MID-ATLANTIC CORPORATE
ACH ORIGINATION

PAYMENT SETS

STEP 1: Create / Edit PAYMENT SET

If adding a member to a Payment Set that already exists, SKIP STEP 1

1. Click Payment Sets tab

2. Click Payment Sets from the navigation tree

3. Click on New button

O If existing Payment Set; to Edit, click on the View Payment Set icon
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4. Fill-in the Add Payment Set popup window and Save
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Pay Set Name: Name of payment set (Ex: 10" monthly, Bi-Weekly Friday)
Company Name: Name of company/originator
Company ID: Number to identify the company (*CU Originators use 9 followed by their Routing Number)

Std Entry Class Code: Codes authorized for use with this Payment Set

Entry Description: Description of entry (Ex: Loan Pymt, Payroll, etc.)
ODFI: Routing Number for the Originating Depository Financial Institution
Freguency: Frequency the system uses to create the next effective entry date

Day of Week, Day of Month, and Day of Year: *Optional field to specify day for creating ACH file from payment set

Start Date, End Date: Exact dates for start and end of payment set
Effective Date: Date the transaction will be applied

Default Max Amt: Validation amount that limits max dollar amount
Service Class Code: Indicates transaction type (Ex: debit, credit, or both)

Originator Status: “Depository Financial Institution”

STEP 2: Add Receivers

1. Under the Payment Sets tab
2. Click Receivers from the navigation tree
3. Click on New button
QO If existing Receiver; to Edit, click on the View Receiver icon
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4. Fill-in the Add Receivers popup window and Save.
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Receiver Name: Receiver's Name

Receiver Number: Number specific to Receiver (Ex: Account Number, Social Security Number)

PAYMENT SETS PAGE 2 of 5



STEP 3: Add/Edit Members Within Payment Sets

1. Under the Payment Sets tab
2. X1 Expand the appropriate Payment Set on navigation tree and click Members
3. Click on Add button to add member(s) to appropriate Payment Set
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6. Click on View Payment Set icon to add payment information
g :
§ MID-ATLANTIC CORPORATE ACH Origination
SeCurity Admin | | W rk Released Report Pending

ﬂ"ﬂ; Log Cut (tmarkeyl]

= -Ea Tast Cradt Umsa DFI: | Test Credit Union 1
| ¥ Rocaivens [Cimpert: © Member Data Distributions
= m Oment Sets
10t MONTHLY
#1235t MIONTHLY File Type:

Identification Identification Draft Start On Last Paid End On Active

-2 0th MONTHLY
-

Mumber Amount [§)
hson Winber Winter £0.00 042072008 Pendin 087135014 False
)

Chaa ]

PAYMENT SETS PAGE 3 of 5




7. Fill-in the Add Payment Set popup window and click Add
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Min Draft Amount: *Optional — Minimum amount assigned to the transaction
Draft Amt: Amount to be drafted

Max Draft Amount: Maximum amount to be drafted

Draft Type: Indicates a debit or credit at the other institution involved in the transaction
Start Date: Determines start of distribution
End Date: Determines end of distribution (automatic default of five years)

Active: Determines whether the transaction is active or inactive
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8.  Fill-in the Member Data popup window and Accept
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ABA Number: Routing Number of the other institution involved in the transaction

Acct Number: Member’s account number at the other institution

Tran Code: Transaction type at the other institution (Ex: Checking, Debit — Savings, Credit)
Input Basis: The transaction in dollar amount or percentage

Amount: Transaction dollar amount

Percent: If selected under input basis, specify percentage of transaction amount

Start Date: Determines start date of distribution

End On: Determines end date of distribution

Addenda Usage: Determined by Standard Entry Class Code (SEC)

Payment Information: If Addenda Type selected, this field is for addenda information

Status: Determines whether the transaction is active or inactive
Pre-Note: *Pre-Note can delay start date for distribution
Discretionary: *Optional two character field for SEC codes

9. Returned to the previous page and Save
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