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22 FLCBank

ACH Manager User Guide

This guide offers basic overview instructions on ACH Manager and how to create one time or
recurring ACH transfers. For further assistance, please contact FLCBank Treasury Management Client
Support at 888.343.4988 or by email at tm@flcb.com.
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Accessing ACH Manager n
Log in to Business Online Banking. &FLCBGnk HOME ACCOUNTS PAYMENTS & TRANSFERS CHECKS & DEPOSITS ADMINISTRATION
1. Access the ACH Manager module by clicking PoymernTransfers
the Payments & Transfers tab. e | ew [ we | e e
ACH

4 New payment 4 New collection @ Import file  Help

Actwiy | Templotes Fileimport templates  Incoming

2. Select the ACH tab under the Payments &

Date , Description ¢ Status ¢ Withdrawal ¢ Deposit 5 Type o SCTEICEY

Tra n sfe r me n u . v Oct21,2019 ACH BOB 6.0 TEST Saved 5.50 5.50 Payment Copy |[Edit] Ociete Date
« Oct 10,2019 New A(u Saved 5.50 5.50 Payment Copy |Edit| ODelete
- e
. . . v Oct 02,2019 New Tes]| Saved 0.00 0.00 Payment Copy |Edit Oelete
All types
3' The screen ImmedlatEIy dlsplays the ACH v Sep18,2019  test24 Disapproved 1.00 1.00 Payment Copy.
.. . ‘Amount
activity main screen. v SIS SUNTRUSTTEST  Disapproved 100 100 Poyment m

<

Sep 04,2019 test Saved 0.00 0.00 Payment Copy [Edit] Osiete Example: 40 or 10.00-50.00

4. The system initially retrieves up to twenty
transfers at a time. You can add more results More ACH activity
by clicking the More ACH Activity button at
the bottom of the page.

ACH Manager Menu

ACH Activity Tab
1. The Activity tab provides you with quick and
easy access to your transaction history. Activity | Templates  File import templates  Incoming

Description ¢ Status ¢

Withdrawa| ¢ Deposit ¢ Type ¢

2. Utilize the sort features to quickly find a

e v Oct 21,2019 ACH BOB 6.0 TEST Saved 5.50 5.50 Payment
specific transfer or set of transfers. Sort the
. . L Oct 10, 2019 Saved 5.50 5.50 P
list of transfers by clicking the up/down S New ACH e avment
arrow next to any column heading
ACH

(Transfers can be sorted by Date,
Description, Status, Withdrawal, Deposit, or
Type).

Activity ’Templutes | File import templates  Incoming

Date . Description ¢ Status ¢ W

Oct 21, 2019 ACH BOB 6.0 TEST
Reference number: af2413d9f5

Saved
3. To expand and collapse transfer details click the o

Up/Down arrow next to any transfer to see additional Payment type: Payroll - PPD

. Issued by: DEBRA MCDANIEL
details about the transfer (forexample, the Reference cued dote: D ST T
number, Payment type, Issued by, Issued date, and Item count: 2

Item count).

Search activity

Date

Search Activity
The Search activity section enables refining the search by e
defining key search terms such as: Date, Type, Amount, fimeunt
Tax identification number, Description, Reference :";ﬂ"*’”""
number, Priority, and Status. =
Description
NOTE: The search options that display are dependent e
upon the task that the user wants to accomplish (for
example, establishing a transfer or establishing a P
template). Stotus

Al
* Indicates required field

Search  Clear search
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New, Import, Copy, Edit, and Delete Transfers

All ACH transfers are conveniently grouped into two categories: payments and collections. Within each category you can access ACH
transfers of all types. (for example payroll or prearranged payments).

New Transfers ACH
Actwity | Templates  File import templates  Incoming Newpayment 4 New collection

Withdrawal ¢ Deposit o Type o Search activity

@ Import file | Help

Date . Description ¢ Status ©

1) From the Activity menu click on + New

payment, + New collection or Import file Sem.a0s  ack o8 QLI i Py
to create a new ACH transfer. v IR ew payment 1
v Oct02, 2019 New Test ype
Type * Payroll - PPD Aitvpas
v Sep18,2019  test2d i
Amount

* Indicates required field

2)  When New Payment or New Collection v 5ep16,2019  SUNTRUST
option is clicked a window pops up and v oo e
displays a dropdown of the type of ACH

Continue  Cancel Example: 40 or 10.00-50.00

Tax identification number

Sep 04,2019 Test

transactions available. ACH

New ACH
3) Click Continue to display a new ACH screen to puietnt "“"“""““’"”;‘;:9

enter in the details of the transfer. e ] © v
Type Total withdrawol Total deposit
o7 w g

4) Make sure you click the Complete ACH or Save Home oy pre—

for later button at the bottom of the page. — —
o trom (BRI i Ot 200
- u]
Pay/Hold ¢ Account * & Amount * ¢
[ - : *
st o
Pay to Show Detalls ~ Show Filter Totol batch deposit (0 items)  50.00
- u] ==
Poy/Hold ¢ Nome * ¢ Identification < Routing tronsit * ¢ ‘Account number * ¢ Account type * ¢ Amount * ¢ Prenote ¢
L a Select a type o x
= s e o
oo n
Complete ACH| Save for loter [0

5) When the Import file option is clicked the

. ACH
screen changes where you select the file
. . Activity ‘ Templates l File import templates I Incoming

type, and transaction type to import. N

Import type © NACHA Non-NACHA

File location Choose File No file chosen
Note: Select NACHA or Non-NACHA then Tax identification number select @ company .
browse to select the appropriate file to Type o pe0 :

import. All NACHA files must be tested by the
Treasury Management Department to ensure
a successful import.

Continue | [eChI]

ACH

#nts | Templotes Pl import templates Incoming
Import filo

Template group

The process for importing a Non-NACHA file has

Payments.

been simplified by combining steps. -
In addition, the system automatically populates Fie fomat Numberof ovs to exclude
additional information in the File Format section T

O Tab O Semcoon @ Comma [l Space I Other

such as Delimited (and associated type) or Fixed
Width, Header and Footer rows to exclude any
Text Qualifier (if there is one).

Each column is defined in the File Format

section, the system displays a Mapping preview. e
e o
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Copy or Edit Transfers
1) Locate an existing transfer and click the
Edit or Copy button.

2) The details of the transfer will be displayed
in the window. Make any changes as
needed. If making a copy enter in a new
name for the transfer.

3) Be sure to click the Complete ACH or Save
for later button at the bottom of the page.

NOTE: When making a copy of a transfer.
The system will retain the original transfer
once the copied transfer is saved.

Delete Transfers

1) From the main Activity tab, locate the
transfer and click the Delete button.

2) The system then displays the transfer
detail page. Scroll to the bottom of the
page and click the Delete ACH button.
The system will remove the transfer from
the system.

ACH

<= New payment

Actmity | Templates  File import templates  Incoming

Status ¢

Date . Description ¢ Withdrawal ¢ Deposit ¢ Type ¢

v Oct 21,2019 ACH BOB 6.0 TEST Saved 5.50 5.50 Payment Delete

v Oct10,2019  New ACH Saved 5.50 5.50 Payment copy [Edt] Oelete

ACH
Activity |STEMpIGtes l File import templates  Incoming & Print - Help
ACH BOB 6.0 TEST Undo all changes
Description * Tax identification number

ACH BOB 6.0 TEST| DUMMY CORP{xxxxx6789)

Effective date *
11/15/2019 g8 sewect Repeat

Someone 456 063013924 Q11223345 Checking ¥ 0.00 x

Prenotes should be originated at least three business days prior to effective date.
4 Add another pay to
* Indicates required field

Complete ACH  Save for later

ACH

Activity l Templates l File import templates J Incoming = New payment

Date Description ¢ Status ¢ Withdrawal ¢ Deposit ¢ Type ¢

v Oct 21,2019 ACH BOB 6.0 TEST Saved 5.50 5.50 Payment Copy

+ Oct 10, 2019 New ACH Saved 5.50 5.50 Payment Copy H\} Delete
Pay to Show Details Show Filter Total batch deposit (2 items) ~ $0.00
Pay/Hold ¢ Name & Identification ¢ Routing transit 5 Account number ¢ Account type ¢ Amount o Reverse ¢
Pay any name 123 063000047 123456 Checking 000 [

Pay sn 456 063013924 11223345 Checking 000 9

LLOEEVNEEN | Return to ACH activity

ACH Manager User Guide
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ACH Templates Tab

New Payment/Collections Template
1.

When the Templates Tab is selected,
the screen changes and displays the
existing templates. v

Templates (BB

Template group *

Non NACHA

~  Non NACHA

| < New payment template 4+ New collection template  # Edit template group |-<e|p

send | Edit| Delete

E' send | | Edit| Delete

Template name ¢ Search templates

ACH BOB 6.0 TEST Payment Approved Template group

New ACH Payment Approved

From the Template menu, you can

create a + New payment template, + New collection template or edit template group.

Locate an existing template and click the Edit, Copy or Delete button.

NOTE: When a transfer is submitted for review, the system will display a confirmation page to save the transfer as a
template by clicking the Save As a Template button, making it easier to establish a new template and reuse content for

future transfers.

Template Details

1.

To expand and collapse Template details click the
A Up/Down arrow next to any template name to
view the Company name, Payment/Collection type,

Created by, and Approved by information for a
specific template.

File Import Templates Tab

Templates [ Filefimport templates

Incoming

Template group Template name ¢

n Non NACHA

Company name:

ACH BOB 6.0 TEST
DUMMY CORP
Payroll - PPD
DEBRA MCDANIEL
No Approval Required

Payment type:
Created by:
Approved by:

ACH

1‘ The File import templates tab a”OWS @ Import file < New file import template (& Edit template group
H H emplate group * Template name ¢ i ] e ¢ tatus ¢ Search tem
quick access to imported templates. UL DAED0 WIEDIEI0 R0 DG T BES0
o Test Templete Test NonNACHA  Payment  Not applicable Send | Edit Template
. . ACH
2. Click the arrow to view the Company name,
Payment/Collection type, Created by, and File import templates
Approved by information for a specific import Template group * _Template name File type ¢
template_ Non NACHA
ompany name:
Payment type: Prearranged deposit - PPD
Created by: DEBRA MCDANIEL
. . . Approved by: No Approval Required
3. Click on the Template name hyperlink to display
the details of the import template.
Templete Test B Edit
Template nome Tax identification number Template group
Templete Test DUMMY CORPs00xx! 6789) Test
Type Insert decimals into amounts.
Payment (Prearranged deposit - PPD) Yes « No
File format Number of rows to exclude
0 o
Text qualifier
User access Al current and future users  + Specific users
Baner Test-All TM Access BooBoo Mcdaniel Callie Test
'DEBRA MCDANIEL KBTEST Lucky Charm
MARVAKN BANER.NTATE
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New File Import Template

. . - ACH
1. Click the Import file, + New file import q
. . . @ Import file e New file import template & Edit template group

template or Edit template to establish a new wearen tor

) Template group + Template name ¢ File type ¢ Type ¢ Status ¢ Report

|mport template for NACHA and Non- NACHA v Test Templete Test NonNACHA  Payment  Not applicable send | B0 m

files.

ACH

2. When importing a file specify the type of file, DT i

and define all the required fields for Importype O NACHA. © NonNACHA

establishing the import template.Click the File ocaton E cressar No fle chosen

Tax identification number elect a company
Continue button and then Complete ACH to —
Type Payroll - PPD
rocess the import file.

p p —
3.  When selecting a New file import template ACH

specify the type of file and click Continue.

Then define all the required fields for F—

ew file import template
establishing the import template.
Import type © NACHA Non-NACHA
H Continue
ACH

4. Be sure to click the Save button to complete orm b

the import process. New file import template

Template nome * Tax identification number Template group
S Sy Cnroommmeree 7] e

User access Al current and future users  © Specific users
==

Baner Test-All TM Access

800800 Mcdaniel Calle Test

DEBRA MCDANIEL KBTEST Lucky Charm

MARYANN BANER-INITIATE

[5-. R
Edit or Delete File Import Templates ACH
A (RS @ Import file < New file import template & Edit template group
Template group « Template name ¢ File type ¢ Type ¢ Status ¢ 1 2 h ten
1‘ CIICk on the Edlt bUtton‘ v Test Templete Test Non NACHA Payment  Not applicable emplate
1a. The window will display the ACH
template information to apply rin tup
changes to the file import Templete Test Undo al hanges
tem p| ate. Template nome * Tax identification number m Template group
Templete Tes{ DUMMY CORPxxxx6789) Test o4 New
. Type Insert decimals into amounts
2‘ C|ICk Delete button- Payment (Prearranged deposit - PPD) Yes © No
File format Number of rows to exclude
« Delimited Header Footer
2a. A window pops up where you : :
confirm you Want to delete the Tab Semicolon @ Comma Space Other
template by clicking the Delete
template button. m
DESERE N Return to File import templates
Page 6 of 10 Rev. 12.03.19
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Exceptions

1. The system displays the Exceptions page when a Non-NACHA file is imported and data in the file is missing or inaccurate
(for example, the dollar amount has the decimal too far to the left or the routing transit number is invalid). Correct any

exceptions then click Continue, the system continues with the import process.

ACH

File import templates

Import file

(@ Unable to import file - invalid file format n

Exceptions - [Number of Exceptions]

= Print  Help

Exceptions
Row Exception reason
11 Invalid Amount.
17 Invalid Routing transit

Transactions

Routing transit * Transaction code

{ Q 22

Invalid Routing transit

* Indicates required field

Continue  JeCL I

Row 11 % Delete row
Account number * Amount* Discretionary data
378250 11.321
Invalid amount
Identification Name * Payment information
EMP1776 George Washington October payroll
Routing transit * Transaction code
1888888888 Q 22
Row 17 ¥ Delete row
Account number * Amount * Discretionary data
278248
Identification Name * Payment information
EMP1784 John Adams October payroll

ACH Manager User Guide
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Rheports

A Report Button can be found on all of the ACH
Menu tabs. All reports can be download in either
PDF (.pdf) or Comma-separated values (.csv) from

ACH

Activity | Templates  File import templates  Incoming

Description ¢ Status ¢ Withdrawal ¢ Deposit ¢  Type ¢

the Format drop-down list.

Activity Reports
From the Activity Tab click the Report button.
1. The Activity Report window will open.
Select the pieces of information you want
and select the type of file format. Then
click Download report.

2. Click the Select button to open the Activity Report
Selection window.

2a. The Activity Report Selection window allows
the selection of specific transaction activities
to be included in the report.

3. Sample PDF and CSV Transfer report.

Template Reports

From the Templates Tab, click the Report button.

1. The Template Report window will open. Select the
pieces of information you want and select the type
of file format. Then click Download report

2. Sample PDF and CSV Transfer report.

File Import Template Reports

Activity report
Summary n 20 ACH files 20 batches Select
Type * File information
Batch information
Transactions
Format ~ PDF (.pdf)
Comma-separated values (.csv]
Activity report selection
Description = Withdrawol ¢ Deposit ¢ Type 2
Dec 06,2019 New Test Saved Za 5000 0,00 Payment
Nov 21,2019 NSFTEST File not originated: Exceeded Limit 15000 15000 Payment
Nov 21,2019 test file Soved 11120 11120 Payment
Nov21,2019 New TestA File not originated: Memopost Complated with Errors 4500 4500 Payment
Nov21,2019 BOB6OTest-A  Disopproved 125 125 Poyment
0ct21,2019 ACHBOB6.OTEST  Saved 550 550 Payment
0ct 10,2019 New ACH Saved 550 550 Payment
0ct 02,2019 New Test Soved 000 0,00 Payment

100 1.00 Payment

sl
Template report
®  Group * Name 2 Type ¢ Status
Non NACH) 1 ACH BOB 6.0 TEST Payment - (Payroll - PPD) Approved
Non NACHA BOB 6.0 Test - A Payment - (Prearranged deposit - PPD) Approved
Non NACHA Message Test Payment - (Prearranged deposit - PPD) Approved
Non NACHA New ACH Payment - (Payroll - PPD) Approved
Non NACHA New Test Payment - (Company - CCD) Approved
Non NACHA New Test A Payment - (Prearranged deposit - PPD) Approved
Non NACHA Payroll Non NACHA Payment - (Payroll - PPD) Approved
Non NACHA test Payment - (Company - CCD) Approved
Non NACHA test 1 Payment - (Company - CCO) Approved
i) J
Comma-separated values (.csv)
nload report | iCancel
Template List
E MyFinancial Inc
Template Name ACH Type Group Name Status Created By Approved By
Payroll Payment - Payroll Bi-monthy Payroll Approved John Adams No Approval Req
Fed Taxes Payment - Federal taves Morthly Fed Payment Approved John Adams No Approval Req
State Taxes Payment - State taxes Monthly State Payment  Approved John Adams No Approval Reg
| A 5 c o 3 F G
1 |Template Name ACHType Status  TaxIdentification Number Template Group Description Created By  Approved By
2 [payroll payment - Payroll Approved XXXXX5522 8i-monthly payroll john Adams  No Approval
3 |FedTaxes Payment - Federal taxes Approved XXXXX5522 Monthly Fed Payment john Adams  No Approval
4 |stateTaxes  Payment-Statetaxes  Approved XXXXX4500 Monthly State Payment  john Adams  No Approval
AT g0

From the File Import Template Tab, click

the Report button.

1. The File Import Template Report window will
open. Select the pieces of information you want

and select the type of file format. Then click

File import template report

®  Group * File type ¢ Status ¢
Test Templete Test Non NACHA Payment - (Prearranged deposit - PPD) Not applicable
Fommat n l PDF (pdf) \
Download report | fCancel

Download report

ACH Manager User Guide
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Payments & Transfer Review (approval workflows)

The process of reviewing ACH transfers has been simplified by
limiting the review and approval process to a single access
point on the Home Page of Business Online Banking.

1. Onthe Home Page there is a Payments & Transfer
Section which displays the items that need to be
approved.

2. Click the arrow next to the words HIDE or SHOW to
display all of the items that need to be Reviewed or
items that were Issued.

3. To view details of a transfer prior to approving it, click
the Name under the Description column to open a
window that displays the details.

4. Approve or disapprove multiple transfers at once by
selecting individual check boxes or select all transfers
for approval or disapproval by selecting the Description
check box and then clicking the appropriate Approve or
Disapprove button.

5. After clicking the Approve or Disapprove
button, a Security Challenge box appears.

6. Once credentials are input, click Complete
Challenge to approve the transfer.

22 FLCBank Howe

ACCOUNTS PAYMENTS & TRANS|

@® Welcome to our enhanced Business Online Banking.

ACCOUNTS (% EDIT ACCOUNTS & PRINT
LZTEST1 Available balance

23779 $17.69 RECENT v
DUMMY TEST SAVINGS Available balance

4000044818 $8.88 RECENT w

SHOW ALL ACCOUNTS

PAYMENTS & TRANSFERS n

REVIEW (1) 2 HIDE &
Wire
[ ] Description Reason Amount
n SUNTRUST TEY 3 Multiple Limits 1.50
ACH

WIRE TRANSFER REVIEW

Domestic Wire - SUNTRUST TEST 2

There are Transfor Description: SUNTRUST TEST 2

Transfer Start Date: 111872019

Recurring Frequency:
Internal

There are

Amount $1.50
Tax Identification Number.
Transfer Status:

From Account
DUMMY CORP POCK-XX-XXX]  Issued By.

Transfer Exceeds Review: Pending Approval

Identification Type:
Identification Number:

DDA Account Number

Message to Beneficiary.
00000000000

Name: FLORIDA CAPITAL BANK

SECURITY CHALLENGE B

A one-time password security challenge is required to complete this
transaction.

ONE-TIME PASSWORD INSTRUCTIONS SHOW

H *
One-time password SHOW

* Indicates required field

B COMPLETE CHALLENGE CANCEL

ACH Manager User Guide
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Administration Tab

The process of reviewing new templates or changes made to templates has been simplified with a single access point on
Business Online Banking with the Administration Tab. Users that have Access Rights to set-up and approve templates will see
ACH Templates and WIRE Templates that need to be approved or have been approved.

ACH Template Review

1.

Click the Administration Tab on the
main menu.

Click the ACH Template Tab or the
WIRE Template Tab under the
Administartion menu.

The templates pending approval or
approved will be listed. To view details
about the template click on the Name
of the template.

Click Edit or Delete to make

o~
& FLCBank HOME  ACCOUNTS  PAYMENTS & TRANSFERS ~ CHECKS & DEPOSITS  ADMINISTRATION

Adatrotion

ACH TEMPLATE ‘ WIRE TEMPLATE

ACH TEMPLATE

additionalzchanges to the template or delete the template.

Select the appropriate check box for the new or modified template and click the Approve button.

The page will update and display which
templates were approved and which
ones are still pending approval.

Templates. & Print  Help
Pending approval Search review templates
Date . Status ¢ Changed by © Template name
Aug 08, 20XX 11:39 AM Pending Approval - Change  John Adams
u] 20XX10:20AM  State Taxes Pending Approval - New John Adams Edit m Template type
All
APPROVE ACH type
Alltypes
Search _Clear search
<&
’N FLCBank HOME  ACCOUNTS  PAYMENTS & TRANSFERS  CHECKS & DEPOSITS  ADMINISTRATION

Administration

ACH TEMPLATE | WIR

ACH TEMPLATE H
Templates & Print  Help|
Approved Search review templates

Date Name ¢ Changed by ¢ Approval date ¢ Approved by ¢ Template name
Aug 08, 20XX 11:39 AM y John Adams Aug 08, 20XX 12:09 PM Thomas Jefferson
Template type
Pending approval s
Date Name ¢ Status ¢ Changed by ¢
ACH type
Aug 08, 20XX 10:20 AM X Pending Approval - New John Adams
0 waid mem ..
Search  Clear search
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