B0 Checlang - Astomaied Bepnmsi
O Trmne AEETEMEY 444444442 LIDOETERY B100.00 Chesckineg - Adbomaed Paymem
E Trarer Sorewa  REIIEE OV 2HeTES ST00.00 Creciing - Suomated Degosd
F Traner ETHN23S  Aad444847 FDM4E0ATE SAHL 00 Checlong - Autoruted Payment
Transacticn Audit Table

Cruated By: COM.USEr

Cruane Dase WE2011

Last Medified By

Lawt Medily Dans

Last Apgroved By com,umer
Last Apgroval Date: H02011
Last Releansd By com.ussr
Last Release Date: H82011
Last Cancsllad By

Lawt Cancel Date:
PreCessed Onc

If you choose Save for Later, the ACH Activity screen appears with the batch listed
in a CREATING status:

ACH Activity 8 s
Forticlio A1 [
Seectal ey AR fpprove Selecied. Beease Sepected - Ganced Selecied
Apcper Haich Rame tiafich iype Fregeeacy s llais Sinbe Lreaind Hy
=] A0H Tanplats PrLC e NHITOT Pendig  camuse Sinre Blailly Caninl
(] ReLaning wik- FRD B-lipsiy U1 Pemding  comiiEe s Wil Caioe|
C Tisaing Dusss FrL Sirgie SR Mardng  oomims dan Bedily Cancil
Tiaalg lipn Balsiosd FPL Srge AT MR e 15 Arw Muilly Cone|
[} Timuing Fapai o i HWTH Cisding o AmE dne Blacktc Sancel
| Tigning Fagral & FPL e Ch ok e ] L e T iy
] Tiswing Fapud Cuad FPD Singls SWE01 Spprred condainiey fes Aslsass Gladl Cancel
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NOTE: ACH Batches may be subject to approval, release rights, and dollar limits. All ACH batches
must be approved and released prior to processing.

CREATING A RECURRING ACH BATCH:

To create a Recurring ACH Batch, follow these steps:

1. Click Recurring ACH Batch from the ACH menu. The Recurring ACH Activity

screen appears:

Recurring ACH Activity @

Portfolio Al

Crealte 3 Mew Recumng ACH Baltch

Mo Records Availsbln

SelectAll  Clear Al Approve Selected Rel

2. Click Create New Recurring ACH Batch. The Create Recurring ACH screen

appears:

Create Recurring ACHa

Paortfalio Trainng CCM
Batch Name ™

Templais Plagus Sadar
Batch Type Plaase Sslecl

& Send a Payment
[ Recee a Payment
L0 Send and Recene 8 Payment
Ot Account ™ Pleane Selec]
Frequency” Puage Seect
# of ACH Batches®
Effective Dats * (TR T T b R i
Entry Description *
Discrationary Data

Submit | * Reguited

Flesse note thal balches sufimfled aftar 200 pom may not be proces sed until

the following busine 55 day

3. Enter a Batch Name; this can be whatever you would like to use to identify this
batch. 1 you use a template, this field will be pre-filled; however, you will be able to modify the name.

4. Select a Template from the list to pre-fill the fields. 7his is available if you have previously
saved templates that you have made.

5. Select a Batch Type. The options include:
» CCD - Corporate Credit or Debit
» PPD - Prearranged Payment and Deposit Entry

6. Select a Payment Type. The options include:
> Send a Payment
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> Receive a Payment

7. Select an Offset Account. The approved account numbers for ACH transactions will be available in
the dropdown list.

8. Select the Frequency from the dropdown menu.

9. Enter the # of ACH Batches. How many times do you want the transaction to automatically run?
The maximum number of transfers that can be entered is 999.

10. Enter the Effective Date for the recurring ACH batch to begin.

11. Enter the Entry Description. T7his is a short description for the batch. A maximum of 10
characters is allowed.

12. Enter the Discretionary Data if you would like to include additional information
in the batch.

13. Click Submit. The ACH Transactions screen appears:

ACH Transactions @ =0
'_g_r ||:| IQ t‘--.-L-I
Batch Name Tatal Cradits [QTY) Tatal Dekiits (QTY) Effective Date [ Submit Batch
Training Payraii &0.00 (0} £0 000 41} 2011 _;_ RO —
d | Sawe for Late
Offsnt Accourmi Hedds Cr (OTY] Hiolds Db jOTY] T
7B0234 £0.00 0} 50100 {0}
»| i gl whechidual " et 1] o +fepnancfion  +Pe- . o #Hs
Tiame [ w88 g e . bt "0 Dot
o o
e
b &
i B
I &
Shore 2 TSNSl EEE W & 1Mo

14. Follow instructions 11-18 from the “Enter a New Batch” section of this packet to
add transactions to, as well as submit, your new batch.

IMPORTING AN ACH BATCH:

This screen allows you to import an ACH file for ACH processing or for creating a
template for future use. ACH Batches can be imported from a standard NACHA file or
a user-defined file format (Excel).

To create an Import Format, follow these steps:
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1. Click Import Formats from the ACH menu. The ACH Import File Formats

screen appears:

2. Click Create a New Format. The ACH Import File Format screen appears:

ACH Import File Formats @ =5

Create a Mew Format

MNo Records Available

ACH Import File Format@

P ]
Campany
Trasning OCH -

Farmas Mame ° Batch Type Cletmiter

AL ianis Aetanabk Enlry [ARC) b Foded Whidth o
Fiald Poglelon Lengih Delaul Finkd Opriane
Compaity Nams I Fiedd
I Himibar D Fiphd
AEA, Mumber TTI0 Fiedc
Accoum 1D Fisiid

Payment Typs

Arnint WUER Deacirs
Prencie

Hoid

Unti DO Y Y Y

Dvec ey Diata

Payment Type Code Prenote Code Hold Code
DO Credil fes Yes

CiOlA | Deedl [ETH Mo

Savings Cradi

Savings Oebit

& Credd

G Debii

Logn Creckd
Bubmit |

" Reguered

3. Select a Company from the list, if applicable.

4. Enter the Format Name (whatever you would like), Batch Type, and Delimiter
(Fixed Width or Tab).

5. Define the fields within the file.

Field:

Description:

Field

Lists fields available to import to an ACH Batch or Template.
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Field: Description:

ﬁompany This field will list the individual or company name.

ame

ID Number Thls_ﬁeld will list the individual or company ID.
(optional)

ABA Number This field will list the receiving ABA or routing
number,

Payment Type | This field will list the Transaction Types.

This field will list the amount of the receiving
transaction.

Amount
NOTE: Check the "With Decimal” box if the amount
displays using a decimal.
Prenote This field will list the transactions that will have a zero
dollar test transaction. (optional)
This field will list the transactions that will have a hold
Hold
placed on them.
Until This field will list the date the transaction is held until.
Position Use this field to identify the position of the field in the file.
Length Use this field to enter the length of the field in the file.
Default Use this field to enter the default value.

Field Options | Select Field Options.

Payment Type | Enter the text used in the import file for the Payment or Transaction Type.
Code (ex. Checking account debit, savings account credit, etc.)

Enter the text used in the import file for a prenote. Is there any special verbiage
you use when initiating a prenotification?

Enter the text used in the import file for a hold code. Is there any special
verbiage you use when holding a transaction?

Prenote Code

Hold Code

6. Click Submit. The ACH Import File Formats screen appears with the new
client-defined file format.

ACH Import File Formats &
Training PPD Modify Delete

To Import an ACH Batch, follow these steps:

1. Click ACH Import from the ACH menu. The ACH Import History screen
appears:

ACH import Histery @ Prret |

mp=i Fie

Mo Reszaxds Supllakls

2. Click Import File. The Import ACH Batch screen appears:
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Import ACH Batcha =n

Portfalie
Temining CCW

File Format

HACHA e

Actien
2 Creatle New Batch 1 Greate Mew Template
2 Update Exisbng Balch 2} Updata Existng Tempéale
Cridd to Existing Babch A ta Existng Template

ACH Baich

Batch Type
- Flaasa Seiect - e
File "

[Biows

| Submi |

* Required

3. Select a File Format from the list. The Import ACH Batch screen appears:

File Format Dwscription

MECH S Thie accepted and warranted ACH payment recard forrmmat
specihcations provided by NACHA Dperating Rules and
Geilddelimas

ACHS w/o File The HACHA Fle format without the file header infoomation.

Header

MNADHA Transactions | The NACHA file format with detad records onldy.

Only

Cliert-defined A File forrmat created by a user for the company %o impart 8

format nan-NACHS formatted file into FIS Online Banking

Note: {mrport formats are crepted n fhe dmpord File meny,
(=g the topic impart Filz)

4. Select an Action.

5. Select the ACH Batch or ACH Template to be updated from the list. If Create New
Batch or Create New Template is selected in step 4, the ACH Batch/Template selection is not available.

6. Select a Batch Type. The options include:
» CCD - Corporate Credit or Debit
» PPD - Prearranged Payment and Deposit Entry

7. Choose the File by entering the path and ACH file name or clicking Browse to
locate the file.

8. Click Submit. The ACH Import Results screen appears:
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Vg fy
& Tramar
O Trgmied
C Treariai
[ Tresrer
E Traavar
F Tarur
G Tre
H Treariay

| Trsirme

[ Ervim

ACH Import Results @

ZMEII00! PI2L0PEN 190V B2
MBS 11T 1 39T B
ASETNZ LAl 1INETLSA 2
ESTaRIZ0 JAqlaa] 1 JpeTes 10
GTRAE3HS 191111110 1250876 22
TN 2201 12T 2
EATILEEAT 191111118 1 THEE
DITHEETS {a444403 13MEETE 20

|[ Cancadimprd |

124 SETERE 1111177110 SaTiEE1 22

100
200
Ui
HIL 0
36000
75600
12400
137
L0

9. Complete the ACH Import.

I elick an... Than...

Continue

ACH Batch screen.

The niext screen appears,

dependent on the Action selected on Import

Bction

Screen after Continue

Create Mew Batch

Create ACH Batch

ACH Transactians

Update Existing Batch

Add ta Exigting Bateh

ACH Transactians

Craate New Template

Create ACH Ternplate

Update Existing Template

&CH Transactions

Ldd to Existing Template

MACH Transactions

Cancsl Impoart | The A&CH Impart Hatory soreen appears withouwt the import lsted

VIEWING/APPROVING AN ACH BATCH:

The ACH Activity screen displays a summary list of all ACH batches that have been

entered.
Release, Modify, Retry or Cancel an ACH Batch.

To view the ACH Activity screen, follow these steps:

1. Click ACH Activity from the ACH menu. The ACH Activity screen appears:

From this screen you can: view ACH Batch details and/or Approve,

ACH Activity @

Portfalie A o

Batch Typa Frequency Due [

0 ACH Templale PPD Smngle 211 Pan@ng  COMUSEr
i Recuanng wZH PPD Biweedy 3112011 Pendng  comusar
=] Training Dues FPO: Single WAZ011 Pending  ComUSer
E Tramning Mon Baltanced PPD Singls 292011 Modéng comousar
': Trawning Payri PRD Single 2011 Crealing  comussr
a Training Payoi I PPO Single W11 Cancebed com usar
E3 Training Pyl Dual  PPD Single 392011 Approved com.lraning

Wiy Mody Lancel
Vi Modily Cance|

Wig

wiaw Belgase hlodly Cance
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2. Review the ACH Activity screen.

Field:

Description:

Access

Select a check box corresponding to an ACH activity to approve, release, or cancel
it.

Batch Name

Displays the name uses to identify this batch.

Batch Type Displays the type of batch determining the payment option.
Frequency Displays the frequency of the transaction.
Due Date Displays the effective date for the transaction.
Displays the status of the transaction:
Pending Cancelled
Status Creating Entered
Modifying Approved
Created By Displays the creator of the transaction.
Action: | Description:
Click this link to approve a single ACH activity.
Approve | NOTE: If the batch is within your daily dollar limit, the status will
change to Approved. This link will only display when the status of the
ACH activity is Entered and additional approval is required.
Click this link to approve the selected ACH activity or activities.
To approve multiple ACH activities, click the Access check box next to
Approve | each activity to be included before clicking the link.
Selected
NOTE: If the batch is within your daily dollar limit, the status will
change to approved.
Click this link to cancel the ACH activity. The system cancels the
batch and changes the status to caCancelled.
Cancel NOTE: Once a batch is cancelled it cannot be undone. Caution,
when Submit is pressed, the recurring transfer is cancelled and is
Action deleted from the Recurring Transfers screen without a confirmation.
Cancel Click this quk to cancel_thg selgcted ACH activity or activities. To
Selected can_cgl multlpl_e ACH activities, (?|IC!( the Acc_:ess check box next to each
activity to be included before clicking the link.
Click this link to access the ACH Transactions screen that enables the
user to update the transactions in the batch.
Modify
NOTE: The modify link does not display when the status is Processed,
Failed or Cancelled. The ACH batch cannot be modified after 2 p.m.
Click this link to release a single ACH activity.
Release | NOTE: If the batch is within your daily dollar limit, the status will
change to Pending. This link will only display when the status of the
ACH activity is Approved.
Click this link to release the selected ACH activity or activities.
Release | To release multiple ACH activities, click the Access check box next to
Selected | each activity to be included before clicking the link.
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NOTE: If the batch is within your daily dollar limit, the status will
change to Pending. If you are limited by dual control, you cannot
approve and release the same ACH batch; another user must release
the batch.

Click this link to access the ACH Transactions screen and
subsequently click Submit Batch to resubmit the failed batch.

Click this link to access the ACH Confirmation screen, which displays a
summary of all ACH transactions within the batch.

Retry

View

3. From the options above, you may select the link next to the ACH activity that you
would like to Approve, Release, Modify, Cancel or Retry.

4. All ACH Transactions should have a status of Approved before 2 p.m. to be
processed on the same business day.

CREATING AN ACH TEMPLATE:

An ACH Template pre-fills ACH batch information, but allows the user to make
changes as necessary. When using a template, it is necessary to check the Effective
Date, Offset Account, and transaction details for accuracy before submitting the
batch.

To create an ACH Template, follow these steps:

1. Click ACH Templates from the ACH menu. The ACH Templates screen appears:

ACH Templatesa
Portfolio Al

Create a New ACH Template
Select All  Clear All Approve Sefected Helease Selected Cancel Selected

Batch Name Batch Type Date Created Status Created By

Mo Records Avzilable

2. Click Create New ACH Template. The Create ACH Template screen appears:
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Create ACH Template @

| Peir |
Partfalia Trairing CCM
Batch Hamae *
Batch Type - Pimpse Glect

= Serd & Pagrmedl
L ecene a Payment
Send anid Raceve a Fayment

Offaet Account * Saase Soect

Entry Description *
Discretionary Data

[ Submi | * Fequired

3. Enter a Batch Name, Batch Type, Payment Type, Offset Account, and Entry
Description.

4. Click Submit. The ACH Transactions screen appears:

ACH Transactions @ =5
Hehum 1o Baich
Haich Name Toaal Credins {QTY) Total Dehits (QTY) [ Subemit Batch
Training Pasyrod 000 1) S0.00(7) = -
Save for Later
Dfser Accoinl Haolkds Cr (QTY) Haalds D |QITY)
TRa234 2000 [t S0.00 (1
*{ndividua +ndradusl i +fccoum rne +Iosaction +Pm, . +Hold
tiams 0 . Humbr M Tyng piots *H2H! Dot
d O O < i
= bl
&
& [
& il
Shipl 3 il IranEaclions ol 8 ima

5. Enter the Individual Name, Individual ID (if applicable), ABA (Routing
Number), Account Number, Amount of transaction, and Transaction Type.

6. Follow steps 11-18 in the “Enter an ACH Batch” section to add transactions to and
submit your ACH Template.
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