Business Banking Quick Reference Guide

Manage ACH

The Manage ACH tab allows businesses to manage ACH transactions from their business
account(s). Business ACH consists of two components:

e Recipients: The individuals and companies (payees) that receive transferred funds.
e Templates: The wrapper around an individual or group of recipients used to transfer
funds.

To make an ACH transaction, add Recipients on the Manage ACH tab, and then add them to a
template and schedule the transaction.

Example: ABC Incorporated has 15 employees, and each employee has direct deposit. ABC's
Payroll Department adds the 15 employees to the Recipients tab, and then they create a
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Templates Tab

The Templates tab provides a searchable list of the ACH templates created for a business. On

the Templates tab, you can:

1. Page through existing templates to view or edit them and send funds.

2. Use the Search templates field to locate a specific template.

3. sort and filter templates by Amount, Name, and Type.

4. create or upload a new template.
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Create a Template
Complete the steps below to create a new ACH template.

1. Click Create or Upload a Template.
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ield.
p-down menu.
op-down menu.
6. Enter a template Description.
7. Enter Company disc. Data if applicable.
8. Select an account from which to transfer funds in the Offset account drop-down menu.

Yox if you wish to prevent anyone except a user
‘ole from viewing the template.

1e template list.
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Payroll Direct Deposit (PD) Use this code to credit individuals.
Telephone Authorized Use this code to debit consumers based on a
Collection (TEL) telephone debit request.

Internet Authorized Use this code to debit consumers based on a
Collection (WEB) request placed via internet.
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Import a New Template
Lumin Digital provides the option to upload existing templates rather than building them
manually. You can import a template via .csv, .ach, or .txt file types.

Comma Separated Values (.csv)
To import a .csv file, complete the steps below.

1 Clicl: Funnta Aav  llinland a2 Tamanlata ~nAd cAlact Tmanmavd o Rlaiar Tamanmlaka fram +ha
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Select Comma separate values (.csv) form the File Format drop-down menu.
Select an option from the Transaction Type drop-down menu.
Select a Company Name from the drop-down menu.

Select an Offset Account from the Select Account drop-down menu.

L L

If you need to restrict the template to a specific role, click the Restricted Template
check box.

o~

Click the Select File button or drag and drop the file into the Select File box.
8. Click the Continue button.

iled instructions and file requirements.
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rify accuracy, and then click the Submit button.

it or Import Another Template to start a new
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Nacha Files (.ach or .txt)
To import a NACHA file, complete the steps below.

1. Click Create or Upload a Template and select Import a New Template from the
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2. Select NACHA (.ach or .txt) from the File Format drop-down menu.

3. Click the My file does not contain offset accounts checkbox if the statement is true.
This requires you to select an offset account from the drop-down menu.

4. If you need to restrict the template to a specific role, click the Restricted Template
check box.

5. Click the Select File button or drag and drop the file into the Select File box.

A C(Clirl tha Cantinua hiittnn

iled instructions and file requirements.
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rify accuracy, and then click the Submit button.

template list or Import Another Template to
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Upload a Pass-Thru File
To upload a pass-thru file, complete the steps below.

1. Select a File Format. Options include .csv and NACHA (.ach or .txt)
op-down menu.

p-down menu.

p-down menu.
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Schedule a Template
After creating a template, use the scheduling feature to schedule ACH transactions for the
template.

To schedule a template, complete the steps below.
1. Onthe Templates tab, click Schedule next to the desired template.
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2. Select a schedule option from the Occt
options.

3. Select a Deliver by date from the caler
fields change for each option in the Oc
options.

4. Select a recipient from the Search Rec

a. When you select a recipient, yot
Note.

5. Enter the transaction amount in the Pay field.
6. Click the Review button.
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_ et g e e et e e et e e e ey
One time drop-down menu.
e Deliver by: Select a date from the calendar in the Deliver
by drop-down menu.
e Ends: Select Never, After a number of Transfers, or On a
Weekly specific date from the Ends drop-down menu.
e If scheduled on a non-business day use: Select Previous
or Following Business Day from the drop-down menu.
e Deliver by: Select a date from the calendar in the Deliver
by drop-down menu.
e Ends: Select Never, After a number of Transfers, or On a
Every Two Weeks specific date from the Ends drop-down menu.
e If scheduled on a non-business day use: Select Previous
or Following Business Day from the drop-down menu.
e Deliver by: Select a date from the calendar in the Deliver
by drop-down menu.
e Ends: Select Never, After a number of Transfers, or On a
Monthly

specific date from the Ends drop-down menu.

e If scheduled on a non-business day use: Select Previous
or Following Business Day from the drop-down menu.

e Deliver by: Select a date from the calendar in the Deliver
by drop-down menu.

e Ends: Select Never, After a number of Transfers, or On a

15" and End of Month specific date from the Ends drop-down menui.

e If scheduled on a non-business day use: Select Previous
or Following Business Day from the drop-down menu.

e Deliver by: Select a date from the calendar in the Deliver
by drop-down menu.

e Ends: Select Never, After a number of Transfers, or On a

Last Day of the Month specific date from the Ends drop-down menu.

e If scheduled on a non-business day use: Select Previous
or Following Business Day from the drop-down menu.

e Deliver by: Select a date from the calendar in the Deliver
by drop-down menu.

e Ends: Select Never, After a number of Transfers, or On a

Quarterly specific date from the Ends drop-down menu.

e |If scheduled on a non-business day use: Select Previous
or Following Business Day from the drop-down menu.
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e Ends: Select Never, After a number of Transfers, or On a
Annually specific date from the Ends drop-down menu.

e |If scheduled on a non-business day use: Select Previous
or Following Business Day from the drop-down menu.
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Approvals Tab

The Approvals tab allows designated users to approve or reject ACH requests. To review
requests for approval, complete the steps below.

Review the transactions details. Click Approve
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Scheduled & History Tab
The Scheduled & History tab consists of two sub tabs: Scheduled and History.
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2d transfers. Click a line item to expand the
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Recipients Tab

The Recipients tab allows you to add, edit, and delete ACH recipients for your organization.
After you add a recipient, you can add the recipient to an ACH template and transfer funds to
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Add a Recipient
To add a recipient, complete the steps below.
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Nickname fields.

irm account number, Account Type, and

4. |If applicable, complete the optional ID Number, Category, and Email fields.
5. Click the Save button.
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Edit a Recipient

To make changes to a recipient’s information, click Edit, make the necessary changes, and then
click the Save button.
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Delete a Recipient
To delete a recipient, click Edit, click Delete, and then click Yes to confirm the deletion.
| I
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