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Accessing ACH Manager

From the Home Page, hover over Management Tools and select ACH Manager

ACCOUNTS MANAGEMENT TOOLS | ADMINISTRATION REVIEW

Funds Managemeant

< ACH Manager >

Wire Man ager

@ You have 1 transfer awaitir Transfer List
Transfers Issued

Bill Payments

Home

The Select External Search Criteria Menu will display.

Select External Transfer Criteria
{®: Inquire ACH Transfer

Transfer Description: I

(O) Change ACH Transfer Date Range: I £ To I B
(C) New ACH Transfer Amgcunt Range: I Te I

() New ACH Transfer Using Existing Transfer Confirmation Number: [
() Delete ACH Transfer ACH Type: (None)

() Reverse ACH Transfer
() Review ACH Transfer
(O ACH Transfer Template
(C) ACH File Import Template
(O Review ACH Template
Import ACH Transfer
(C) NACHA
() Non NACHA

(O Incoming ACH

Submit |



Creating a New ACH Transfer

Select New ACH Transfer from the Select External Search Criteria menu

() Change ACH Transfer
(@) New ACH Transfer

() New ACH Transfer Using Existing Transfer

Choose the ACH Type then click Submit.

Select External Transfer Criteria

() Inquire ACH Transfer ACH Type: [Payroll (PPD)

(") Change ACH Transfer
(@) Mew ACH Transfer

O Mew ACH Transfer Using Existing Transfer

The New ACH Transfer page will open

New ACH - Payroll (PPD) = @
Deseription: I— Recurring Frequency: {Mong)
Effective Date: |— =
Total Cradit Amount: 50.00 Tax ldentification Mumber: Demo Test 1 LLC [oooo3456]

Total Debit Amount: $0.00
Transfer Type: Payrall
Display Details

Transfer From

‘

Hold © Account Amount ~
Select All

[] | selectAccount [ Desuigin ¥
Add Row

e Enter the transfer Description

e Select the date that you want the transfer to be applied

e Transfer From: this will be the account(s) funding the transaction, so it if itis a
Payroll transfer, you will select the HomeTrust Bank account that will fund the
transfer.

0 Note: If this is a collection of funds from others to your HomeTrust Bank
account you would list their account information here
e Enter the total amount of the transfer



Transfer To =5

Hold ¥ Employee Name &  EmployeelD ¥ Account Number ¥ AccountType ¥  R/T Number & Amount ¥ Prenote

Select All Select All
D | | | {Mone) | o) | I:‘ Descrigtion 9
|:| | | | (Mane) [ [} | D Description 2
O I | (Mone) | M []  Deserigtion X
|:| | | | (Mone) | [} | |:| Descrigtion 2§
Ol | | (None) | A []  Deserision X
O [ | (Mone) | M []  Dessrition X
D | | | {Mone) | o) | D Descrintion 3
L1 | | (None) | 8 []  Descristion %
|:| | | | {Mone) | o) | I:‘ Description
L] I | {None) | M []  Destigiion X

Add Row

Savel HProcessl Ca.m:ell

e Transfer To: To send funds to others, such as a Payroll Transfer, enter ACH recipient
information here, the following fields are required:
0 Employee Name
Account Number
Account Type
R/T Number (Receiving bank’s routing number)
Amount

O 0O o0 o

e Note: If this is a collection of funds from others to your HomeTrust Bank account you
would select your HomeTrust Bank account number here

e You can at this time decide to send a pre-note file

e Select Process

e See Token Instructions to complete Digital Signature



Creating an ACH Transfer Template

The purpose of creating and using an ACH Template is to maintain the ACH information for an
individual or a group of recipients that you will use repeatedly.

Select ACH Transfer Template from the Select External Search Criteria menu

Select External Transfer Criteria

() Inquire ACH Transfer Status: (Mone) =2

O Change ACH Transfer Template Name: |

O New ACH Transfer Template Group: I
() Mew ACH Transfer Using Existing Transfer ACH Type: All ~]
O Delete ACH Transfer
() Review AGH Transfer
@ ACH Transfer Template
O ACH File Import Template
O Review ACH Template
Import ACH Transfer
() NACHA
() Non NACHA

O Incoming ACH

Submut

Select ACH Transfer Template and select Submit

Then select the New icon from the right side of the page

Choose the ACH Type
New Template
ACH Type:



New ACH - Payroll (PPD) Template

Template Mame: I Recurring Frequency: (Mone)

Tax ldentification Number: Demo Test 1 LLC [ocoo:3458] Template Type: Payrall
Template Group: TEST GROUF' 2 Amount Range: | T|:||
Display Details
|:| All User Access (Including new added users)
Select All
I:I Memo Test @ Pamela Shelton
Transfer From F
Hold  Account Default Amount =
Select All
|:| Select Account I— Description x
Add Row

I:I Allow additicnal or input of "From Account”

e Enter the name of the Template

e Choose a frequency if applicable

e Add a Template Group or select a Template Group for this template

e Enter an amount range (0.01-999999999.00)

e Select all the users that will have access to this template

e Select the account that will fund the transfer (Note: For ACH Deposits and Credits
the Transfer To will be the transfer recipients)

e Enter the amount of the template (or at least $0.01 for each entry)

Transfer To <F

Hold ¥ Employee Name ©  EmployeeID ¥ AccountNumber ¥ AccountType ¥  R/T Number & Default Amount =
Select All

] I I (None) =) L)) Description X
] | | | (Mane) | H' Description
O] [ I {Nang) &~ b)) Deseription %
O I I (Mane) =) L)) Description %
] | | | (Mane) | Hl Description
O] [ I {Nang) I~ b)) Deseription %
O | I {None) & L] Deseription ¥
] [ I (None) 2] L)) Deseription X
L] | I (None) [~ L) Description
O | [ (None) & L] Description

Add Row

D Allow additional or input of "To Azcount™

Save | Cancel |



e Enter ACH recipient information here; the following fields are required:

0 Employee Name

0 Account Number

0 Account Type

0 R/T Number (Receiving bank’s routing number)

0 Amount (this can be what will be sent every time or a place holder of $0.01)
e Select Save



Creating an ACH Transfer from a Template

Select External Transfer Criteria
{® Inquire ACH Transfer

Transfer Description: I

(O) Change ACH Transfer Date Range: I B To I B
(C) New ACH Transfer Amgcunt Range: I Te I

() New ACH Transfer Using Existing Transfer Cenfirmation Number: Ii
() Delete ACH Transfer ACH Type: (None) 2

() Reverse ACH Transfer
() Review ACH Transfer
(O ACH Transfer Template
(C) ACH File Import Template
(O Review ACH Template
Import ACH Transfer
(C) NACHA
() Non NACHA

(O Incoming ACH

Submit |

To use, edit or delete an existing template, select ACH Transfer Template from the Select
External Search Criteria menu and then Submit

() Review ACH Transfer

(@) ACH Transfer Template

() ACH File Import Template

You should see the name of the template you want to use along with the options to New
Transfer, Edit Template and Delete Template

Template List

TEST GROUP RS
Template Name = ACHType & Status o New Transfer Edit Template Delete Template
Banner Test Payroll (PPD) Approved Y z >(

e New Transfer will allow you to select an effective date and change the amounts of each
entry and the total amount of the transfer. Then you can select Process and complete
the transfer.



e Edit Template will allow you to edit all the fields and make any permanent changes to
the template. Once you have completed any updates, select Save.
e Delete Template will completely delete the entire template and any prior versions it.

Select New Transfer

New ACH - Payroll O]
Template Hanner Test  Recurring Frequency: (Mong)
Effective Date: |— =
Total Credit Amount: 5400 Tax Identification Number: Demo Test 1 LLC [oooo3456]
Total Debit Amount: 5400 Amount Range: $1.00 To §5,000.00
Transfer Type: Payroll
Display Details
Transfer From <
Hold & Account Amount &

Select All
] Commercial Checking [ m

e Choose the effective date
e Enter the amount of the transaction

Transfer To F
Hold © Employee Name & Employee ID <  Account Number © Account Type ¥ R/T Number & Amount & Prenote
Select All Select All

W]  BennerTest1 Checking 253170279 [ 2= ]

] Test2 Checking 253170279 [ m ] Description

(]  Tests Checking 253170278 [ ] Description

] Testa Checking 253170279 [ m ] Description

[] Tests Cheking 253170279 [ i ] Description

Savel lﬂl’mcessl Cancell

e Enter the amounts for each recipient

e Select Process

e See Token Instructions to complete Digital Signature

e NOTE: Use the Hold column to withhold a line item from the transfer



Import a NACHA formatted file

From Select External Search Criteria menu select Import ACH Transfer, NACHA

Select External Transfer Criteria
() Inquire ACH Transfer

() Change ACH Transfer
() Mew ACH Transfer
O MNew ACH Transfer Using Existing Transfer
() Delete ACH Tranafer
(") Reverse AGH Transfer
() Review ACH Transfer
() ACH Transfer Template
() ACH File Import Template
() Revisw ACH Template
Import ACH Transfer
(®) NACHA
() Non MACHA

() Incoming ACH

Submit |

NACHA File Import 1 - File Selection
Step 1 - File Selection F

File Location: | Browse...

Tax |dentification Number: Demeo Test 1 LLCPoooo3456]
Transfer Typs: (Nonge)

Next | Cancel |

e Select Browse and choose the file you want to use
e Choose the type of transfer (SEC code) from the drop down



Step 2 - Import
Batch ID:

Effective Dats:
Debit Totals:
Credit Totals:
MNumber of Debits:
Number of Credits:
File Details:

File Debit Total:
File Credit Total:

e Verify the date and amount
e Select Finish

Step 3 - Import Confirmation
The following file was successfully imperted.
Batch ID:

Effective Date:

Diebit Totals:

Credit Totals:

Mumber of Debits:

MNumber of Credits:

File Summary:

Confirmation Mumber:

File Debit Total:

File Credit Total:

e Select Process
e Continue to Digital Signature

May 13, 2016

51,839.35
51,839.35
1
7

51,839.35

51,838.35

00ooD01

May 20, 2016
§1,838.35
§1.838.35

1

7

9524c60a5e
$1,838.35
5183035

Process | Cancel

=

11
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