How to enter an ACH Transaction for Prefund customers & what to
expect
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2. Select New Payment Payments Hub =
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. MAKE A PAYMENT
If you are using an
existing template, click @ Edit
the three dots for that Copy
¥
template, Select Pay and PAYMENT TEMPLATES
gotostep4 Delete
New Template L Search templates




3. Select the ACH
payment type.

MAKE A PAYMENT

ACH

4. Enter all payment
information or upload
from file.

Click Draft or Approve. If
Drafted, transaction must
be Approved by going to
the “Online Activity” tile
found under the “Service
Center” tab.

ACH Payments

Change Type

Origination Details

SEC Code @

----Select a SEC Code----

Account

Company Entry Description

‘ Pavroll Account
L

Effective Date

Recipients @

Recipient/Account

% Search by name or account.

$0.00
1 payments (1 for $0.00)

v Max 10 characters
$0.00
Recurrence
‘ None
@ Add multiple recipients
Amount
‘ $ ‘ 0.00

From Subsidiary

< Search by n.

- Find recipients in payment

Upload From Filg

ame

Expand All

Cancel ‘ Draft Approve )




5. Approve transaction.

You will receive a
Transaction Approved

©

Transaction Approved

A

Transaction Approval Failed

message or Transacﬁon o You have insufficient funds to perform this transaction.
Approva| Failed. Fransaction W):;:: 3305442 Transaction ID: 3302870
Total Amount: 3$2.00 Total Amount: $4.00

6. Status of transaction q

. . . H - - 3
will update in Online IOnllne Activity |2
ACtIVIty' Single Transactions  Recurring Transactions  Deposited Checks
Transac'tlon Approved: Y O L & Q) search Transactions
If showing a Drafted status, :
the transaction will need Created date -~ Status - Approvals Transaction Type Accoun Amoun
Approval. ";"1.;;':3’9:5 NJA 55_???‘"3 $5.00
Transaction will show as ] o ACHBatch S
Authorized if fully i
Approved and ready to RVi/am iihoredl el ACH Batch L Pai: Erg $2.00

0:16 PM il Tracking ID: 3303442 00107 "ot

Process

Approval Failed:
Cancelled or Failed status,

you will need to re-create
when funds are available
(can use the three dots and
select Copy to re-create)




Additional Information

1. How to set an Alert to
be notified if a file fails.

Select “Settings” tab and
then “Alert Settings” tile.

=
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Settings
ALERTS
gﬂmessages ‘ Alert Settings
View, respond and manage messages within online - Create/manage Security, Transaction, orjBalance alerts
banking for your accounts

2. Click New Alert icon in
upper right corner of the
screen andthen Select
Online Transaction Alert
from drop down menu.

Account Alert
History Alert

Non-Online Transaction Alert

Online Transaction Alert




3. From the drop-down
menus,

a. Select a Transaction
type

b. Select the Account

c. Select Status

d. Select how you would
prefer to receive the alert
( Email or SMS Text
Message) and enter
Email address or cell
number as applicable.
Note: For SMS Text, must
Click box to Agree To
Terms

e. Click Create Alert.

Repeat for each
transaction type and
status combination.

a. |

New Online Transaction Alert

Transaction

< ACH Paymen(s,

Domestic Wire
EFTPS

Funds Transfer
International Wire

Stop Payment

New Online Transaction Alert

Transaction

New Online Transaction Alert

Transaction

New Online Transaction Alert

Transaction

ACH Payments

< Account >

Status

Status

Authorized

Cancelled

Alert Delivery Method

Drafted

Alert Delivery Method

SMS Text Message

Secure Message Only

Email

Terms and Conditions

D Agree To Terms

Go back

Email Address

C Processed

Alert Delivery Method

SMS Text Message

Country

United States

SMS Text Number




