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ACH PARTICIPANTS

UNITED PRAIRIE
BANK™

ACH Participants

An ACH patrticipant is a person, business, or company that will receive pay electronically or collection.
The participant must be created as an ACH participant before ACH transactions can be performed.

be created as an ACH participant to receive their paycheck.

@ Example: The payroll process is typically via an ACH transaction. An employee must first

Accessing ACH Participants

Follow the steps below to access ACH Participants:

1. Log in to the Business portal: Enter your
User ID and Password, then select the
Log In button.

IR First Financial

FDIC Foic insured. Bocked by the full faith and

User ID

LisaFBusiness

Password

Forgot Password?

Register Supported Browsers
En espaiol Chat
Privacy Policy Disclaimer

Sign In Problems FAQ
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ACH Participants

2. Select the ACH tab, then select ACH AT s

Participants from the menu.

One-Time ACH Transfer
ACH Templates

ACH Activity

ACH Pass-Thru

Import File >

State Tax IDs

Deny Users

3. The ACH Participants view displays.

ACH Participants

e s 8

P /8

/s B

5 /s B

If the ACH Participants view displays blank, ACH participants have not been created.

Creating Standard ACH Participants

Follow the steps below to create a standard ACH Participant:

1. Select the Add Participant button on the (23 RG]
ACH Participants homepage.

ACH Participants

00 wenome 1 T Account umber  Reuting Humber ' Account Type % Stats
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ACH Participants

2. Enter the participant’s information in the
required fields on the Participant Details
view.

Participant Details

® s

e Participant Type: Default is
Standard. Select Child Support if
the ACH participant setup is
related to child support.

e Name: Participant’s name.

¢ Email Address: Participant’s email
address.

e Nickname: The nickname can be
the same as the participant’s
name or any other name.

¢ Routing Number: The bank’s
routing number. The system -
searches for the routing number
and once selected, the routing
number and institution name
populates in the appropriate
fields. If you selected the
institution from the previous field,
the routing number auto
populates.

e Unique Identifier: Uniquely
identifies an ACH patrticipant
based on the business guidelines.

e Account Number: Participant’s
bank account number.

e Confirm Account Number:
Participant’s bank account
number.

e Account Type: Checking,
Savings, and Loan.

e Status: Active or Hold. Active
indicates the participant is actively
being paid and Hold indicates the
participant is on hold.
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ACH Participants

Enter information in the remaining fields,
as applicable.

e Send email when batch status is
changed to Processed checkbox:
Notifies participants when the
status changes to processed.

e |Institution Name: Bank name. The
system searches for the bank
name and once selected, the
institution name and routing
number populates in the
appropriate fields.

e  Group: Allows participants to be
grouped together (i.e., employees
Vs vendors).

e Discretionary Data: Unique
information about the transfer.

e Distribute Payments checkbox:
Allows payments to be distributed
to multiple accounts.

When the Distribute Payments checkbox
is selected, the Payment Distribution
section displays. This section allows the
creation of distributions to multiple
accounts.

For example, an employee can request to
distribute a portion of their paycheck to
their checking account and a portion to
their savings account.

The primary account displays in this
section. This account will receive the
remaining amount after payments have
been distributed to multiple accounts.

3. Select the Add Distribution button.

NOTE: There is no limit to the number of
distributions that can be added.

| o

Participant Details

® s

i

Payment Distribution

| - am ) ,

L

Payment Distribution
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ACH Participants

4. Complete the required fields on the
Distribution Details view.

Distribution Details

* Name

| Lincoln slade

e Name: Participant’'s name

* Account Number

e Account Number: The account ezt
the payments are belng * Confirm Account Number
deposited. | 369121518
. * Account Type
e Confirm Account Number: The s
. avings “
account the payments are being
deposlted * Routing Number
’ | 053101273
e Account Type: Checking or 0] shore Remaining
Savings. J—_—
| $100.00

¢ Routing Number: Bank’s routing
number.

F ——
Cancel ‘ Save
\ s

5. When the Share Remaining checkbox is
selected, a popup displays informing that After all fixed amounts are distributed,

after all fixed amounts are distributed, Minimum Amount €ach account that has “Share
L Remnaining” checked receives an equal
each account that has Share Remaining share of the remaining amount.
checked receives an equal share of the &
remaining amount. This means that any
money left after assigned distributions are
allocated will be shared equally with the

shared accounts.

6. When the Minimum Amount field is Minimum Amount
clicked, like the Share Remaining field, a (s )
popup displays informing that the amount (o j
entered in the field is the fixed amount to
be distributed to the account. If the share
remaining checkbox is checked, the fixed
amount becomes the minimum amount.

Select the Save button.

7. The system returns to the Participant
Details view. Scroll to the Payment Payment plstribution
Distribution section to see the distribution j
created. . ,

- e
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ACH Participants

10.

11.

12.

From this view, users can edit or delete
distributions by selecting the appropriate
icon.

The Distribution Details view displays
when the Edit (pencil) icon is selected.
Make the necessary changes, then select
the Save button.

A popup confirmation displays when the
Delete (trashcan) icon is selected. Select
OK to complete the delete action.

Select the Save button to save the
participant.

A popup confirms the participant was
added and the participant displays in the
ACH Patrticipants list.

Payment Distribution

primary " ’
s
Linoln Siade 518 SavnEs 25000
-]

= o

Distribution Details

* Name

| Lincoln slade

[ 1 need to change the account number

Account Number

%1518

* Account Type

| savings ~

* Routing Number

| os3101273

Share Remaining

Minimum Amount

| s 150,00

Y
| 7@”[8‘ )
- v

training.configuredigital.fiservapps.com says

“ Ca nce'

Are you sure you want to delete?

Payment Distribution

= s
- s
=
- -]

© The participant “Islade” has been added. X
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ACH Participants

Group Search

Follow the steps below to search for a group:

1. This feature is valuable if there is a long
list of participants and the user only
wants to see a particular group.

Enter the group name in the Group field,

then select the Filter button.

2. The list of ACH Participants assigned to

the group display.

ACH Participants

nckname 1 L Rauting Nurber " Acco W s
= 21000358 the -}
[m] ' " 02z the -}
l o m 620 oz, Ched the -]

ACH Participants

Group

| Testing Group

Ty
Clear Filter +—
\. J

ACH Participants

Tesiing Group

actve

actve

actve
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ACH Participants

3. Select the Clear button to remove the

group name and restore the full list of ACH Participants
ACH participants.

Group

| Testing Group

Ty
Clear Filter
e vy

Key Points to Remember

@ If the ACH Participants view displays blank, ACH participants have not been created.

@ There is no limit to the number of distributions that can be added.
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UNITED PRAIRIE
BANK™

ACH Templates

ACH Templates are used to capture information for electronic transfers and to make repetitive payments

or collections, thus eliminating the need to re-enter payment or collection information when sending or
collecting funds via ACH.

Accessing ACH Templates
Follow the steps below to access ACH Templates:
1. Log in to the Business portal: Enter your

User ID and Password, then select the IR First Financial
Log In button.

IFDIC Foicinsured Backed by the ull faith and creditof the U.S. Government.

User ID

LisaFBusiness

Password

Forgot Password?

Register Supported Browsers
En espafiol Chat
Privacy Policy Disclaimer

Sign In Problems FAQ

2. Select the ACH tab, then select ACH
Templates from the menu.

ACH Participants

One-Time ACH Transfer
ACH Activity

ACH Pass-Thru

Import File >
State Tax IDs

Deny Users
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ACH Templates

The ACH Templates view displays. B s

Qs
(m] my ec it Amo i Effective D
oenozzs @
5 o - Peocrea 135000 s o/ B
Mame:cote s e
=i e e inglanorchs 150000 ssno 1 Ds o8

oszannes @

If the ACH Templates view displays blank, ACH templates have not been created.

3. There are four buttons available on the : : : Pl
ACH Templates homepage. -

e [|nitiate Same Day - allows the R S
user to process the template s )
[]  Transaction Type: - - P an $1,380.00 $1.3%000 6 - os B8
with the current business date. =
(m] 150000 susce 1 Lo D/ B
e |nitiate - allows the user to
. sana0a $300000 (RPN -

process the template for the -
next available business date
factoring in lead days.

o Delete Selected Templates -
allows the user to delete
templates.

e Add Templates - allows you to
create a template.

If the buttons are disabled, it indicates
the function is not available until a
template is selected.
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ACH Templates

Creating ACH Templates

Follow the steps below to create an ACH Template:

1. Select the Add Template button on the @ e _
ACH Templates homepage. .

ACH Templates

An interim screen displays to select a

transaction type.
* Transaction Type

| v

Next

| Close |

2. Select the Transaction Type down arrow
to display the transaction type options.

* Transaction Type

e Payment allows funds to be sent { "}
to a recipient.

e Collection allows funds to be

withdrawn from a recipient. Payment
NOTE: Proper documentation is
required for collections. Collection
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ACH Templates

The SEC or Standard Entry Class codes
are used to describe the type of
transaction and ensure compliance with
ACH network regulations.

Select the down arrow to see the list of
SEC codes.

NOTE: This is not an exhaustive list of
SEC codes. Users will only have access
to the SEC codes assigned to their
Entitlements.

Select the appropriate SEC code.

Select the Next button to proceed or
Close to cancel the entry.

The Template Details view displays.

This is where the details to create a
template are entered.

* Transaction Type

| Payment ~

* SEC Code

( )

PPD Credit - Consumer Credit

CCD Credit - Non-Consumer Credit

Tax Payments

CTX Credit - Corporate Trade Exchange Credit

Child Support Payments

* Transaction Type

| payment ~
* SEC Code

( PPD Credit - Consumer Credit vj
e ~
| Close |
. J

. |
Template Details
e crete conmmer crean
ACH From
s sam @
ACH To
P 0@
]
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ACH Templates

5. Complete the following field, as
applicable:

Enter the name of the template in
the Template Name field. NOTE:
The name can be whatever the
user chooses.

Enter any unique information
about the company or template in
in the Company Discretionary
Data field. This is an optional
field.

Select the Is Restricted checkbox
to manage restricted templates.

Select the Offset Individually
checkbox if every batch entry will
be offset.

Select the Deny Specific Users
button to deny specific users
access to a template. The Deny
ACH Template Access view
displays. Search for or select
specific users to deny access to
the template. If the wrong user is
inadvertently selected, select the
red X to remove them. Select the
Submit button.

Enter a description of the
template in the Company Entry
Description field. There is 10-
character maximum. i.e. If the
ACH is to pay wages/
compensation/salary the
description is required to be
"PAYROLL".

Select the Company down arrow
to select the originating company
that the template is being created
for. NOTE: If the user manages
multiple companies, each
company will display.

Template Details

SEC Code

PPD Credit - Consumer Credit
* Template Name

Legend Slade

Company Discretionary Data

Payroll
Is Restricted

Offset Individually

Deny Specific Users

* Company Entry Description

Special

* Company

Washington Orcha - x6094
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ACH Templates

6. The ACH From section displays the
information for the account the funds will
be debited from.

The Debit Amount is the total debit
amount of all entries. Hover over the
guestion mark to see a description of the
field.

Select the Offset Account down arrow to
select the account the funds will be
debited from.

The system allows for multiple offset
accounts. Repeat the offset account
process to debit from multiple accounts;
however, if prefunding is configured for
the financial institution, multiple offset
accounts cannot be added.

7. The ACH To section is where the
participants that will receive the payments
are selected.

NOTE: if the ACH is a Collection and not
a Payment, the ACH From and ACH To
sections will contain the opposite
information.

8. Use Participant Distribution checkbox - if
this checkbox is not checked, the primary
account will be paid. If the checkbox is
checked, distributions or split payments
will be enabled for the template. This
means if a participant is distributing
money to multiple accounts, the
distributions will be applied in this
template. NOTE: The popup provides an
overview of the purpose of this field.

9. Select the Add Participants link.

ACH From

Debit Amount $0.00 @)

* Offset Account

( %8869 Payroll - #8869 (Available $148,495.05)

)

ACHTo
N

[ user

Check this checkbox to enable
distributions (split payments) to be

used in this template.

Uncheck this checkbox to pay only the

primary account and not use

distributions.
Available $14§
If distributions are set up for a

participant, the number of

distributions will be shown after the
Amount column.

Use Participant Distributions

Nickname T Notify
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ACH Templates

The ACH Participants view displays.

The user can add a new participant or
select an existing participant from the list.

NOTE: Participants are typically added in
the ACH Participant module; however, if
you forgot to add a participant, you could
add them by selecting the New Participant
button and completing the Participant
Details view.

Filter by group by entering a group name
in the Group field. Refer to the ACH
Participants learning guide or video for
detailed instructions to add a new
participant.

10. Select a participant, then select the Add
Selected Participant button.

The system returns to the Template
Details homepage where you now have
visibility to the participant in the ACH To
section.

11. Enter the amount to be paid to the
participant in the ACH To Amount field.

Once the amount is entered in the ACH
To section, the Debit Amount field
displays the dollar amount entered in the
ACH From Debit Amount field.

ACH Participants x

ickname T Uniue Keniie

ACH Participants *

oo s 8
000 @ 1T 5000 @ P
ACH To
]
o /s B8
525000 @ o Tolsl 5000 @
ACH From
Debit Amount $250.00 (@
* Offset Account
| x8869 Payroll - #8869 (Available $148,495.05) v
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ACH Templates

12. Below is an overview of additional fields in
the ACH To section.

Hold checkbox — Check this box to place an
entry on hold and to be excluded from the batch.

Prenote checkbox — Check this box if the entry is
a prenote and will be excluded from the batch.
Prenotes are used to verify bank information
before sending or pulling actual funds. NOTE: A
prenote cannot be sent if the live dollar entry will
be sent within business days.

Distributions link - Select the link to view the
distributions.

Addenda link — Select the link to view addendas.
Addenda provides additional information about
an ACH transaction.

Edit participant details from this view by
selecting the Edit (pencil) icon or delete the entry
by selecting the delete

(trashcan) icon.

The Credit Amount field displays the total credit
amount for all entries that are not marked hold or
prenote.

The Hold total is the total amount of all entries
marked hold.

Prenotes is the total amount of all entries
marked prenote.

Hover over the question marks for a description
of the field.

13.  The Import CSV File section allows the
user to import a CSV file. Refer to the
ACH Import video for details on importing
a CSV file.

ACH To

+$25000 @

ACH To

+$15000000 @

@

D

ACH To

+$25000 @

ACH To

nt 825000 @

Import CSV File

Choose File | No file chosen
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ACH Templates

14.

15.

Once you have completed entering
information in the Template Details view,
select one of the following options:

e Cancel any changes you have
made.

e |nitiate Prenotes to initiate a batch
that only contains prenote
transactions.

e Save the template - this option
saves the template and remains
on the Template Details view.

e Save And Close the template -
this option saves the template
and closes the Template Details
view.

Select the Save and Close button.

The system returns to the ACH
Templates homepage and a confirmation
displays indicating the template has been
added and the newly created template is
visible. Going forward, you can use these
templates to initiate ACH transfers.

The following actions can be taken on the
ACH Templates homepage once a
template has been created:

The Show Search Options allows the user
to search for a template.

Cancel

~
Initiate Prenotes
J

Save

Save And Close

Cancel

~
Initiate Prenctes
J

Save And Close

ACH Templates

I

017



ACH Templates

The user can SeaI’Ch by —
e Company ACH Templates
o SEC COde Show Search Options

Company

e Participant Name

e Template Name

SEC Code
e Offset Account.

Participant Name

Select the Show Search Options
checkbox to close the search view.

Template Name

Offset Account

clear ‘

Templates can be copied, edited, or
deleted.

o Select the Copy (paper) icon to
copy a template. The Template
Details view displays. The only
field that must be updated is the
Template Name field. Update
other fields, if necessary, then
select the Save and Close button.
The system returns to the ACH
Templates homepage and the
copied template is visible.

e Select the Edit (pencil) icon to edit
a template. The Template
Details view displays. Make the
necessary changes, then select
the Save and Close button.

e Select the Delete (trashcan) icon
to delete a template. Select the
OK button on the delete
confirmation.

Schedule this Batch allows the user to
schedule the batch as a recurring batch.
Select the link and complete the required
fields. Enter the Start Date, Frequency,
End Date, and Number of Transfers, then
select Initiate.
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ACH Templates

16.  Toinitiate or start processing a batch, you
can initiate a template from the Recurring
Batch Schedule view or from the ACH
Templates homepage.

= o
(AR -}
S beo®

s100000 e D B

From the ACH Templates homepage,
select the checkbox for the intended
template, then select the Initiate button to
start the ACH process.

Key Points to Remember

@ If the ACH Templates view displays blank, ACH templates have not been created.
@ Proper documentation is required when creating a Collection template.

Participants are typically added in the ACH Participant module; however, they can be added at the
template level by selecting the New Participant button and completing the Participant Details view.
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ONE-TIME ACH PAYMENT (TRANSFER) UNITED PRAIRIE

One-Time ACH Payment (Transfer)

A one-time ACH payment (transfer) is a transaction sent to or withdrawn from a participant on a one-off
basis.

Accessing One-Time ACH Transfer

Follow the steps below to access One-Time ACH Transfer:

1. Log in to the Business portal: Enter your
User ID and Password, then select the TR First Financial
Log In button.

2. Select the ACH tab, then select One-
Time ACH Transfer from the menu.

ACH Participants

One-Time ACH Transfer

ACH Templates

ACH Activity

ACH Pass-Thru

Import File >

State Tax IDs

Deny Users

The Transaction Type popup displays.

* Transaction Type

( )
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One-Time ACH Payment (Transfer)

3. Select the Transaction Type down arrow

to display the transaction type options.

Options are:

e Payment - Allows the user to
send funds to a recipient.

e Collection - allows the user to
withdraw funds from a recipient.
Proper documentation is
required for a collection one-

* Transaction Type

Payment

Collection

time transfer.

* Transaction Type

Payment

* SEC Code

Next

Close

4, Select Payment or Collection, as
appropriate.
5. The SEC or Standard Entry Class Code

field displays. SEC codes are used to
describe the type of transaction and
ensure compliance with ACH network
regulations.

* Transaction Type

Payment v
* SEC Code
| v
Next
' ™~
| Close |
A vy
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One-Time ACH Payment (Transfer)

Select the down arrow to see the list of
SEC codes. This is not an exhaustive
list of SEC codes.

* Transaction Type

Payment v

Users will only have access to the SEC
codes assigned to their Entitlements.

* SEC Code

PPD Credit - Consumer Credit

CCD Credit - Non-Consumer Credit

6. Select the appropriate SEC Code, then
select Next to proceed or Close to
cancel the entry.

* Transaction Type

| Payment ~ |
* SEC Code

{ PPD Credit - Consumer Credit v}
s ~
| Close |
" J

The One-Time ACH Transfer view is
where you will enter the details to create
a one-time payment.

One-Time ACH Transfer

ACH From

a0 @

ACHTo
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One-Time ACH Payment (Transfer)

7. Complete the required fields in the top
section of the view:

e Schedule
e Effective Date
e Company Entry Description

e Company

8. Select the Schedule down arrow to
schedule an:

e Immediate - Occurs at the first
available ACH window, which is
1-2 days delivery

e Same Day - Effective the same
day and fees may apply, if
available.

e Future Dated - Any available
effective date.

NOTE: Hover over the field, a popup
displays with a description of each
option.

One-Time ACH Transfer

SEC Code

PPD Credit - Consumer Credit

* Schedule

| Immediate v

Effective Date
06/24/2025

* Company Entry Description

* Company

( )

* Schedule

{ Immediate Immediate: First available ACH
window for 1- or 2-day delivery.

Same Day: If available, will be

Immediate

effective same day. Fees may apply.
Future-Dated: Select any available
effective date.

Same-Day

Future-Dated
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One-Time ACH Payment (Transfer)

9. Select the Effective Date. * Effective Date

(061241’2025‘ ] )

¢ |Immediate — The date defaults

to the first available ACH >
window for 1-2 day delivery. w Mo T we T o <

e Same Day — The date defaults
to the current date, if available.

e Future Dated — Select the
calendar icon and choose a
date in the future to schedule » BT

the payment.
30

10. Enter a description of the one-time .
. P One-Time ACH Transfer
transfer in the Company Entry

Description field. This field has a 10-
character maximum.

SEC Code

PPD Credit - Consumer Credit

* Schedule

| Immediate A

Effective Date

06/24/2025

* Company Entry Description

| OneTime

1 S;lscctttt:: g;ﬂgﬁ% fgis;nwyﬁ amow o One-Time ACH Transfer
NOTE: If the user manages multiple SEC Code
companies, each company will display. PPD Credit - Consumer Credit
* Schedule
| Immediate ~

Effective Date
06/24/2025

* Company Entry Description

| one-Time

* Company

{Washmgton Orcha - x6094 vj
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One-Time ACH Payment (Transfer)

12.

13.

14.

15.

The next section is the ACH From ACH From
section. This is the offset (debit) account
information. Debit Amount $0.00 @

* Offset Account

| UNBALANCED v

from. Debit Amount $0.00 @)

* Offset Account

( UNBALANCED v

UNBALANCED

%8869 Payroll - #8869 (Available $148,495.05)

%3885 Business Savings - #3885 (Available
$8,817,476.58)

X9507 Operating - #7643 (Available $406,585.68)

X7651 Business Sweep Checking - #7651 (Available
$873,724.03)

Select the Offset Account, which is the
. . ACH From
account the funds are being debited

The next section is the ACH To section
This is the participant that the payment
will be sent to. e

Select the Add Participants link.

‘ Add Participants

The Participants view displays. partcpants x

Add a New Participant or Add Selected
Participants on this view. D worm

------

Participants are typically added in the
ACH Participants module; however, if
you forgot to add a participant, you can
add them at the template level by
selecting the New Participant button and
completing the Participant Details view.
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One-Time ACH Payment (Transfer)

16.

17.

18.

You can also filter by group by entering
a group name in the Group field. Refer
to the ACH Participants video or
Learning Guide for detailed instructions
to add a new participant.

Select a participant, then select the Add
Selected Participant button.

The system returns to the One-Time
ACH Transfer view and the selected
participant is visible in the ACH To
section.

Enter the amount to be paid to the
participant in the ACH To Amount field.
The amount entered should balance
with the Debit Amount.

Once the amount is entered in the ACH
To section, the Debit Amount field
displays the dollar amount entered in
the ACH From Amount field.

The Debit Amount is the total debit
amount of all entries. Hover over the
guestion mark to see a description of
the field.

Select the Addenda link to view
addendas, if applicable. Addendas are
optional. They provide additional
information about an ACH transaction.

Group

| Testing

Yy
Clear Filter
\. J

Participants

e 128000 @

s 0

Debit Amount $250.00 @

* Offset Account

| %8869 Payroll - #8869 (Available $148,495.05)

I ACH From

ACH To

At 323000 @

s 0
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One-Time ACH Payment (Transfer)

19.

Select the Edit (pencil) icon to edit
participant details or the Delete
(trashcan) icon to delete the entry.

The Credit Amount displays the total
credit amount for all entries.

Hover over the question mark for a
description of the field.

Select the Initiate button.

A confirmation displays indicating the
batch successfully initiated. The user
will also receive an email notification.

ACH To

e 128000 @

5 25000

ACH To

et Armount $250.00 @)

s 0

One-Time ACH Transfer

Reference Number:

Batch Name:
Credit Amount:
Debit Amount:
Effective Date:

Initiate Another Batch

@& Batch Successfully Initiated

60226
One-Time
$250.00
$250.00
06/24/2025

027



One-Time ACH Payment (Transfer)

Beneath the confirmation is ACH
Activity. This view automatically displays
after the batch is initiated.

Pending (Same Day) ACH Batches

Pending ACH Batches

Scheduled ACH Batches

ACH History

Participants
One-Time ACH Transfer
Templates

You can also access this view under the

ACH tab, then select ACH Activity. m
AC
Al

ACH Activity

ACH Pass-Thru
Import File >
bi

State Tax IDs

l Deny Users l

20. The ACH Activity view displays the
following batch activity:

¢ Pending (Same Day) ACH Pending (Same Day) ACH Batches
Batches are batches that will be N
processed the same day.
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One-Time ACH Payment (Transfer)

e Pending ACH Batches are the
immediate and future-dated
ACH transfers awaiting
approval.

Pending ACH Batches

ez

e Scheduled ACH Batches are
transfers that have been
initiated, but they recur
automatically on a designated
frequency. After the initial

Scheduled ACH Batches

approval, they generate
automatically. If the batch is
modified, it will need to go
through the approval process
again.

¢ ACH History is a history of all
processed ACH batches.

ACH History

w0

21. Refer to the Status column to see the

Pending ACH Batch:
status of each batch. e e

Below is a list of the different statuses:

e Processed - Batch was

ez

successfully included in the
NACHA file being transmitted to
the Fed.

e Processed Failed - Batch failed
to be included in the NACHA file
being transmitted to the Fed.

e Pending Approval — Batch is
waiting for a designated
approver to review and approve
the batch.

e Approved - Batch has been
reviewed and approved by a
designated approver.
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22.

¢ Rejected - Batch was reviewed
by a designated approver, but
was not approved due to
discrepancies.

e Canceled - Batch was
withdrawn by a business user
and will not be included in the
NACHA file being transmitted to
the Fed.

e Canceled by System - Batch
was withdrawn by action of an
FI Admin and will not be
included in the NACHA file
being transmitted to the Fed.

The following actions can be taken in
the ACH Activity view:

View, edit, or delete pending batches for
each category by selecting the
appropriate icon.

Search for a batch by selecting the
Show Search Options checkbox.

Pending ACH Batches

ACH History

| [[] show search Optionsl:\ View Latest For Recurring Batches
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There are several search criteria

. ACH History
available to perform a search.

Enter information in the desired field(s),
then select the Search button.

=]

The search results display at the bottom
of the view.

Deselect the checkbox to close the
Show Search Options view.

The View Latest for Recurring Batches .
displays the ACH transfers in order of ACH Histo ry
process.

[J show Search Option%D View Latest For Recurring Batches

23. The Export feature allows you to export R
iston
the batch information into a CSV file. = !

24. Approval Workflow

If the user is a designated approver, an Approve and Reject button displays in the batch
category for which they have approval rights. Approvers receive a notification through Notifi
when approval activity is required.

The initiator of a batch cannot approve their own batch.

Key Points To Remember

Proper documentation is required for collection one-time transfer
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Importing ACH Files

The ACH Import feature allows you to import data to support the use of batch templates. Participant
Import CSV files are used to import multiple participants via an import template to reduce the manual
effort needed to create them. A Participant record contains the account information for the individuals who
will be added to batch templates for collection or payment ACH transactions.

Accessing ACH Import

1. Log in to the Business Portal: Enter your
User ID and Password, then select the
Continue button. R First Financial
FDIC roic insured- Bocked by the ful faith and credit of the U.5. Government
UserID
\: PollyTBusiness
Password
2. Select the ACH tab. Then Select Import Py e

File from the menu.

ACH Participants

Orje-Time ACH Transfer

AQH Templates

ACH Activity
ACQH Pass-Thru
\ 4
Import File > |

State Tax IDs
495.05
Deny Users 2 Balance

A
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3. Select Participants and NACHA from the ACH~  Wires «
menu. ACH Participants
One-Time ACH Transfer
ACH Templates P d y n
ions ACH Activity Payment

ACH Pass-Thru -
NACHA

State Tax IDs
Non-NACHA

Deny Users -

'l S
4,

The screen displays features to manage e — S

ACH Imports including Participants Participant Import Templates

Import Templates, Import Participants R
From a CSV File and Import Templates R
and Patrticipants from a NACHA File.

Import Participants From A CSV File

* barticipant mpert Templste

[ —seeqaTemplate —

Maximum fle size: 500 KB
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Create a Participant Import Template

Follow the steps below to create a Participant Import Template.

1. Select the Add Template button in the Participant Import Templates module.

Participant Import Templates

Template Name 1 Last Updated Date %

Test Template 01/02/2025 4:42:57 PM
Test Template FT 07/03/2025 1:26:02 PM
Testl 07/03/2025 1:33:54 PM

Testing 22 01/02/2025 40717 PM

that must be matched in the CSV import when updating existing participants.

The Participant Import Templates data fields display. The Match Criteria section represents the fields

Participant Import Templates

* Template Name

| Tom Smith

Update Existing Participants
Match Criteria

Name

Nickname

Unigue Identifier

Account Number

If Account Number is selected, Routing Number and

Account Type will also be included as match criteria.

Field Order

* Name
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3. Uncheck the Update Existing Participants checkbox if you do not want existing participants updated.
When you uncheck this box, the Match Criteria checkboxes are no longer available.

Participant Import Templates

* Template Name

|' Tom Smith

[ update Existing Participants

Field Order
* Name
(
4. Number each field according to the Freld Order
order of the data separated by commas _
in the CSV file. " Name
1. Name 5
2. Nickname Nickname
3. Institution Name =
4 Routing Number Institution Name
;
5. Account Number \
6. Account Type * Routing Nurmber
| 4
7. Unique Identifier -
8 Status * Account Number
.
9. Group -

. . * Account Type
10. Discretionary Data I"
6

Unique Identifier

|'?

* Status

Discretionary Data

| 10
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5. Select the Save button when complete.

6. The Participant Import Templates section will display the created template.

Participant Import Templates

Template Name 1

Test Template

Testing 22

Discretionary Data

#
A

Cancel

Last Updated Date ™

01/02/2025 4:42:57 PM
07/03/2025 1:33:54 PM

01/02/2025 4:07:17 PM

Tom Smith

07/03/2025 2-:41-35 PM

Add Template
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Editing Participant Import Templates

1. Select the Pencil icon beside the template to edit a template

Participant Import Templates

Template Name T Last Updated Date W

Test Template 01/02/2025 4:42:57 PM

Test Template PT 07/03/2025 1:26:02 PM

Testl 07/03/2025 1:33:54 PM

Testing 22 01/02/2025 40717 PM

Add Template
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2.

Update the information in the
appropriate data entry field.

* Template Name

|' Test Template FT

Update Existing Participants

Match Criteria

Mame
Mickname
Unique Identifier

Account Number

If Account Number is selected, Routing Number and

Account Type will also be included as match criteria.

Field Order

* Name

1

Nickname

| 2

L.

Institution Name

3

\_

* Routing Number

4

b

* Account Number

#

5

h

* Account Type

-

6

A

Unique Identifier

|7

L.

* Status

Discretionary Data

-

10

.
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3. Select the Save button when complete. Discretionary Data
(

Cancel Save

Deleting Participant Import Templates

1. Select the Trashcan icon to delete a Participant Import Template.

Participant Import Templates

Template Name T Last Updated Date ™

Test Template 01/02/2025 4:42:57 PM

Test Template PT 07/03/2025 1:26:02 PM

07/03/2025 1:33:54 PM

Testing 22 01/02/2025 4:07:17 PM

2. Select OK to confirm the deletion of the template.

£ a5

ﬁ First Financial ining.config gital fiservapps.com says eUser v | Chat | Mail | Print | LogOut

Are you sure you want to delete this template?

Accounts v Zelle® Transfers ~ Pay &
n ca "ce‘

Participant Import Templates

Template Name T Last Updated Date L

Test Template 01/02/2025 4:42:57 PM /
=

Test1 07/03/2025 1:33:54 PM Va '\‘ﬂ_/-'
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3. A message confirms the successful deletion of the template.

A s Zelle® Transfers ~ P
~ e Fa E @ The template has been successfully deleted.

Participant Import Templates

Template Name t Last Updated Date %

Test Template 01/02/2025 4:42:57 PM

Import Participants from a CSV File

Follow the steps below to import participants from a CSV file:

Import Participants

1. Select the template to import from the Participant Import Template dropdown menu.

Import Participants From A CSV File

* Participant Import Template

— Select a Template — ~

— Select a Template —

Test Template
g File No file chosen

Testing 22

Tom 5mith

2. Select the Choose File button.

Import Participants From A CSV File

* Participant Import Template

E Tom Smith VE

Maximum file size: 500 KB
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3. Find the file on your device and select it. Then select Open.

Organize » New folder
~
> Fiserv Graphics [0 Name Date modified Type Size
3 D Resources from Pally Graphics - ACH Impert File folder
- .

N Job Aids u NACHA Import Test File Text Document 2KB
9 D Test_Participant_IMPORT 7/2/2025 4:24 PM Text Document 1KB

» . Knowledge Center

> Meetings
I > Merchant Source Capture

> Retail Banking
-

> Templates
o

File name: | | custom files

Upload from mobile

Cancel

4. The file name will be displayed beside the Choose File button. Select the Import button.

Import Participants From A CSV File

* Participant Import Template

‘ Tom Smith

Maximum file size: 500 KB

Choose File Test_Participant_IMPORT.txt
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5. A confirmation message will be displayed in a dialog box and includes the number of participants
imported. If there are errors with the uploaded file, an error message displays.

Import Participants From A CSV File

* Processing file
“Test_Participant_IMPORT
.

* 1 participant(s) were
added.

* 5 participant(s) were
updated.

* One or more files were
imported successfully.

)

* Participant Import Template

— Select a Template —

Maximum file size: 500 KB

6. Select the View Participants button to see participants updated on the ACH Participants view.

Import Participants From A CSV File

* Processing file
"Test_Participant_IMPORT
Tt

* 1 participant(s) were
added.

* 5 participant(s) were
updated.

* One or more files were
imported successfully.

)

* Participant Import Template

— Select a Template —

Maximum file size: 500 KB
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7. Review the participants list to confirm the addition of new participants. Select the Created column

heading to filter the participants by the most recently added participants.

ACH Participa

[0 show Search Options

nts

[ Mickname t Unique Identifier " Group " Account Number  Routing Number " Account Type n Seatus
~ 07/03/2025 . . =
|:| AntMan5 AM_127 P TESTING GROUP x5625 321177586 Savings Active rd =]
1271972024 . -
D AquaMan5 64594acfd-2e22-4 J— TESTING GROUP x5625 121000358 Savings Active Vd =]
12/19/2024 =
D BatMan1 23fabc28-7d5%b-4 250 B TESTING GROUP x5621 121202211 Savings Active /‘ [x]
N1/02/202E -
Edit ACH Participants
Follow the steps below to edit an ACH participant:
1. Select the Pencil icon beside the participant to edit.
06/05/2025 ) ) .=
O isiace 12345 *1012 053101273 Checking Active V4 =]
1:36 PM
07/03/2025 =
D Mickey DE_MM_1 428 P Famous Bankers *3210 987654321 Checking Active f =]
11/13/2024 ) ) .=
D Sloan Banker 030716 Employee x6B10 114900685 Checking Active r'd [=]
10:33 AM
12/19/2024 —
D SuperMan2 bebb38da-04a7-4 220 BM TESTING GROUF x¥5622 322271827 Savings Active f =]
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2. Edit the information to update in the
appropriate field on the Participants Participant Details
Details screen.
* Name
|Il Mickey Mouse

Email Address

| mmouse@gmail.com

|:| Send email when batch status is

changed to Processed

* Nickname

|' Mickey

Institution Name

| Disney Bank

3. Select the Save button. 3210

Account Type

Checking

* Status

Active v

Group

| TESTING GROUP

Discretionary Data

[0 pistribute Payments

Cancel

i

ve

4, A confirmation message displays. ¥ 8 e parcoart ke vas been upi
ACH Participants
[ Show Search Optiors
[ wickname t uni uue\:v:ne"" creaea croup ALCOUNt Numper iau'.uglwrr:f"l ;\&;;.nlf.v?." swws

Delete ACH Participants

Follow the steps below to delete an ACH participant:
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1. Select the Trashcan icon to delete a participant.
[ islade 12345 ?2:5;:4025 x1012 053101273 Checking Active P - |
D Mickey DE_MM_1 jz‘zi{;ﬂzs Famous Bankers x3210 987654321 Checking Active /‘
[ slosn Banker 030716 1:];;33’3324 Employee x6810 114900685 Checking Active Vd <]
D SuperManz be6b98da-0427-4 ;i’:gpﬂr:qng TESTING GROUP x5622 322271827 Savings Active / E

2. A confirmation message displays. Select OK to confirm the deletion of this participant.

I AntMans AN T EVings Active 4 =]
training.configuredigital.fiservapps.com says

O aquetans pa0tacis 2e7200 Are you sure you want to delete the participant "Mickey"? - et /B

[0 slackwidows BW_126 TET e PR e e Savings Active Vd =]

O captinAmerica2 CA_124 z::if;ﬂzs TESTING GROUP %5622 121000358 Savings Active Vd =]

Delete Multiple ACH Participants

Follow the steps below to delete multiple ACH participants at once:

1. Select the Checkbox next to each participant to delete. Select one or more participants.
TheFlash3 Gbab6Bc3-1e94-4 ;_2;;?;5‘024 TESTING GROUP %5623 124384877 Savings Active f E
TheHulk1 TH_123 T::ii‘ozs TESTING GROUP x35621 121202211 Savings Active /‘ E

'::::‘ Wonderwoman4 47ef5p17-2e0c-4 ;2;; 1;3024 TESTING GROUP ®3624 121042382 Savings Active f E

Delete Selected Participants Add Participant
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2. Select the Delete Selected Participants button

12/19/2024 =
TheFlash3 6babf2cE-1e94-4 - TESTING GROUP %5623 124324877 Savings Active rd =]

01/02/2025 _ > 1
TheHulk1 TH123 TESTING GROUP x5621 121202211 Savings Active rd =]

443 PM

121972024 -
WonderWoman4 47efob17-2e0c4 250 PM TESTING GROUP x5624 121042882 Savings Active Vd =]

| Delete Selected Partidpants Add Participant

3. A message displays asking to confirm the deletion of the selected participants. Select OK to confirm.

figuredigital.fiservapps.com says
O superManz be6b98da-04a7-4 Are you sure you want to delete the selected participants? Savings Active Vs B
“ Cance'
[0  TEMPLATE 1 Checking Active /s B
12/31/2024 =
O TemPLATE) 1 x1234 121202211 Checking Active /s B
10:03 AM
12/31/2024 A
O TempLaTers) 1 x1234 124384877 Checking Active rd =]
10:03 AM
1243172024 =
[0  TEMPLATEM) 1 x1234 121042882 Checking Active /s B
10:03 AM

4. A message displays denying the request to delete a participant that is associated with active
distribution batches. It confirms the deletion of the other 2 participants.

Accounts ¥ Zelle® Transfers ~ P3|

o The participant(s) “WonderWoman4” cannot be deleted because >
they are assodated with active distribution batch(es) with reference

number(s) 60240 respectively.
ACH Participants
[ © 2 participants have been deleted. X ]
D Show Search Options
. . o 1 1 . 1 1 1,
[0 wickname t Unique Identifier + Created + Group + Account Number  Routing Number + Account Type + Status +
~ 07/03/2025 . ) . =
D AntMan5 AM_127 401 B TESTING GROUP x5625 321177586 Savings Active rd [x]

Add Participants

Follow the steps below to add ACH participants:
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1. Select the Add Participants button to add a participant manually.

12/19/2024 . -

D TheFlash3 6bab63cE-1e94-4 250 PM TESTING GROUP x5623 124384877 Savings Active V4 =]
01/02/2025 -

D TheHulk1 TH_123 443 P TESTING GROUP x5521 121202211 Savings Active / =]
. 12/19/2024 N . > =

D WonderWoman4 47ef5017-2e0c4 250 PM TESTING GROUP x5524 121042882 Savings Active ’ =]

Delete Selected Participants Add Participant

2. Enter all required participant data in the
fields provided Participant Details
* Name
| Mickey Mouse

Email Address

| mmouse@gmail.com

|:| 5Send email when batch status is

changed to Processed

* Nickname

|I Mickey

Institution Name

| Disney Bank

* Routing Number

| 987654321

Unique Identifier

|' DE_MM_1
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3. Select the Save button.

* Account Type

Checking

* Status

|I Active

Group

| Famous Bankers

Discretionary Data

[ pistribute Payments

Cancel

4, A confirmation message displays.

@ Thepartcipant “Mickey” has been added.

ACH Participants

Import Templates and Participants from a NACHA File

Follow the steps below to import templates and participants from a NACHA File.

1. Select the ACH tab. Then Select Import
File from the menu.

v

Cards Depaosits ~ ACH ~

ACH Participants

Ore-Time ACH Transfer

ACH Templates

ACH Activity

ACH Pass-Thru

\ 4

Wires

Import File

State Tax IDs

Deny Users

495.05

2 Balance
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3. Select Participants and NACHA from the Cards  Deposits ~  ACH~  Wires ~
menu ACH Participants
One-Time ACH Transfer
ACH Templates P da y N
ions ACH Activity Payment
ACH Pass-Thru -
‘ e
NACHA
State Tax IDs
Non-NACHA
Deny Users J . 3
4, Find the Import Templates and e " e
Participants from a NACHA File.section Participant Import Templates
at the bottom of the screen.

01022025 41534 PR

Import Participants From A CSV File

* Participant mpert Templots

| —seenaTempiste —

Maximum fle size: 500 KB
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5. Select or unselect the checkboxes as needed:

a. Select the Add Participants if Not Existing checkbox to add participants that are not included
on the file being imported. When this box is checked, the Add Participants with Hold Status
checkbox shows below it.

b. Select the Add Participants with Hold Status checkbox if you want to include participants in a
hold status, if applicable

c. Select the Use First Company If Not Found checkbox to pick up the first company found on
an account.

d. Select Remove Invalid Entries from Template to delete invalid entries from the import.

Import Templates And Participants From A NACHA File

Add Participants If Mot Existing
Add Participants With “Hold" Status

Use First Company If Not Found

Remove Invalid Entries from Terr‘platg

Maximum file size: 500 KB

SIS CnosseFle el chesen

6. Select the Choose File button.

Import Templates And Participants From A NACHA File

Add Participants If Not Existing
Add Participants With “Hold" Status

Use First Company If Not Found

Remaove Invalid Entries from Terr‘platg

Maxirmum file size: 500 KB

View Templates Choose File Mo file chosen
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7. Upload the NACHA file from your device.

@ open #
&« > v > Documents > Learning Guides > ACH Import v G Search ACH Import P
Organize New folder =~ @ o
~
~ @ Polly - Fiserv Corp O Name Date modified Type Size
Y ACH Entitlements OLD | ACH non MACHA files File folder
N Apps Graphics - ACH Import File folder
B |- | 002 Scooby Snax Inc - P Test 2 passthr... Text Docurnent 2KB
> Attachments
D MACHA Import Test File Text Document 2KB
» Camtasia Development Folder Template - 1
D Test_BatchEntry_Mon _Nacha_IMPORT Text Document 1KB
’ Camtasia Sample from ID team D Test_Participant_IMPORT Text Document 1KB
» Camtasia Starter Project
File name: | 002 Scooby Snax Inc - P_Test 2 passthru files v| Custom files ~
Upload from mobile Open Cancel
.

8. The file name will display beside the Choose File button. Select the Import button.

Import Templates And Participants From A NACHA File

Add Participants If Not Existing
Add Participants With “Hold" Status
Use First Company If Not Found

Remaove Invalid Entries from Template

Maximum file size: 500 KB

View Templates m 002 Scooby Snax Inc - P_Test 2 passthru files. il | ———

9. A success message displays at the top of the screen, confirming the number of participants added and
templates imported.

Accounts ~ Zelle® Transfers ~ Pa| o 6 participant(s} were added.

participant |mp0rt T r[o 1 template(s) were imported successfully.

Template Name T Last Updated Date L
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10. The dialog box displays information about the imported file in the Import Templates and Participants

From a NACHA File section. Scroll down in the dialog box to see all the details, including the batch
number, number of participants, and number of templates imported.

Import Templates And Participants From A NACHA File

Add Participants If Not Existing
Add Participants With “Hold" Status
Use First Company If Not Found

Remove Invalid Entries from Template

Import Log

Processing file “002
Scooby Snax Inc - P_Test
2 passthru files.txt"...

* The participant “JOHN"
was added.

* The participant
“LORENZO" was added.
* The participant "NOAH
TUBAMAN" was added.
* The participant

Maximum file size: 500 KB

View Templata ChooseFle Ne fle chosen

11. Review any errors reported here. Resolve any applicable errors, then repeat steps 5-9.

12. Select View Templates to see all the ACH Templates.

13. Select View Participants to see all the ACH Participants.
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Import a non-NACHA File

Follow the steps below to import a non-NACHA File.

Accessing ACH Import Non-NACHA

1. Select the ACH tab. Then Select Import
File from the menu.

Cards Deposits ~

ACH Participants

Orfe-Time ACH Transfer
ACQH Templates
ACH Activity

ACQH Pass-Thru
v

Import File > |

State Tax IDs
495.05
Deny Users 2 Balance

$8,817,476.58

Available Balance

3. Select Non NACHA from the menu. Cards  Deposits ~

ACH ~ Wires ~

ACH Participants

ions

One-Time ACH Transfer
ACH Templates
ACH Activity

ACH Pass-Thru

Import File L@l Participants and

NACHA

State Tax IDs
Non-NACHA
Deny Users J

Payni

Payment

3
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4, The Non-NACHA File Import screen
displays..

Template List

file above to createa

Importing Non-NACHA Files

1. Select the company from the Company
dropdown list.

Non-NACHA File Import

Company

‘ Choose Company v ‘
( Washington Orcha - x6094 )
‘ New Template w ‘

Transaction Type

Choose Transaction Type ~ ‘

File
Choaose File No file chosen

Maximum file size: 3 MB
Valid file extensions: .csv, .txt
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2. Select a template from the Choose
Template dropdown. NOTE: New
Template is the default.

3. Select the transaction type from the
Transaction Type dropdown menu.

Non-NACHA File Import

Company

[ Washington Orcha - x60%4

Choose Template

‘ New Template

Transaction Type

Choose Transaction Type

File

Choose File No file chosen

Maximum file size: 3 MB
Valid file extensions: .csv, Jtxt

Non-NACHA File Import

Company

‘ Washington Orcha - x6054

Choose Template

‘ New Template

Transaction Type

‘ Choose Transaction Type

CCD Credit - Non-Consumer Credit

CCD Debit - Non-Consumer Debit

FPD Credit - Consumer Credit

PFPD Debit - Consumer Debit

Valid file extensions: .csv, .txt
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4. Select the Choose File button.

5. Upload the non-NACHA file from your
device.

Non-NACHA File Import

Cornpany

| Washington Orcha - k6094

Choose Template

| New Template

Transaction Type

| PPD Credit - Consumer Credit

File

No file chosen

Maximum file size: 3 MB
Valid file extensions: .csv, .txt

» Documents » Learing Guides > ACH Import

Jew folder

Jements 01D Graphics - ACH Import

NACHA Import Test File Z oM

Tet Participant IMPORT
Pevelopment Folder Template -

Bample from 10 team
arter Proect
b Gathering Forms Update

Digal Upgrade

Flename [

Upload from mobile

| Custom fies

Open
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6. The file name will display beside the
Choose File button. Select the Continue
button to import the file.

7. The Import File — New Template screen
displays

Non-NACHA File Import

Company
‘ Washington Orcha - x6054 ~ ‘
Choose Template
‘ New Template e ‘
Transaction Type

|

‘ PPD Credit - Consumer Credit

File

Maximum file size: 3 MB
Valid file extensions: .csv, Jtxt

r

Import File - New Template

Company

Washington Orcha - x6094

Template Mame

| JATemplate

Transaction Type

PPD Credit - Consumer Credit

Input Decimals into Amount o

Mo ~
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Import File — New Template Page

1. Enter a template name in the Template
Name field.
2 Select Yes or No in the Input Decimals

into Account field. Select the Information
icon more information.

Import File - New Template

Company

Washington Orcha - x6094

Template Name

| JATemplate

Input Decimals into Amount o

No E¥

Select the i (information icon) beside a data field for more details about the options or data

requirements for the designated field.

3. Select the transaction type from the
Transaction Type dropdown menu. If the
template is new, the transaction type
defaults to what was entered in the
previous screen.

| &

Import File - New Template

Company

Washington Orcha - x6094

Template Name

\ JATemplate

Transaction Type

PPD Credit - Consumer Credit
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4. Select the Header or Footer radio button Number of Rows to Exclude
in the Number of Rows to Exclude
section to enter extra rows before the Header (Optiona) @) Footer (Optional) @

first transaction and after the last | || |
transaction in the imported file.

Text Qualifier 0
MNone [
5. Select the Text Qualifier dropdown to Text Qualifier )
add a symbol that surrounds a series of
characters that identifies the characters None v
as text. Options are Quote, Apostrophe -
or None.
None

6. Select Delimited or Fixed Width in the File Format section to identify the file format being uploaded

File Format ©

(® Delimited () Fixed Width

@ Comma O Tab O Semicolon O Space O Other

7. The File Preview section displays the content from the uploaded file.

File Preview

Showing rows from beginning and end of file

Bruce Wayne,BatManl,Charles Schwabb,121202211,112345621,1,Active, TESTING GROUP,18@,184,,,TEST
Clark Kent,SuperMan2,JP Morgan,322271627,112345622,1,Active, TESTING GROUP,15,15@,,,TEST

Barry Allen,TheFlash3,0Optum,124384877,112345623,1,Active, TESTING GROUP,28,200,,,TEST

Diana Prince,WonderWoman4,kells Fargo,121042832,112345624,1,Active, TESTING GROUP,25,258,,,TEST
Arthur Curry,AquaMan5,Bank of America,121006@358,112345625,1,Active, TESTING GROUP,3@,309,,,TEST
Victor Stone,Cyborgé,Redwood Credit Union,321177586,112345626,1,Active, TESTING GROUP,35,358,,,TEST
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8. The Map Columns section allows the user to select the template column order to correspond to the

fields in the data file.

a. Required fields

Name
Amount
Account Number

iv. Routing Transaction.

Map Columns @

Use Custom Transaction Code
Column 1 Column 2 Column 3 Column 4
[(Exclude Column) ~ ] ‘ (Exclude Column) ~ ‘ ‘ [Exclude Colummn) o | ‘ (Exclude Column) o |
Column 5 Column & Column 7 Column &
‘ [Exclude Column) ~ | ‘ {Exclude Column) ~ ‘ ‘ [Exclude Colummn) w | ‘ [Exclude Column) w |
Column 9 Column 10 Column 11 Column 12
‘ [Exclude Column) ~ | ‘ {Exclude Column) ~ ‘ ‘ [Exclude Colummn) w | ‘ [Exclude Column) w |
Column 13
‘ [Exclude Column) ~ |
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9. Select the Use Custom Transaction Code checkbox if the file uploaded has a transaction code.

Map Columns ©

@ Use Custom Transaction cOda

Colurnn 1 Column 2 Column 3 Column 4

‘ Mame (Required) w ‘ ‘ Identification LV | ‘ (Exclude Column) ‘ ‘ Routing Transit (Requir... ‘
Column 5 Column 6 Column 7 Column 8

‘ (Exclude Column) ~ ‘ ‘ {Exclude Columin) ~ | ‘ (Exclude Column) ‘ ‘ [Exclude Colummn) ~ ‘
Column 9 Column 10 Column 11 Column 12

‘ (Exclude Column) o ‘ ‘ {Exclude Column) LV | ‘ (Exclude Column) ‘ ‘ [Bxclude Column) L ‘
Column 13

‘ (Exclude Column) ~ ‘

10. Map each field with its corresponding data. Select Column 1 dropdown menu and identify its data as

Name (Required). Continue mapping each field, identifying the data until all required data is
designated to a column. Select Exclude Column for all columns that will not be used.

Map Columns @

Use Custom Transaction Code

Colurnn 1 Column 2
‘ Name (Required) L ‘ ‘ Identification ~ ‘
Mame (Required)
Column &
Amount (Required)
Account Number ‘ {Exclude Column) hd ‘
(Required)
Transaction Code Column 10
Payrment Information
¥ ‘ {Exclude Column) ~ ‘

Effective Date

.,
CoTarmm

[Exclude Column) ~ ‘
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11. The Mapping Preview provides an overview of the template columns.

Mapping Preview
Preview showing first 5 of 6.
— (Exclude (Exclude Routing Account (Exclude (Exclude (Exclude (Exclude P — (Exclude (Exclude (Exclude
Column) Column) Transit Number Column) Column) Column) Column) Column) Column) Column)
Bruce BatMan1 Charles 121202211 X5621 1 Active TESTING 10 100.00 TEST
Wayne Schwabb GROUP
Clark TESTING
ar SuperMan2 JP Morgan 322271627  X5622 1 Active 15 150.00 TEST
Kent GROUP
Barry TheFlash3 Optum 124384877  X5623 1 Active TESTING 20 200.00 TEST
Allen GROUP
Diana  \onderwomana VeI 121042882  X5624 1 Active TESTING 50 250.00 TEST
Prince Fargo GROUP
Arth Bank of TESTING
ST AquaMans anko 121000358  X5625 1 Active 20 300.00 TEST
Curry America GROUP

12. Select the Add hyperlink to add additional values in the Apply Additional Values section.

Apply Additional Values

Cancel Continue

+ Add
Type Value Delete
Transaction Code i ‘ ‘ | |
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13. Select a type from the Type dropdown list. Options include Transaction Code, unless Use Custom
Transaction Code was checked, Payment Information, Identification, and Discretionary Data.

Apply Additional Values

+ Add
Type Value Delete
Transaction Code e ‘ | L] [ ]

Checking Credit (22)

Checking Credit Prenote (23)

Cancel Conti
o Checking Debit (27)

Checking Debit Prenote (28)

GL Credit (42)
GL Credit Prenote (43)

GL Debit (47]

14. Enter the value or select the appropriate value from the Value dropdown list.

Apply Additional Values

4+ Add
Type Value Delete
Transaction Code w ‘ [ Checking Credit (22) [ ] | |

Cancel Continue
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15. Select Continue.

Apply Additional Values

Cancel Continue

+ Add
Type Value Delete
Transaction Code i ‘ [ Checking Credit (22) o J .
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16. The Import File screen displays with the file name. Select the Import button.

Import File - Test_BatchEntry_Non _Nacha_IMPORT.txt

Company

Washington Orcha - x6094

Template Name

JATemp

Transaction Type

PPD Credit - Consumer Credit

Input Decimals into Amount

No
Number of Rows to Exclude
Header: 0 Footer:0

Text Qualifier

None

File Format

Comma

Field Details

Name

Data contained in file

Routing Transit

Data contained in file

Account Number

Data contained in file

Amount

Data contained in file

Transaction Code

Checking Credit (22)
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17. The Template Details screen displays:

Template Details

SEC Code

PPD Credit - Consumer Credit

* Template Name

|. Import_Test_BatchEntry_Non _Nacha_IMPORT

Company Discretionary Data

[ 1= Restricted
[ offset Individualy

Deny Specific Users

+ Company Entry Description

Debit Amaount $0.00 @)

* Offset Account

There are no entries.

* Company
|. Washington Orcha - x6094 - |
ACH From
Nickname Accaunt Number Account Type 1, Amount

ACHTo

D Use Participant Distributions

Nickname Ty Notify  Unique Identifier
Bruce Wayne Mo
Clark Kent Ma
Barry Allen No
Diana Prince No
Arthur Curry No
Victor Stone No

Credit Amount $1,350.00 (@) Hold Total $0.00

Add Participants

Account Number

x5621

x5622

x5623

x5624

x5625

x5626

Prenotes 0

Account Type T

Checking

Checking

Checking

Checking

Checking

Checking

Prenote

(]

O

Amount

|3 100.00 0 Addenda
|_i_s 150.00 0 Addenda
|3 200.00 0 Addenda
|3 250.00 0 Addenda
|3 500.00 0 Addenda
|5 350.00 0 Addenda

Import CSV File

Nefile cnesen m
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Key Points to Remember

Review all settings and mappings carefully to ensure accuracy before finalizing the import.

Select the i (information icon) beside a data field for more details about the options or required
data for the designated field.
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Processing an ACH Pass-Thru File as a Business

Follow the steps below to process an ACH Pass-Thru file, such as a file created by a payroll or
accounting system.

Log onto the Business Portal

g First Financial

[T O —

Tser 1D

| PoltyTBusiness

Forgot Password?

Register Supported Browsers
En espaiol Chat
Privacy Policy Disclaimer

Sign In Problems FAQ

Select the ACH tab. Select ACH Pass-Thru from the drop-down menu

X First Financial @ VisyKumarYadaw « | Chat | Mal | Print | LogOut

Accounts ~ Zelle® Transfers + Pay & Get Paid Cards Deposits +

FDIC roic insured- Backed by the full faith and credit of the LS. Goverment. ACH Participants

Ofe-Time ACH Transfer

Account Summary Payments

AQH Templates

Q Search | Edit Accounts View | Download Transactions Payment Center

ACH Activity

Displaying: Account Type: All Account Types Make A Payment

Impart File >
Checking Accounts 1

eBills Due in 30 Days
Armount Due: $1,100.33

State Tax IDs
Payroll - #3869

xBB65 | Washington Orchards Deny Users Pendi
ending
3 Amount Paid: §124.99

Business Savings - #3885 $8,817,476.58
%3885 | Washington Orchards Available Balance
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The Pending ACH Pass-Thru screen displays. Review the details and status of any pending Pass Thru
files listed, upload a Pass-Thru file, or review the ACH Pass-Thru History.

Select the Choose File button to select the ACH Pass-Thru file to upload.

Accounts v Zelle® Transfers v Pay & Get Paid Cards Deposits v

Pending ACH Pass-Thru

[ Override Past Effective Dates
[0 skip Invalid Effective Dates
[ Process as Third Party

[0 skip Duplicate Check

Maximum file size: 500 KB

No file chosen

Created By 1 Created 1 Status T File Name T,

There are no files to display.

ACH Pass-Thru History

Created By " Created % Updated 4 Status % File Name %

There are no files to display.
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Find the ACH Pass-Thru file on your computer. Select it and then select Open.

Accounts v Zelle® Transfers Pay & Get Paid Cards Deposits v ACH v

Pending ACH Pass-Thru

[ Override Past Effective Dates
[ Skip Invalid Effective @@ Open

[ ProcessasTrirdPat v 4 > Documents > BusinessBanking > ACHPassThru > 04 Documents
[ Skip Duplicate Ched
Organize »  Newfolder

Maximum file size: 50
MName Date modified

5] Documents [ 002 Scooby Snaxinc - P_Test 1 passthmufile 1/17/2025 403 PM Text Document

Nofile chosen 4 Downloads =] 002 Scooby Snax Inc - P_Test 2 passthru file ! :03 PM Text Document

m " [E] Test 3rd Party Pass Thru 3 /17 03 PM Text Document
Pictures

[5] Test 3rd Party Pass Thru 4 /17/2025 403 PM Text Document
Created By 1 © Music »

[ Videos »
Camtasia Development Folder Template - #
Business Banking #»
Consumer Banking »

ACH Pass-T| Learning Guides »

Administration »
Created By T

Screenshots »

Client Data Gathering Form - Business

Client Data Gatherina Form Retail »

File name: | 002 Scooby Snax Inc - P_Test 1 passthru file ~ | Custom files

Upload from maobile Cancel

The file name will display below the Choose File button.

Accounts ~ Zelle® Transfers «~ Pay & Get Paid Cards Deposits + ACH ~

Pending ACH Pass-Thru

[0 override Past Effective Dates
O skip Invalid Effective Dates
[0 Process as Third Party

O skip Duplicate Check
Maximum file size: 500 KB

Choose File

I 002 Scooby Snax Inc - P_Test 1 passthru file.od

Upload

Created By 1y Created 1 Status Ty File Mame T

There are no files to display.
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Select Upload to start the upload process.

Accounts ~ Zelle® Transfers ~ Pay & Get Paid Cards Deposits ~ ACH ~

Pending ACH Pass-Thru

D Qverride Past Effective Dates
O skip Invalid Effective Dates
[0 Process as Third Party
O skip Duplicate Check
Maximum file size: 500 KB
Choose File
002 Scooby Snax Inc - P_Test 1 passthru file.od

Upload

Created By 1y Created 1 Status Ty File Mame T

There are no files to display.

The batch number and status of the upload will be displayed in a dialog box. This file has been rejected
because of an invalid effective date.

l" Batch #0000013: The batch was REJECTED because the effective date of 10/31/2024 is invalid.

Override Past Effective Dates

| 06/26/2025 & |

[ skip Invalid Effective Dates
[ Process as Third Party

[J skip Duplicate Check

Maximum file size: 500 KB

Choose File

No file chosen

Created By 1y Created T Status T File Name 1
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ACH Pass-Thru Rejection Messages

The possible rejection messages and their solutions are as follows:

1.
2.

Invalid, past effective dates — Check Override Past Effective Date. Enter a valid date.

Unbalanced file —Check Process as a Third-Party. The system has been configured for SEC
transactions to produce only balanced files.

Offset account does not match:

a.

The user does not have entitlements to access this account - Another colleague with “Manage
Users” permission can edit the user’s account entitlements to allow the user access to the offset
account.

The offset account is not shown as an available account for the business - Call the financial
institution to troubleshoot. Check Process as a Third-Party if the account should be the offset
account and is an external account or is not on the account list.

File has mixed debit and credit transactions, but the user is not entitled to use SEC transaction codes
that allow for mixed debit and credit batches. —

a.

Enable the SEC code entitlements for those designed for Mixed Debit and Credit batches on the
business and business users. Then the business user should rerun their import after signing in
again.

Check Process as a Third Party.

Note: If the SEC codes for mixed batches are not present, please confer with your Fiserv
implementation team to have them enabled for your FlI.

File has the same name as another uploaded file. - Change the name of the file.

File has possible duplicate batches. - Check the box to Skip Duplicate Check.

User has exceeded the review threshold or hard limits, which were set when the business was
registered. - Get approval from a user with approval permissions.

When the Review Threshold limit has been exceeded, the ACH Pass-Thru file will go into a
review queue to wait for approval from another business user or from the Fl, depending on how
the entitlements for the business were set up. The appropriate business user or the FI will
receive a notification by push, SMS (text), or email that the file is waiting for their approval.
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To Resolve Rejections

Select the appropriate override option. More than one option can be selected.

1. Check the box to Override Past Effective Dates to override an invalid date. Choose a valid date.

Accounts v Zelle® Transfers v Pﬂ A No file was uploaded

Pending ACH Pass-Thru

* Batch #0000013: The batch was REJECTED because the effective date of 10/31/2024 is invalid.

Override Past Effective Dates

{ 06/26/2025|

Su Mo Tu We Th Fr

7

Created By Ty Created T Status T File Name 1

30

There are no files to display.

2. Select Skip Invalid Effective Dates, to strip all the records with bad dates from the batch.

3. Select Process as Third Party to identify this file as a Third Party Pass-Thru file as described above.
The file is allowed to be passed through without additional ACH validations.

4. Select the Skip Duplicate Check option to bypass checking for duplicates. Checking for duplicates
ensures that the same files haven’t been uploaded during the day. Configure Digital allows this option
so Businesses can choose not to check for duplicates.
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5. Select Upload

Accounts ~ Zelle® Transfers ~ Pay & Get Paid Cards Depasits + ACH ~

Pending ACH Pass-Thru

[ Override Past Effective Dates
[ Sskip Invalid Effective Dates
[0 Process as Third Party

O skip Duplicate Check

Maximum file size: 500 KB

002 Scooby Snax Inc - P_Test 1 passthru file.od

Upload

Created By T Created T Status Ty File Name Ty

There are no files to display.
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Upon successful upload:

1. A confirmation message and dialog box displays.

2. The letter “P” and an underscore have been added to the file name, indicating it is a
Pass-thru file.

3. The file name and its status will also display at the bottom of the Pending ACH Pass-
Thru.

4. Possible statuses:
a. Pending download — File needs to be downloaded
b. Pending approval with the number of approvals required — A business user with

approval permissions needs to approve the ACH Pass-Thru

c. Pending FI approval- The financial institution needs to approve the file.

Accounts ~ Zelle® Transfers + Fay & Get Paid Cards Depaosits + ACH ~ ‘Wires ~

Pending ACH Pass-Thru

D Qverride Past Effective Dates
[ skip Invalid Effective Dates
[0 Process as Third Party

[J skip Duplicate Check

Maximum file size: 500 KB

Mo file chosen

Created By Ty Created T Status T File Name Ty

The User 01/21/2025 Pending Approval(s): 1 P_002 Scooby Snax Inc - P_Test 2 passthru file.oa

Page 18
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To Cancel a Pending ACH Pass-Thru

Select the Trash Can icon beside the pending file

Accounts ~ Zelle® Transfers + Pay & Get Paid Cards Depaosits +

Pending ACH Pass-Thru

D Qverride Past Effective Dates
O skip Invalid Effective Dates
[ Process as Third Party

[ skip Duplicate Check

Maximum file size: 500 KB

No file chosen

Crested By Ty Created 4 Status T File Name Ty

The User 01/21/2025 Pending Approval(s): 1 P_002 Scooby Snax Inc - P_Test 2 passthru file.od

A confirmation message displays.
The file moves to the ACH Pass-Thru history section and show a status for “Cancelled”

O Created By Ty Created T Updated 4 Status Ty File Name T

O The User 06/25/2025 06/25/2025 Downloaded By System P_002 Scooby Snax Inc - P_Test 2 passthru files.txt
D The User 01/21/2025 06/23/2025 Canceled P_002 Scooby Snax Inc - P_Test 2 passthru file.txt

D The User 01/17/2025 01/21/2025 Downloaded By System P_Test 3rd Party Pass Thru 3.txt

D The User 01/17/2025 01/21/2025 Canceled P_002 Scooby Snax Inc - P_Test 1 passthru file.txt

— - o IO - . — s

To Approve a Pending ACH Pass-Thru file

Follow the steps below to approve an ACH Pass-Thru file awaiting approval.

When approval is needed, another business user with approval permissions, such as a
business administrator or manager, must approve the ACH Pass-Thru file. A user cannot
approve their own ACH Pass-Thru files. The financial institution may need to approve ACH
Pass-Thru files, if the business entitlements were set up to require Fl approval.
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The approver is notified by SMS (text) message, a push notification, or an email notification
that an ACH Pass-Thru file is awaiting their approval.

Log on to the Business Portal with your credentials.

Select the ACH tab. Select ACH Pass-Thru in the drop-down menu.

@ First Financial @ VisyKumarvadav v | Chat | Mail | Print | LlogOut

Accounts ~ Zelle® Transfers Pay & Get Paid Cards Deposits + ACH ~ Wires +

FDIC roic insured- Backed by the full faith and credit of the LS. Govermment, ACH Participants

OnefTime ACH Transfer
Account Summary o E— Payments

Q Search | Edit Accounts View | Download Transactions A activity Payment Center

Displaying: Account Type: All Account Types Make A Payment

Import File o
Checking Accounts

1 eBills Due in 30 Days

State Tax IDs Amount Due: $1,100.33

Payroll - #8869 495.05

xBB6Y | Washington Orchards
i Pending

Amount Paid: $124.99

Deny Users 2 Balance 3

Business Savings - #3885 $8,817,476.58
x3885 | Washington Orchards Available Balance

To find ACH Pass-Thru files pending approval, select ACH Pass-Thru from the drop-down
menu. Avoid the common mistake of selecting ACH Activity.
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The Pass-Thru files awaiting approval display under the Upload button and will have a status of “Pending
Approval” with the number of approvals required in parenthesis.

Accounts ~ Zelle® Transfers + Fay & Get Paid Cards Depaosits + ACH ~

Pending ACH Pass-Thru

D Qverride Past Effective Dates
O skip Invalid Effective Dates
[0 Process as Third Party

O skip Duplicate Check

Maximum file size: 500 KB

No file chosen

Created By Ty Created T Status T File Name Ty

The User 01/21/2025 Pending Approval(s): 1 P_002 Scooby Snax Inc - P_Test 2 passthru file.oa

Select the “File Name” to review the Pass Thru details for accuracy.

P_002 Scooby Snax Inc - P_Test 2 passthru file.txt

Created By The User (Washington Orchards) - 01/21/2025

Approvals Required - 1

Canceled By The User - 06/23/2025

Canceled

File Creation Date: 01/21/2025, Origin: ( 123456720), Destination: ( 123456720)
File Totals: Credits: $28.00, Debits: $28.00

PPD Batch #0000013, Effective Date: 01/23/2025, Company: "FISERV PHIL LLC " TEST

Account Type Routing Number  Account Number  Credit Debit  Participant
Checking Credit 073903503 54354321 52.00 JOHN

Checking Credit 021000089 123455789 51.00 LORENZO
Checking Credit 021000089 1236789 $21.00 MNOAH TUBAMAM
Checking Credit 021000322 1134560 51.00 PHILIP

Checking Credit 073903503 54325212 $2.00 PIA SHITZU
Checking Credit 073903503 54354232 51.00 MARISSA
Checking Debit 073903503 245884 FISERVPHIL LLC

Totals:

Show Raw Contents
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Select the Show Raw Contents button to raw data, if needed.

P_002 Scooby Snax Inc - P_Test 2 passthru file.txt

Created By The User (Washington Orchards) - 01/21/2025

Approvals Required - 1

Canceled By The User - 06/23/2025

Canceled

File Creation Date: 01/21/2025, Origin: { 123456720), Destination: ( 123456720)
File Totals: Credits: $28.00, Debits: $28.00

PPD Batch #0000013, Effective Date: 01/23/2025, Company: "FISERV PHIL LLC " TEST

Account Type Routing Number  Account Number  Credit Debit  Participant
Checking Credit 073503503 54354321 52.00 JOHN

Checking Credit 021000089 123456789 $1.00 LORENZO
Checking Credit 021000089 1236789 $21.00 MNOAH TUBAMAMN
Checking Credit 021000322 1134550 51.00 PHILIP

Checking Credit 073903503 64325212 52.00 PlA SHITZU
Checking Credit 073503503 54354232 51.00 MARISSA
Checking Debit 073903503 245884 FISERVPHIL LLC

Totals:

Show Raw Contents

Select the Show Formatted button to return to the formatted data screen.
Select Close to return to the Pending ACH Pass-Thru screen

Select the Checkbox of the Pass Thru file to approve the file.

Pending ACH Pass-Thru

[[] override Past Effective Dates
[ skip Invalid Effective Dates

[ skip Duplicate Check

Maximum file size: 500 KB

Created By Ty Created 1 Status T File Name 1

The User 06/25/2025 Pending Approval(s): 1 P_002 Scooby Snax Inc - P_Test 2 passthru files.txt

Select the Approve button to approve this file.
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A message confirms that the file has been approved.

== ™2 B/ celbad e @ The file “P_002 Scooby Snax Inc - P_Test 2 passthru files.txt” has X

been approved.

Pending ACH Pass-Thru

[ override Past Effective Dates
[J skip Invalid Effective Dates
[ skip Duplicate Check
Maximum file size: 500 KB
Created By Ty Created T Status T File Name T

The User 06/25/2025 Pending Download P_002 Scooby Snax Inc - P_Test 2 passthru files.txt

The file’s status will change to “Pending Download” or “Pending Approval” if an additional approval is
required. on the file

Download the Pass Thru to a local computer or a network drive so it can be moved to the core. At the FI
level, the download process may be automated.

Once downloaded, the file moves to “ACH Pass-Thru History.”
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