How do | send an ACH Payment/Collection/ Pass Thru?

Links:

New Payment
New Template
Existing Template

1.Click Treasury - Click Payments

2. Choose New Payment, New Template or existing

template.

New Payment

1. Choose type of ACH payment.
ACH collection - CCD, PPD, WEB
ACH Payment - CCD, PPD
Payroll - PPD payment

2.Enter SEC code, Subsidiary,
Account and Effective Date.

Also an option to Upload from file -
fields will prefill with information
from file — see Upload From File
section

Upload From File
New Mapping
ACH Pass Thru

I Atlantic
A Union Bank
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PAYMENTS & TRANSFERS

Payments
» An advanced workflow to send or collect wire, ACH, and
other one-time or recurring payments

Payments Hub
MAKE A PAYMENT

PAYMENT TEMPLATES

New Template Search templates

3Results Filters: Al ACH Collection  [EGRENUEREY  Domestic Wire  Payroll

Name Type Recipients

test ACH Payments (CCD)

Payments Hub

MAKE A PAYMENT

»

ACH Wire
- ACH Collection Domestic Wire

m) AcH Payments International wire

ﬂ Payroll ayroll

ACH Payments chane=Tipe

Origination Details

SEC Code From Subsidiary Account
‘ ~-Select a SEC Coder fest

Effective Date Recurrence

| :

Recipients (1) picers: [ Pre-Nores




3. Add recipients from existing list or add new Recipients (1)
recipients

Recipient/Account Ameunt

Search by name or account $ 0.00

+ New Recipient

+ Add another recipient
John Doe

John Doe

123456789

Sam Test

Sam Test
Checking 123456789

4. Add amount and Draft or
Approve.

Upload from File ACH Payments ot » o rom s

Origination Details

1.Under New Payment/Collection, e |’;?T“m-w (oot
Click Upload From File. e e ‘

SAVED FILE MAPPINGS

2. Choose mapping type —formats

accepted - NACHA, CSV, fixed. Clickuse

on corresponding mapping. NOTE: This i tooena s
method should be used for all CCD,
PPD, WEB Single batch NACHA files - Sy st -
this eliminates the need to configure

header specs

3. Select afile to import.Upload file Feymenthromiglke

ACH BATCH UPLOAD GUIDELINES

Import File |
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4. Information will prefill with information

from file. If anything is missing in file, the Payment From File - Additional Information
filed will present as blank and can be e
manually filled. Draft or Approve oy

st 2912024

Pay From/Pay To

Effective Date

Recipients

Addenda

New Mapping
1.

File Mapping Management X

SAVED FILE MAPPINGS

= 4

2 Results

Under Upload From File, click
New Mapping.

Mapping Instruction Name Mapping Type

NACHA System Standard

5-Column-CSV System Standard

Choose your file to map.

O @ fxpos

Name Date modified Type Size
CSV for ACH import.csv 2/6/2024 3:14 PM CSV File 1KB | M
- DO NOT USE - Sample CTX file.txt Text Document 3IKB
- DO NOT USE - sample multi batch file.txt Text Document 25KB
B2 excel for Pos Pay importaxlsc Microsoft Excel W... 10KB
" Fixed file for ACH upload.txt Text Document 1KB
" FIXED file for pos pay.bet Text Document 1kB
fi Q2 Demo.doex Microsoft Word D. 16 KB
Sample NACHA file.txt :46 PM Text Document 1KB
SampleNACHA bt 3/21/2024 244 PM Text Document 1KB
| TEST - SampleNACHA txt 3/4/2024 5:22 PM Text Document 1KB
e ~| Al Files (%) ~
Open  |» Cancel
e .
Upload Wizard X
3. Your file will appear on the screen. Choose (o}
separator, indicate header rows — Flle Setup
Continue. R
Wnat separates your gata?
® Comma
Your uploaded data. (5 wort.csv (Showing 2 of 2 rows) W F er:
3 [Acto [Account Type [Defau I I
: [ [Crecing 511 [ |
I [ sswnes [ses | |
i)




4. Choose your column values. Continue.

5. Indicate decimal, save, name and shared.

FINISH. Once finished, the mapping will
be there to choose when uploading from
file

New Template

1. Choose type of ACH payment.

Upload Wizard

O 3

File Setup

Vinat columns correspond 1o the system values?

Uplosded File Header

BATRC 1200549
»»»»» e 2
3 Check

Uplasded File Content Preview

File Revie:
Mapping

System Field Status

Upload Wizard

W

File Set-up
Review Selecred File Mappings
Uplosded File Header Syssem Field
ABAITRC Rout
count plent: Account Number
Account Type Recipient: Account
Name Display N

Payments Hub

MAKE A PAYMENT

New Payment

PAYMENT TEMPLATES

‘ New Template ‘
ACH
- ACH Collection
) ACH Payments

- Payroll

File Review

Mapping

Insert a decimal into the Recipient: Amount value? (e.5. 2589 becomes 25.89)

Yes
® w0

Would you like to save these file mapping instructions?

OB
Mapping Instruction Name
test cv mapping

Doy nis File Mapping (0 be Privace or Shared?

Back

A\ Search templates

Wire

Domestic Wire

International Wire

el m

Payrol




ACH Payments crsnze e
2. Name template, choose SEC code, add k-t B o
Subsidiary, Account and Recipient(s). Save. N
Originacion Details
Recipients (1) Firers: (Bl Pre-Notes
MAKE A PAYMENT
Existing template -
1.Click ellipses on template — Click PAYMENT TEMPLATES
New Template Search templates
pay.
6 Results Filﬂl’ﬂm ACH Collection  ACH Payments  Domestic Wire  Payroll
Name Type Recipients Last Paid Date Last Paid Amount Actions

ABC Co Domestic Wire 1
Same Day TC 13 Day4 ACH Collection (PPD) 1

Same Day TC8 Test Payroll (PPD}

2. Enter Effective Date, amount and test 2 1 (ACH Payments)
Draft or Approve.

Qrigination Details
SEC Code From Subsidiary Account
Test

CCD - Cash Concentration and Disbursement Payrol

Effective Date Recurrence

Recipients (1) fiers: [Q Paid =id Pre-Nates Find recipients in paymes

Recipient/Account Amount

wn Doe A 008

ACH Pass Thru

Atlantic ‘ Good Afternoc
X Union Bank
1. Click Treasury — ACH Pass Thru Tarsfar & Paymancs

NOTE: ACH Pass Thru require
NACHA formatted files and
should only be used for CTX
sec coded files or multi batch @ fomene Rl X

An advanced workflow to send or collect wire, ACH, and Create a batch ACH payment by uploading a file
. other one-time or recurring payments
files.

Treasury ~Services Serings Norifcrion @ e p&Support  Log OFf
asury

PAYMENTS & TRANSFERS

= Positive Pay =3 ACH Reporting

Validate check payments & automate check processing This is for NOC's and Returns Reporting



2. Choose file — Must be NACHA
formatted with AUB specs, choose
process date ( this is different than
effective date), Draft or Approve.
NOTE: Process Date descriptions
are included in the blue section
at the top.

14. All approvals require a token code approval .

#A Union Bank
Same day ACH via Pass Thru:
‘Same Day ACH submissions past 4:00p.m Eastern Time will be processed as next day Effective Entry Date.

Any single Same Day ACH transaction submitted in excess of $1million will be processed as next day Effective Entry Date.

Process Date:

Iffle Effective Entry Date = same day as submission - Process Date is Effective Entry Date/Submission Date

Iffle Effective Entry Date = next day/day after date of submission - Process Date is same day as Submission Date.

Iffile Effective Entry Date = 2 days o more after date of submission - Process Date is 2 days prior to Effective Date

Home Transfers&Payments Treasury Services Sewings  Notifications ~ Help &Support  Log Off

ACH Pass-Thru

Import File Process Date

)

Memo (optionai)

oo oo

®

Secure Access Token Required

A secure access code is required to authorize this rransaction. Please enter it

below.

Enter token




