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1 ACH Universal

ACH Universal™ creates ACH / NACHA files for electronic fund transfers.

Get up and running in less than one hour. We highly suggest watching our
tutorials --less than 15 minutes in length--and, at the end, you'll be able to
create an ACH file for testing with your bank.

Sample

Go To Create ACH Fila Page

N

ACH Setup

1.1 Absolute basics

Welcome New Users

Have you been asked to create an ACH file to send to your bank?

ACH Universal enables you to create ACH / NACHA files from the data in your
accounting, payroll or other system.

Create ACH transactions for:
* Direct Deposit for employees
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* Collections from customers or vendors
» Payments to vendors

We highly recommend that you click the links below to view the tutorials now.

Brevity is critical--and we value your time. The videos are less than 6 minutes
each and, at the end, you will be able to create your ACH files for testing with
your bank.

Excel, csv ar QuickBooks

T i“":‘ r:l
2y £y -

If you do not have speakers at your current computer, or would prefer to view it later, feel free to copy the links below and play the
video back later:

http://mww.treasurysoftware.com/support2-Research.html

1.2 Getting Started
|

Steps for Getting Started

To begin using ACH Universal, please refer to the instructions at each tab:
1. Download and install the software

2. Gather your data
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3. Create and set up accounts
4. Import transactions (from Excel or CSV)
5. Create and transmit the ACH file to the bank

Next: Download and install >>

1.2.1 Download and Install

Download ACH Universal

Download ACH Universal from our website at
http://www .treasurysoftware.com/download/index.aspx

When prompted, save this file to your Desktop. The file is approximately 75

MB.
Creasury Microsoft Partner @)tk ZNACHA" Pis866) 226-573;
Products About Us Support Pricing/Buy Contact Us Dcwnldad Q
Easily Create & Transmit ACH Files
Download

Full Working Version {Immediate download)

Trial users:
Includes a 7-use trial license.

Licensed customers:
After installing. simply enter your license codes to convert the trial license to a permanent license.

Emal Address

Please select which product you are interested in.
CACH Universal Oeositive Pay OBank Reconciliation Oeal Utilities, ACH-2-Excel

By dicking "Submit’, and agreeing to the terms of this website, you affirm that the information provided is correct, and that the purposes are for a
bona fide intent of trial of Treasury Software products, The system is unable to deliver download instructions to non-business domains, To use or
redistribute the software to compete directly. indirectly or to make a derivative work is expressly prohibited.
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Install ACH Universal
After the download is complete, double-click the file to begin installation.

Proceed through the installer.

For detailed assistance, please visit our Support Center at
http://www .treasurysoftware.com/Support/support2-Install-Center.aspx.

Once the installation is complete, you are ready to begin using ACH Universal.

Next: Gathering Data >>

1.2.2  Gathering Data
Gathering Data

Enter transactions easily and automatically with ACH Universal. You can import
files already in electronic format--or you can simply key them in.

The import (or 'source’) data files typically would be created from within your
accounting software. They may be as simple as Excel or CSV (comma
delimited) reports, or they can be custom-written data dumps from third-party
reporting packages, such as Crystal Reports.

The most popular choices for these files are:
e Comma-separate values (CSV) - recommended
e Excel spreadsheet
e Tab-delimited

Basic Importing
The advantage of the Basic ("On-The-Fly") method is that you can generate a
one-time payment without being forced to set up a profile for a party you will not

need in the future. If your system is capable of storing the bank account and
ABA/routing numbers, this is the simplest method of importing.
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This is an excellent method of populating data for non-recurring transactions,
web server or other integration scenarios, where transactions are often made
with new customers, employees and vendors.

You should be able to create an Excel or CSV file that contains all the required
information:

e Name

e Account number

e ABA/Routing number

e Amount

e Checking or Savings indicator

These fields contain enough information to generate an electronic payment. If
your data resembles this format, follow instructions for On-the-Fly or "Ad Hoc"
File Imports.

Additional fields of information can be in your source document and then
disregarded in the ACH software. Often these files contain the date and an ID
number, for instance. You do not have to delete the additional data.

On-the-fly or Ad-hoc

Zimplest - If your system can produce a file with account
information, no other transactional setup is required,

R T T

1 |Mame Amount C Account ABA/Routing Ehe:king_."Saving:)
2 |Verizon £3,238.72 E43987321 117466744 Chk
3 |Consclidated Utilities $1,42791 893173327 211041450 Chk
4 | American Express 51,108.27 E&70294437 148529553 Chk
5 Staples 56,870.75 757415759 774307678 Chk
6 |Office Park Haldings 56,151.28 999913281 549040602 Sav

The order of the columns is not significant--ACH Universal has a mapping
wizard.

If all of your transactions are to/from checking accounts, you do not need to
map a column for Checking/Savings. The system will automatically default to
checking.

If your transactions are mixed between checking and savings, include a
Checking/Savings column for this with field entries "CHK" or "SAV".

Profile-Based Imports
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Profile-based "lookups" are excellent for off-the-shelf accounting packages
such as Peachtree and other systems that do not have the ability to store bank
account and routing information.

In this scenario you would create profiles for each of your Customers,
Employees and Vendors in the ACH software (yes, it is possible to import this
information). Profiles are retained automatically by ACH Universal.

L ICIC)
Home  sampies|  pRoriLes  Rerorisgl SETTINGS  QUICKBOOKS  HELP

# ooy B E 8 % E E &o &

= _) r - -) e |-}
Git\'ﬂir'lrg =T :I a * I +
fieerf Add  Impor Wiy Add  Import View! Agd  Import

" Pre-Motes et * - - Edit

|

Gnneral|

& Seftings |Mvanmﬂ ] Addenda Records - Child Support, Invoices and Tax Payments (TXP) | Recurring Transactons I CTX |

Usad to anber informaton about pous Customess, Employees, Vendars and Govemmental
O Agercies [anyone you trantier lo/from)

IF yous are uzing 10" rather than Mame' as & kokup - swaitch the unique./primary hekd oplion
nACH Selup,

Required F

’ Examples Desenplion

Name | John Doe’ Mame of indrvidual of entdy. Record B positions 55 - 76, max. length 22,
|7 Typically the vendor or employes number [do not wse social securnity '] by which

2 Byt Erp 1D S6THZ s ety s known to your compary. Record 6: positions 40 - 54, max. lengih 15,

Account B I “H063IRE42" Mote: Dnly the lazt 4 digts vl be displagyed after "Save’; enter leadng zetoes if on
the MICH line. Record B: postions 13 - 29, max. length 17.

AR outing B I 063000047 3 digit routing rumibesr. Record B positions 4 - 12, length 9.

Additional Information [use as needed)

Tranzaction code: ; = . =
]."’"'I 'mgflan;bom] |Eheck"§| J Standard Enbry Class |F‘E'1:I Petsonal J

WWWWWWWWWWVWWWH

Profile-based imports make the transaction file very simple. The only fields
required are an amount and a lookup field.

Should | Use Ad Hoc or Profile Based Importing?
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The current layout of your data should determine whether you choose Ad Hoc
imports or Profile lookups. The resulting ACH file will be exactly the same
regardless of import method.

Next: Create and Setup accounts >>

1.23 Create an Account

Create an Account

Open Treasury Software and the Welcome New Users page will load. Select
the Option for “ACH Universal."

Welcome New Users Utilities

ACH Universal
L%AC H Create and transmit ACH (NACHA) files

' Bank Positive Pay CH o2
E. Create and transmit Positive Pay files 3

ACH-M erge

[@] Aska Question I Use an existing account BAI| BAl Creator
| JE

Create Account

The first thing you want to do is to create a New Account for your work. Click
File>New Account.

Important - Any data saved in the 'Sample’ account will be reset, as it
synchronizes with the tutorial. It is advisable to work in a new, "Test" account
that is set up rather than the Sample account.

ACH Universal © 2019 Treasury Software



ACH Universal

©

Mew Account

Recent Accounts
Open Account

Delete Account Sample

Recent Accounts

Upsize / Copy Account

Backup

Enter / Remove License Codes

Exit

Select the option to “Create an Account and Add it to your Catalog” and click
Next.
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B9 Account Wizard — O >

]
-+ Walcome to the Account \Wizard

E ach account containg its own zettings and can be customized bo fit your
needs,

e lald

- CREATE an account + ADD it to your catalog,
Alwans zelect this option if pou are the only one wzsing this spstem.

ADD an EXISTIMG account to your catalog.
Select if another uszer created the account.

Cancel Mest »

Enter a name for the Account. This name is strictly internal and should help you
identify the purpose of the account. For example,if you are using ACH Universal
for payroll, you might name the account Payroll. Once the name is entered,
click Next.
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B9 Account Wizard

-+ Create the Account

The Account name:
--ill identify the account in the ‘Boccount Selector’,

-iz uzed ag the file name on pour hard drive o gpecial characters pleasze),

-z the only etting in thiz “Wizard that cannot be easily changed

ﬁ- Account Name  |Payro

Enter the name af your bank account [for example
'checking', ‘payroll’, 'State_Bank!, etc...]

* ACH Universal " Pozitive Pay " Bank Reconciliation

Cancel < Back Mest » _

Congratulations! You have finished creating the account. Click Finish to begin
using this Account.
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B9 Account Wizard — O >

-* Congratulations!

Y'ou have successfully zet up the 'Payrall
accaunt.

Fraom here

% Switch accounts and wark in 'Payrall’

Cancel <Back |i Finsh |

Next Step

If you have your account information from your bank, you can enter it now at

ACH Setup.
However, you can create ACH files for internal testing without this information.

Next: ACH Setup >>
1.2.4  ACH Setup

ACH Setup

In-house testing?
If you are simply performing in-house testing (such as IT testing), you can_skip
this step, as you can create ACH files without entering this information.

Testing with your bank?

If you will be testing with your bank, you will need to perform this step prior to
creating the files that you send to them.
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To start the ACH Setup Wizard select the 'Settings' tab > 'ACH File Setup'.

B3 ACH Setup — O >

.0\ Welcome to the ACH Setup Wizard

In house testing?

You do not yet need to complete this wizard to
create an ACH file.

|.| Testing with your Bank?
Go ahead and click "Next'.

Canadian Users

Screen 1 of 7

The ACH Setup Wizard will be displayed. Click Next.

ACH File Header Record - Screen 2

The ACH File Header Record is the first record in the ACH file, and is identified
by a '1' in the first position. It's primary purpose is to identify who sent the file
(your organization) and where it is going (to your financial institution/processor).

If you already signhed up with your bank for ACH service, this information will be
in your Welcome packet.

If you have been creating ACH files, but do not have the original documentation

form your bank, ACH Universal can pull this information off of a file that you
have already created.
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If you have neither documents above, follow our guidelines within the wizard
below. Of course, we can't guarantee compliance with your bank, but it is a
very conservative approach to start.

B3 ACH Setup — O >

Flease enter as provided by your bank. Didn't get instructions from pour bank? That's ok - see the examples below.

Tour Bank's 484/F outing number "2':'2881 0BG
[Immediate Destination |0, positions 4-13). Eample 202661065

“our Bank's Mame

; e . Biank of &y Town
[Immediate Destination Mame, positions 41-63).

Example 'Bank of Any Town'

Typically 1" Followed by your Fed 104 (10 digits total, no dazhes] |-| 0009753
[Immediate Origin [0, positions 14-23]. Example 130003753

Yaour Compary Mame

- " -, |Y|:|ur Carmpary
[Immediate Origin Mame, positions 64-86).

Example “'our Comparny'

Populate header enties from an existing ACH file [more info]

fo Quick Setup - Use common defaults, highly recommended for first time users.
Tip: Start with the defaults, pou can always return to thiz wizard to update.

¢~ Advanced Setup - Access all options - including
'Offzet Records' for balanced files

Help Cancel < Back | | Finizh

Batch Header Records - Screen 3
Note: If you are using ACH Universal's Multiple Origination account feature in

the Processor edition, this advanced feature will override some of the values
below.
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B3 ACH Setup - O *

If your bank did not supply these values, use our Auto-fill feature '_w
Batch header record ['5' record) Please enter as provided by vaur financial institution.

. . . Auto-fill [more info]
Cormpany Marme - v'our company's ‘short’ name which will be displayed on your

customer's, employee's, vendar's bank statements. Max of 16 characters. [positions |i‘fl:|ur Compary
5-20]

Example "rour Compary'

Cormpary 1D - |dentifies pour company, divizsion or sub-unit, Typicaly vour Immediate |1E87777777
Qrigin 10, ['5' positions 41-50 and ‘8" positions 45-54] Example 130009753

Originating DFI - Typically your Immediate Destination code, without the trailing check 20288106
digit. 8 digits [records 'S positions 80-87, ‘6" positions 80-87 and '8' positions B0-87). Eample 20258106

Standard Entry Clasz [SEC] Code
Select the primary [defaull] SEC Code ¢ Allexcept CTAEDI |PPD - Personal

Ll Lo

= CT=-ED| Subsets |EF'N STP 820

Screen 3 of 7

Help | Cancel | < Back | Mext » |

Which Standard Entry Class (SEC) code do | use?

If you have a standing authorization in writing to perform collections/payments,
and the other party is located in the U.S., you may be eligible to use:

PPD - Personal/Consumer Accounts (Prearranged Payment and Deposit)
CCD - Corporate/Non-consumer Accounts (Corporate Debit or Credit)

A good example is payroll to domestic employees--when you should use PPD.

Please consult your banker before starting to insure that you are using the
correct code.

Other formats that ACH Universal supports are available at SEC Codes.

Offset Record and completion of Basic setup - Screen 4
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B3 ACH Setup = O *

Offzel Hecord - ‘Balanced' Files [only if requested by wour bank)

Frequency [can be used far any purpoze] Mate: Always only

“Your AB&/Fouting # |-| EE530466 ohe offzet record per batch

Yaur b fi |88822441 3 {* Multiple ransactions per batch [default, most cormmarn)
our ACcoun

Y Offset " Force one tranzaction per batch [do not use with 14T)
our Company name T

Qffzet 10 [optional) |

Advanced Offzet Options

Congratulations.
You have completed the Basic setup. Click 'Finish'.

If you have advanced needs, feel free to select ‘Advanced' setup [click ‘Advanced’ below]. Hate:
The bazic zetup accommodates wirtually all installs.

Screen 4 of ¥

Help Cancel < Back | Advanced > | Finish

Offset Record

Only use an offset record if your bank notifies you that it is required.

If your bank does require an offset record, click this check-box on Screen 4.
- Enter the ABA or Routing Number for your organization's bank.

- Enter your organization's bank account number.

For the vast majority of users, you can click 'Finish' to complete the wizard.
This will save your work.

If you have advanced needs, or are curious as to the additional settings, click
‘Advanced'.

Preferences - Screen 5
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B3 ACH Setup — O x
Preferences
Dezcription on wour recipient's bank statement. A simple entre such az: Dues, Paproll, ePay will
suffice. [Comparny Entry Description, 10 characters max, recard 5, pozitions 54 - B3) ePay

Caompary Dizcretionary Data [naot displaved on recipient's statement). Batch Header [recard '8,
pozitions 21 - 40

Default effective date. Only uzed if a date iz not included in the imparted file. Default iz zet to the
nest avallable banking day, which if the data iz imported on Saturday or Sunday, iz calculated from
the maost recent banking day [Friday).

MNotes: Same Day ACH
-Haolidayz are not taken into account.

--The effective date provides the default value for the descriptive date.

-If "Same Day' iz selected, the current date will be the default date [includes weekends)

-|nclude dates in your import file for masimum control.

Dizcretionary Data [not displayed on recipient's statement]. Transaction records ['6', positions 77 - Ii
78], Rarely uzed, except in Canadian onginationz [insert either US or Ca).

[ Create separate batches for debits and credits [appends Company Entry Description abowve with a 'D" ar 'C')

Agzzigh batches different Company [D'z baged on SEC and Debit / Credit

Screen b of ¥

Help ‘ Cancel | ¢ Back ‘ Mext » | |

Description on your recipient's bank statement - In the text field, enter the
description of the transaction that will show on customer, employee, and vendor
bank statements. For example, you might enter "Payroll” for a direct deposit
payment to an employee. This entry is located in the ACH file in the Batch
Header (5 record, positions 54 - 63).

Company Discretionary Data - Typically not entered unless requested by your
processor or bank. This entry is located in the ACH file in the Batch Header (5
record, positions 21- 40).

Default effective date - Select when you want the bank to process the
transactions. For example, some banks want an ACH file two days prior to
processing. In that case, change the dropdown to Two Days.

Notes:

--This setting only effects transactions when a date is not entered. Therefore, if
you import a 'Date’ field with your transactions, this setting has no effect.

--For maximum control, import a 'Date' with your transactions

--This setting takes into account Saturday and Sundays, but not holidays.
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--The bank's rules determine the exact date of processing. Contact your bank
for their exact policies.

Same Day ACH

ACH Universal supports the NACHA cutoff indicator in the descriptive date (positions

64 - 69).
B9 ACH Setup — O =
Preferences

Description on yaur recipient's bank statement. A zsimple entry zuch az: Dues, Payrall, ePay wil
suffice. [Compary Entre Description, 10 characters max, record 5, pozitions 54 - 53]

Company Digcretionany Data [not displayed on recipient's statement). Batch Header [record '8,
pozitions 21 - 40]

Default effective date. Only uzed if a date iz not included in the imported file. Default iz set to the
next available banking day, which if the data iz imported on S aturday or Sunday, iz calculated from
the mast recent banking day [Friday).

Motes: Same Day ACH
-Holidays are not taken into account.

--The effective date provides the default value for the descriptive date.

-If 'Same Day' iz selected, the current date will be the default date [includes weekends)

~|niclude dates in your impaort file far masimum contral,

Digcretionary Data [not displaved on recipient's statement). Tranzaction records '8, positions 77 - Ii
78], Rarely used, except in Canadian onginations [ingert ether 1S ar CA).

[ Create separate batches for debits and credits [appends Company Entry Description above with a'D" or 'C1)

Azzign batches different Company [0z bazed on SEC and Debit / Credit

Screen b of 7 Help ‘ Cancel | < Back | Mest » | |

For additional information, refer to the Advanced Topics> Same Day

When finished, click Next.

Third-party Processors and preferences - Screen 6
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B3 ACH Setup - O *

Third-Party Service Providers and Fiducianies - Multiple Origination Accounts Ond0FF

Separate Batches by Origination Account
Multiple Source [Origination] Accounts - Tepically used by payoll proceszors and other zervice bureaus handling
multiple source/origination accounts. Select 1 option below. Reguires Proceszor edition.

[ On-The-Fly [mo profiles). Include Comparny Name and Company 1D in your bransaction impoart file,
[ Profile-based [create profiles prior to entering transactions]. Supports all figlds.

ACH-Edit [a.k.a. ACH-Merge zingle files)

Check to enable imparting ACH files, editing them and then creating a file. kMap with ACH-2-Excel template. Do nat
[ uze with Multiple Origination &ccounts or other standard ACH file creation. Create a separate account as needed -
thiz zhould be the anly activity in this account.  Bequirez Processzor edition.

Pre-natification and $0.00 entry handling

" Do not import $0.00 entries [Mote: You can still create pre-nates from the dd a record screen’

(¢ Create pre-notes from $0.00 entries imported
Mote: Pre-notes can either be Debit [collecting from clients] or Credit [paving employees and vendorz],

Flease select vour defaul |DF|: Collect funds - Customers ﬂ

W Suppress Offset Records in Prenote Only B atches

Screen b of 7

Help ‘ Cancel | < Back |

Third party NACHA compliance, and multiple origination account
Turn 'On' the feature here. Remember, when you turn it on, you will need to
map an 'Origination Account' field during the import process.

Profile Lookup

ACH Universal has full support of profiles for creating payments. Profiles are
not required by ACH Universal, however, as it is capable of ad hoc payments.
When using profiles, the lookup can be done by Name or by ID Number.
Profile Lookup - This setting only comes into play during the import process.

Checking or Savings Accounts

If your file contains a field that differentiates an account between a checking
account and a savings account, enter the appropriate checking account text into
the text field. ACH Universal will interpret all other text as indicating a savings
account.

Consumer or Corporate Accounts

Similar to Checking or Savings Account text above, use text in this field to
identify a consumer account. All other text in that field will cause ACH
Universal to treat the record as a corporate account.
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Pre-notification

Pre-notifications are used to test a transmission to ensure all settings are
correct before transmitting live data. A pre-note is indicated in your data by a 0
amount. In the dropdown box, select the transaction type you wish to test (DR-
>collecting funds or CR->paying funds).

When finished, click Next.

Profile and Advanced settings - Screen 7

(3 ACH Setup - O Py

Applications | Profiles / Origination Accounts fosetrecurds] CTX l TXP, TEL, WEB | International | Banking Edi 3

Some features require default entries. Please review the tabs along
the top of this pane for any features you will be using.

Screen 7 of ¥

Hep | cancel |[: Finish |

The next screen is the last screen in the process. In most cases, you can
simply click Finish.

You have finished creating and setting up an ACH Universal account. You can
now begin importing data into the account and transmitting ACH files.

Next Step: Import Data >>
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1.25 Change Location of ACH File

Need to change the location of your ACH file when it is
automatically saved?

By default the Treasury Software will automatically save your file in the location
listed below.

C:\Users\Public\Treasury Software\To Bank

However, if you need to change this location, just follow these simple steps.

1. Click onthe 'Go To Create ACH File Page' button.

Sample

3 B

Import Transactions

Add A Record

Go To Create ACH File Page

x

ACH Setup
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2. Next click on 'Change transmission file name/location’

Review untransmitted records, 3dd manual records, and/or delete

Change ACH file name/location —

Wiew archived ACH files

Wiew last file

3. Lastly, navigate to a location like your Desktop or any other location and click
Save

Save Az >

U <« Local Disk (C:) » Users » Public » Treasury Software » ToBank v & Search Te Bank o

Organize + New folder == - o
Public Acc ™ Name Date modified Type Size
Public Des IJ sample_account_transmit.txt 2117200161212 PM - Text Document 10 KB

Public Do«
Public Doy
Public Mu
Public Pic
Public Vid
Treasury 5

Archive

Custom(

Data

Import

Legs

w
(A Sl lsample_account_transmit | v

Save as type: | All Files (*.%) ~

» Hide Folders Cancel
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1.2.6 Import Data
Obtaining Import Data

Before importing transaction files into ACH Universal, they must be obtained
from your accounting package. The exact process depends on the package,
but in general you will run an appropriate report for a given date range and then
export this report to an Excel spreadsheet or CSV file. For more information or
assistance in this, contact your corporate IT.

Importing Transactions

Click on Import Transactions from the icon in the center of the homepage.

Sample

Import Transactions Add A Record

Go To Create ACH File Page

R

ACH Setup

Click the Import Transactions icon.

Select your file to Import and click Open. Common file types are Excel
(.xIsx, .xIs), Comma Delimited (.csv or .txt) and tab delimited (.txt). In addition,
fixed width text imports are available for manual imports.

Click Next.
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Tt ACH Transactions Import Wizard [ x |

Sefact the pourcs Ha 1o epod OR
ICut ancd Pashs the dsts hom Ewnced ba the gnd beslow

St e bo inpoit, o

[ s\ PLEBCA T renzrary SolivatehTutorah GLID stalACH_with_Accounts s p
Sniect file

% A - defoult fecept CTHED) ¢ CTHED

Paste hom Excel
Fiedd1  Feld2 | Field3 | Feldd4 | FeldS | FieldE | Feld 7 FWE%
e
Pasin
| 1 ! =
L« N
Then click "Naext'
™ Reversdl [ Hels I Cancel I Heat » I
Mapping

The Column Mapping screen allows the user to tell the File Formatter what
information is in each column on the import file. Simply Highlight a column, and
select the appropriate column mapping from the drop down for the data.
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A [ ACH Transaction Column Mapping “
Thiz screen lets vou select each column and decide: Select a Mapping Template
-t zkip the column, and do nat impart [red) . -
-import the column and aszign it to a field [green). |'&'I:H Transactions J
You do MOT need bo map every field [ zave az default

To collect funds [from customers] - uge pogitive amounts

Tao pay funds [vendarz, employess] - use negative amaunts
To flip' the zignz of the amount, uze Amount_FReverse_Sign',
rather than ‘Amount’.

Only map the columng you need to import [click the column to select].
j £- Show all field selections

et - —
M amne -

D_Murnber F4
Bank_aAccount_Murmber b coount ABAS
ABAFoutingMumber ;
Amount 130005733 2482
Arnount_Reverse_Sign H237954.28 T30
0 I— - ¥ EE730603 7804

Santé Gourmet AP 62060253 aE0a.

------ - --1 -l LIJ
|'Elﬂ| Help | Help | Cancel | et

After selecting the Column Mapping, the section about the column names (F1,
F2, F3, etc) will switch from Red to Green and list the selected mapping.
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A [ ACH Transaction Column Mapping “
Thiz screen lets vou select each column and decide: Select a Mapping Template
-t zkip the column, and do nat impart [red) . -
-import the column and aszign it to a field [green). |'&'I:H Transactions J
You do MOT need bo map every field [ zave az default

To collect funds [from customers] - uge pogitive amounts

Tao pay funds [vendarz, employess] - use negative amaunts
To flip' the zignz of the amount, uze Amount_FReverse_Sign',
rather than ‘Amount’.

Only map the columng you need to import [click the column to select].

j <- Show all field selections
I S T S I
F1 F2 F3 F4

Yendor Code/Des | Subledger Account ABAS
Around the Hom | AP 130003733 2482
Berglunds snabbkc | AP 23790428 T30
Familia &rquibaldo |&P E57 340609 Fa0g

Santé Gourmet  |AP 362060253 8605
...... [ |-..[ —alam ATANENNEN 1'1'-:-.'_‘

|'EH|HEI|:|| Help | Cancel | et

Repeat this for all required columns. The required fields are Amount or
Amount_Reverse_Sign, Bank_Account_Number, ABA_Routing_Number, and
Name. When all the necessary columns are mapped, click next to continue the
Import Wizard.

Pay, don't collect your payroll - use Amount_Reverse_Sign when needed
Negative amounts decrease your balance, and represent payments out to
employees and vendors.

Positive amounts increase your balance, and typically represent collections
from customers and others.

If the Excel or other file that you are importing is displaying the amounts in
positive format, and the transactions represent payments out - then map the
field as Amount_Reverse_Sign. This has the effect of multiplying the amount
by a negative 1.
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i ACH Transaction Column Mapping ﬂ
Thsm:enhlsjwsehctmhauhrnaﬂdm SehtlaHappnghrrdde

g shkip thes cobumn, and do not impost [red]

~impor! the oolumn snd assign f 1o & feld [green) |'M}I Transactions ;I
‘o o NOT resesd o map every hield [ save o defaul

T colect hureds: [from cushomers] - use posilive amounts

T pave Furds: [vendoes, emplopess] - use negatiee amount:
Tio T theer gignes of the anonmd. wige ‘Bamound_Reverss_Sign,
1tk than Amount”

iy e B Codumnne: o need B iepecet [chick Hhe colurmn Lo sebect]

[BEF. Ficutng Humber ] 4= Show ol fiekd selections
Fi F2 F3 Fi
[ Aamcar [Virwdos Code/Dies: | Subbedger | Ao
$T23 52 !Am-.nd the Hom |AF | 130003733
| $-EB3TE1 | Emrghurds snabblic | AP | B2arEE4E
$:E119 |Famiia Arquibalda |4F ES7340609
§703.54 |Siartd Gowmet |0 | 52060253
-T:T\'l’\l’h"- [ TP P P o 1. ] [ Ty
[BmlHen|  Heo | Cancel | [ beas |

Review Records

This screen will display a list of the importable rows and invalid rows. To review
the list of Importable Records, click on the “+” sign as shown below.

If the “Amount” and “# of Records” columns are correct, click Next and go to
Finish.

[ § Review records n

Flevinws the sumimany badowr,

I ot s s codiact, piadt Med' b confrie
Ditherwaze, chek the "+ sgn bo the lelt of the sumemany bo seview the detal

Debity - Colact funds [cusomerns) $000  fuw pour debity arg
Credits - Pay [urds [eenployess, vendo] BHEAEE  coecls reverad?
= [Al Records |
Aot 8 of reconds Froem Ta
= |l Ipaoitatde [8446. 434 65 n yarans  arans
B ol recodt
+ |. |l 10w 4
l4] | 3
You just imported
Pirt C | I Net > ;:u;;:.rlnr:‘l-'..hl:.n.
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The grid will display the importable transactions and the basic information.

B Review records "

Review the summary below.

If it appears comect, press Mest' to continue.
Othensize, chck the '+ zign to the left of the summary o review the detail.

Debits - Collect funds [customers] $0.00  Are your debits and
Creditz - Pay funds [employees, vendaors] $446,494 68 credits reversed?
Arnount # of records Frorm To j
—{ 2 Impaortable [$445.434.EE) 91| 3/2/2006 | 3/2208 |
Date Amount Mame
34242015 [$7.251.52) | &nound the Haom
3222Mm45 [$6.637.E1] Berglunds snabbkop
34242015 [$953.19] | Familia Arquibaldo
adef20h [$7.036.54] | Santé Gourmnet
A242mh [$5.559.86] | Seven Seaz Imports
322ME [$2.314.37]|Bottorm-D allar b ark.ets
34242015 [$6.952.28) | Emst Handel
A242mh [$7.918.62] | Drachenblut Delikateszen -
[« | ;H

You just imported
your records. Click
an 'Mext'

Frint Cancel | Mest »

The Invalid Rows section will list all rows that will not be imported into ACH
Universal. The software will automatically mark Header rows, footer rows,
summation lines, and blank lines as invalid. For each row that is invalid, a
check mark will be placed in the appropriate column indicating why the row
was invalid. In this case, the records were Invalid because the system detected
that one was a summary row and the other was a header row. This caused
both Amount and the ABA number to be invalid.
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i Review records
Review the summary below.
IF it appears comect, press Mext' to continue.
Othenwize, click the '+ zign to the left of the summary to review the detail.
Debitz - Callect funds [customers) $0.00  Are vour dehitz and
Creditz - Pay fundz [employees, vendors] $446.494 66 credits reversed?
ACH_Routing_ABA, Date lrvalid | Amount [realid 10 ABA [mealid
ABA/Routing N v v
07REEE441 N v [
A4 | B
You just irnpu:ur'te_d
Frint Cancel et = ;ﬁl'!r:l;if-n ez 2l

Once you have verified the importable information is accurate, click Next. If you
wish to Cancel the import process and try again, simply hit Cancel.

Click Finish to complete the Import Wizard.
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[ § Import completel! n

Congratulations!
The file has been successiully imponted
By completing this Wizard, you have leamed how
to setup an accownt, by simply mapping tha
iFmpore file with o paant and chek nber faca.
The Import process, along with the Transmission

process (next) can be fully automated using our
automation tools.

Préss Fmish to close this window,
Than, from tha Home Page, salect "Craate File',

| oo |[CE=m)

Next Step
You are now ready to create and transmit your ACH file.

Next: Create and transmit ACH file >>

1.2.7 Create and Transmit File

Create and Transmit ACH File

You are now ready for the final step: creating the ACH pay file and transmitting
to the bank.
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Click the Create ACH File button in the center of the homepage.

Sample

Go To Create ACH File Page

x

ACH Setup

This will take you to Create ACH File Page (see below)

The first paragraph contains basic instructions on how to proceed.

The second paragraph lists the transmission method.
In most cases, you will upload your file to your bank through their website. Your
bank will provide you with instructions for doing so.

The third paragraph displays where the Transmission File will be saved. The
default file name is the name of the account, followed by an underscore and the
word ‘transmit’. The default location for the file is the following:

Windows XP:
C:\Program Files\Treasury Software\Treasury Desktop\To Bank directory (on
XP)

Vista, Windows 7, Windows 8, Windows 10
C:\Users\Public\Treasury Software\To Bank
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The Review Records link on the Right Side Explorer Bar allows you to access
the Reports Section for review or deletion of Records

Click Create ACH File to create the file.

Sample. Press the 'Create ACH File' button below to create and transmit the file, You may review the records andior modify the settings below
A transmission method has not been selected. Please transmit the file manually

Your transmission file can be found (after pressing the button below) at - Cillsers\Public\ Treasury SoftwareiTo Bank'sample_account_transmit bt

Click to create sm——

Create ACH File

Once you click on Create ACH File, ACH Universal will ask if you want to view
the file. Select Yes if you want to verify the format or review the file. Otherwise
click No.

At this point, transmit the file to your bank using their procedures.
Congratulations! You have completed your first ACH file transmission.

If you have any questions, please consult our FAQ. This contains answers to
many common questions from first-time ACH Universal users.

Next Step

Review our FAQ for answers to many common guestions.

Next: FAQ >>

1.2.8  Getting Started FAQ

Frequently Asked Questions
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Q) Do I use Amount or Amount_Reverse_Sign when mapping headers?

A) The sign of the amount field determines whether ACH Universal treats the
transaction as a collection or a payment.

Positive amounts increase your account balance and represent collections (i.e.,
from customers)

Negative amounts decrease your account balance and represent payments
(i.e., vendors, employees)

If negative numbers are in your import file (for example, you are doing payroll
and the amounts are shown as negative), use Amount.

If this is exactly the reverse (for example, you are doing payroll and the amounts
in the import file are positive), use Amount_Reverse_Sign.

Q) How do | change where the ACH file is saved?

A) On the blue pane on the right under FAQ, click on the question "How do |
change the name and/or location of the ACH file?"

EE=F
i
[ ¥ 5]

i « can be done later)

Import Transactions Add A Record

Pay emplopees - Direct Deposit
A Collecs Froen Customars

Pay Vendors

T 1 :
L -) \
How do change he rame ariorlocation of the ACH Sls?

Go To Create ACH File Page Wihere are all of the ACH files archived?

ACH Setup

Q) How do | delete arecord?

A) If arecord has been imported, but not put into an ACH file, it is possible to
delete it. From the Home tab > Untransmitted Records report from the drop

ACH Universal © 2019 Treasury Software



ACH Universal

down box. Click Run. Select a record in the grid (it will turn blue), and click the
Red X on the toolbar.

Note: To preserve the audit trail, transactions already included in an ACH file
cannot be deleted.

A0 R B 5 G B 0 min

_— . e A . - R =5 ACH-Merge
Home Backts Quick  ACH File mpot Add a Untranzrutted  Oo To Create All Erna
Welcome Start Setup Transactions = Fecord = Reconds ACH File Page  Reports D Create Reversals = ﬁr:' ACH Return File: =
Mavigation - T S R Pp— wilitins
Actions  View Esport  Add  Edit Record

=D o@E N X hQee=ER e
| Untramsmitted ACH Records =11 x| From 00011950 v Tec 12312028 v | Run

Drag ader hare 1o group by that column
I

Daate X Amount E MName E ID_Number E Import Number E ABS Routing Mumber E Account(Lastd] X SEC Code X Emadl Stahs F

030272015 -57,25398 Anborss Morena e 156530465 MR FPD Mo Email Addrass
>
03022015 ~96.371.97 Argund the Hom 100 J4ETIBIEA w783 FPD Ho Email Address
030272015 §9.23862 Around the Hom o] 228238184 9783 FFD Mo Email Address
030272015 -86,637 61 Berglurds snabb o] 730858330 428 FPD Mo Email Address

Q) How can | delete an entire import?

A) An entire import can be deleted as long as none of the records from the file
have been transmitted. From the Home tab > Import Logs. Highlight the import
you wish to delete and click the Red X on the toolbar. Deleting an import will
remove all records from that import file from ACH Universal.

Agtions  View  Export
S H O3 %= Xid» 4 B RecordDetall @
[Imeont Lags =] [ Penca =] From Ta Fun
Inport_Hurmbear I Imported On X From X To I Count X amount X FileNeme E Table I Full Path X Descripion X Username X ‘Workststion X
B
» 100 02272015 032 03022015 03022015 a1 (5445 424 56) ACH_with_Acca_  [Shest1§] Cillsars Public), John Lahrman 2050-2900

129 Automate Backup

Set up Automatic Backups

When you are just getting started with setting up the software it is a good idea
to create an automatic backup. In the event there is database corruption you
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will be able to restore your work quickly and easily. There are just three steps
you need to follow to set this up.

1. Select “File” then “Backup” from within the software.

2. Next select “Browse”

Create Backup n

Ize thiz window to manually backup pour data file [brd]
and to et the default options for the automatic backups.

Pleaze remember; These are account specific settingz.
FRepeat the setup proces:s for your other accounts.

Backup Mow

Backup How

Autaratic

Turn On/0FF Automated backup. When on, the system will make dne
[v :
backup per day whet vou exit the account.

Backup directony [zpecify a netwark, drive if available] &

| Browsze .. |
==
Limit the number of backups in thiz directon to
Done |

3. Browse to a network directory or to another location on your hard drive
and select “OK”. The location that you select should ideally be backed
up on a regular basis but this is not required.

Next: Importing Transactions >>

1.3 Importing Transactions
|

Importing Transactions - Overview
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Importing is the process that brings data into ACH Universal. There are
actually several different ways to bring in data.

Data can be classified into two categories:

e Transactions - Data represents a transaction to be imported and mapped in
the ACH file.

e Profiles - Data represents a Customer, Employee or Vendor Profile, which is
used in conjunction with a transaction file to create the entries in the ACH file

Profiles alone do not contain enough information to create an ACH file as they
are not associated with any specific transaction. Transactional data can include
the payee information. If your accounting system uses Profiles, transactional
data includes a field that identifies a specific payee by name or ID number
(most common).

[NOTE: QuickBooks Online users will be required to set up Profiles in ACH
Universal.]

In some situations, you may want to enter a transaction (or sometimes several
transactions) manually instead of using a file import.
See Entering Transactions Manually for information on manual entry.

13.1 Importing Transactions

Importing Transactions

The file that you are importing should be in Excel, comma delimited (CSV), tab
delimited or another tabular format.
See Gathering Data for more information.

From the ACH Universal Home Page, click the Import Transactions icon.
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Import Transactions Add A Record

Go To Create ACH File Page
Q
’
ACH Setup

To start the Import Wizard click on 'Import Transactions'.

Browse to select a file, or ‘copy and paste' from Excel.
Tip: Browse to select a file is much faster and efficient in large imports.
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f_‘ ACH Transactions Import Wizard x

o Browse to select a file
Select the zource file to import OF
Cut and Pazte the data fram Excel o the grid below. -

Select a file to impart, or =

|E:"~L| zershPublichTreasury Software'sTutanial\GLD ata\ACH_with_Accounts. slz p

Select File

or paste from a file
-

-
Pazte from Excel

Field 1 Field2 | Field3 | Field4 | Field® | Field& | Field7 | Field E%

-
|« b

Then click 'Next'

| Feversal | Help Cancel | Mext » | |

Click Next.

The ACH Transaction Column Mapping screen will be displayed (below).
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1 ACH Transaction Column Mapping w
Thiz scieen lets you select each column and decide: Select a Mapping Template

- skip the columin, and do rot mport [red] "

~import the: column and azsign it to a held [green) |AEH Transactions l!

You do NOT nead to map every field [ zave a: defauk

To collect funds [from customers] - use postive amounts

To pay funds [vendars, employess] - use negative amounts
To 'fip' the signs of the amount, use Amount_Reversze_Sign',
rathes than ‘Amount’.

Orily map the columng you reed to import [chick the column to select],

L| 4- Show all field selections
F1 F2 F3 F4 F5 FE F7

Arnouint Vendor Code/Des | Subledges Accourl ABASR ouling Origination Checking/S avings
4725152 Around the Hom | AP 130008783 248238184 client 1 CHE

$-6.637.61 Berglunds snabbki | AP 823735428 730888330 chent 1 SaY

$95314 F amilia Arquibaldo | AP 657340603 _TBG&?3335 client 2 CHE.

1703654 Santé Gowmet AP 362060253 260847885 chent 2 CHE, j

a Famas laam
[«]

|'EIIH¢| Help Cancel | Nest » I

L

Y AR RS | AT . Ll

Mapping

In a typical scenario, you will need to map the following fields (in no required
order):

e Name

e Bank_Account_Number

e ABA_Routing_Number

e Amount or Amount_Reverse_Sign

e Checking_or_Savings

e In addition, you will most likely also add:
e Date
e ID_Number

Disbursements - use Amount_Reverse_Sign when needed

Negative amounts decrease your balance, and represent payments out to
employees and vendors.

Positive amounts increase your balance, and typically represent collections
from customers and other funds received.
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If the Excel or other file that you are importing is displaying amounts as positive
numbers--and the transactions represent payments out--then map the field as
Amount_Reverse_Sign. This has the effect of multiplying the amount by a
negative 1.

Afterwards, click Next.

Review Records

This screen will display a list of the importable rows and invalid rows. Expand
the summary rows to view the detail by clicking on the “+” sign as shown
below. The one invalid row is usually the source data column headers, which
will not be transferred to the transmission file.

B9 Review records >

Review the summary below,

If it appears caorect, press 'Mest' o continue.
Othensize, chck the '+ zign to the left of the summary to review the detail

Debitz - Collect fundz [customers) $0.00  Are your debits and
Creditz - Pay funds [employees, vendaors] $446,494 68 credits reversed?

Arnount # of records Frarn To
+ |_|Im|:n:urtal:|le | [$44E,4E|4.EE]| 91 |6/29/2M7  |B/23/2017
# of records
+ |. Irvealid rowves | 1 |
[« | 2

You just imported
. yvour records. Click
Frint Cancel | Mewut = on 'Next'

Click 'Next' to complete the Wizard.
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See also Entering Transactions Manually >>
13.2  Entering Transactions Manually

Entering Transactions Manually - Overview

While the bulk of records should be imported as files for maximum accuracy
and efficiency, there can be situations where entering a record manually is a
better choice.

For example, to create a one-time payment for a vendor, it may be easier to
input the information directly than to enter it into a file and then import the file.

From the Home Page, select the 'Add a Record' icon.
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k]

g HOME SAMPLES PROFILES REPORTS SETTINGS QUICKBOOKS HELP 2
— r

¥ Cuick Pay % . | - = ,*Z: i
{ax i “a L=k 2L
-._,. ecurring _ i
Wiew/ d Import View/ Add Import 3

" Pre-hotes Edit = = = Edit 'E
rofile Based Transactions Customers, Employees and Vendors Government Agencies (CCD-Ty
| r
1 Sample 1
/

{ E
{ i
: 5
{ N £
9 :

L 3

)

3

®

2

Import Transactions Add A Record §

i

e

: ?
]

I ¢

= mam )

2

)i

]

L

Go To Create ACH File Page ;
%W

If using Profiles:

If you are using Profiles, click the first radio button and select the profile from
the dropdown box.
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B Mew Record — O X

Thes foem wias desigred bo add an ACH transachon that you did not slready impord.
A st of all Iransactons entered in this mannes can be found in Reparts”, Wanual Additions’.

Pl
Appication Diabe Drabit/Credit Payrment
|PP‘I;‘|-Pe|sond jmw ~|cA Payrmd:-ﬂi'eclbeposi_‘-fmj $150.00

Selech ether —an e:xisting Cusiomey. Employes o Vendor, -or enter new information
« [ =

l

Bicme Holdings Nz = Inkesnial [0 Account Type  Emad address | Addenda Rll:oord |
| V| Aerican Expeess v B Checkng jhﬂﬂ}@mm Expense Remb R

Bapfron Village 6533 -
_|Ben Schenck S0272
BN B eniannin Frankln
Corsoblated Holding: 7391
Corsobdated Utibtes 34142 Flevedsal ak Cancel
E welyn Glazser GOAar

Fed 540 Arwwisl Unemp - Coip  Fad(a7?
Fed 340 E a3t Subsichaiy Fedl37 =

All fields are required.

Applicatio Select the Standard Entry Class Code you wish to use for this

n transaction. In this case, CCD is selected for a payment to another
company.
Date Select the date the requested processing date. Note: You cannot

force a same-day transaction by using the current date. Contact
your bank for their exactly time frame.

Debit/Cre Select whether you are paying or receiving funds
dit
Payment Enter the amount as a positive number.

If not using Profiles or if making a one-time payment:

If you are not using profiles or are making a one-time payment and do not wish
to create a profile, click the second radio button.
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I3 Mew Record - m| >

Thiz form was designed bo add anACH bansaction that wou did not abeadsy import.

i Akt of all ranzaction: erderad in this manner can be found in Reports’, Manusl Additions'.
[ ate Debit/Credt Payment
P‘F"D F'mmd

;lsfa—'zmr _ﬂ[ﬂ:P&yhnd*-Dimchmi,Vemﬂ $150.00|

Select exher ~an exsting Customer, Emplopes o Vendor, —of enter new information

 [Gelect, |
Account 8 | Rowng/ABA H  Inbemal Mame Irtemal ID Account Type | Emald addiess | Addends Receoed
@ 1234567 054001220 [HervySmih  |38%6 |Checking = [hemith@co.com |Experise Rewmb R |
Beverssl Ok Cancel

Enter the appropriate information. All fields are required with the exception of
the Addenda Record.

Account# Other party's bank account number

Routing/AB Other party's bank ABA/Routing number
A#

Internal Other party's name
name

Internal ID  An identifier for the other party, such as vendor ID

Account Checking or Savings

Type

Addenda  Optional addenda record. Maximum length of 80 characters.
Record

Click OK.

Next: Deleting an Import >>
13.3  Deleting An Import

Deleting an Import

Follow the steps below to delete an entire file import (every transaction from the
imported file).
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From the Home tab select Delete Entire Import > select the record (the row will
turn blue) > select delete ' %'

FILE HCME SAMPLES PROFILES VIEW SETTINGS QUICKBOOKS HELP

A 2R BEH = R B[ |F e

& Delete Entire Import
[ p

Home Backto Quick ACH File Import Add a Untransmitted  Go To Create All
Welcome Start Setup Transactions * Record Records ACH File Page R J 9 Create Reversals

Navigaticn Getting Started Common Activities OCoooops
Actions  View  Export e o
S H EE| - Xﬁ—{ﬁ E, Record Detail @
||I'I'IF=0|‘t Logs ﬂ |.'~"JI Periods J From: | 07/01/19% To: | 12/31/203 Run

ere to group by that column

Drag a column he

Import_Mu ¥ ImportedOn X From ¥ Teo ¥ Count ¥ Amount X File Name ¥ Table X

04/03/2015 10:35.. 10622/2012 102272012 12 (52,45160) Transachonsfor..

Click Yes to confirm the deletion, No to cancel.

Next Deleting a Single Transaction >>
13.4  Deleting A Single Transaction

Deleting a Single Transaction

Follow the steps below to delete a transaction or group of transactions.
From the Home tab select Delete Records.

Select the transactions (yes, you can select multiple records) to be deleted,
then click the ¥ button. Click Yes to confirm the deletion, No to cancel.
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FILE HOME SAMPLES PROFILES VIEW SETTINGS QUICKBOCKS HELP
\ [ 8 M !ﬁii — = = ‘ié: ”= ER Delete Records
N e == = I |
. " ) [ Delete Entire Import
Home  Backto Quick ACH File Import Add a Untransmitted  Go To Create
Welcome Start Setup Transacticns *  Record = Records CH File Pa 4 Create Reversals
Navigaticn Getting Started Commen Activities Ceoooops
Actions View Export 0 o
smma = xTna @ e
[ Records x| |last3Months  w| From: | 010612015 [w] To: | 12212015 Run

Drag a column er here to group by that column

Date ¥ Amount X MName ¥ ID_Number % Import Mumber % SEC Code ¥ Transmission_log % ABA Ra

_

p /0712015 -87.817.58 Que Delicia 101 FFD 0 5034350
04/07/2015 -5539.06 Bottom-Dollar M. o FFD 0 5430408
04/07/2015 -82.873.06 Wartian Herkku 101 PFD 0 B&T9005
04/07/2015 -§3,374 54 | a maison dAsie 101 FFD 0 6092548

Next Editing Untransmitted Records >>

13.5 Editing Untransmitted Records

Editing Untransmitted Records

Run the Untransmitted Records report from the Home tab, select a record (the
row will turn blue), then click 'Edit Record'.
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FILE HOME SAMPLES PROFILES VIEW SETTIMNGS QUICKBCOKS HELP

"] — =L = = de

#0 R B 3 6 0 |5 s
'_ ’ ) - [‘; Delete Entire Import

Home  Backto Quick ACH File Import Add a Untransmi Go To Create All

Welcome Start Setup Transactions *  Record + Records CH File Page Reports O Create Reversals
Navigation Getting Started Common Activities Ooooops
Actions  View  Export Add  Edit Record H
cHEHE* Y= Xdrh20eeEE@
|Urrt|an5rn'rt'ted ACH Records j |NI Perods j From: Ta: 231120 Run
Drag a columi der here to group by that column
Date ¥ Amount X Name ¥ ID_MNumber % Import_Mumber % ABA Routing Mumber % Account(Last4) X%
p 031772015 -£7,817.58 Que Delicia 104 503439079 4429
03172015 -8539.06 Bottom-Diollar M.. 104 549040602 8281
03172015 -$2,873.06 \Wartian Herkku 104 BBT500542 8350
03172015 -$3,374 54 La maison dAsie 104 £05254875 6559
07205 -88,057.55 Familia Arquibal... 104 780873385 0609
03172015 -59 79761 Hungry Coyote L. 104 774472838 3784

This will then open the Edit screen as below.

= Edit a Record = = “

Tt Torm alowes: ol bo edil an unisnsmitled ACH lansacton

A
Apphcation Date Dbt/ Crodt Pagpmoeni
[FFD - Petzonal w3775 = [CR: Pay hunds - Divect Depost, Vene = 5701758

Select etk -an edsting Cuatomed, Emgloyes of Vendor, o ender iy nformation
r |Se+e-cl.. -]

Aecount | Reuted/GBA B Indemal Madms Irbaenial 1D Accourt Tepe | Emeld addes: | Addends Recoid
@ |237724423 (303433073 |QueDelicia | Checking  +|

ok | Cance

Edit information as needed, then click 'OK'. Run the report to see the changes.

NOTE:

You can edit transactions as long as they have not been included in an ACH
file.

Once arecord has been included in a file--regardless of whether it was actually
transmitted to the bank--the record cannot be edited.
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1.3.6 Filtering Imports

Filtering Imports

By using accounts, ACH Universal allows you to create a logical separation of
transactions. For example, you can create a Payroll account for direct deposit
transactions and a Checking account for vendor payments. Filtering becomes
necessary when source files contain transactions for multiple ACH Universal
accounts. By filtering the import, transactions are imported into the proper
account.

By definition, a filter is only required if you have already created multiple ACH
Universal accounts.

Before beginning

The steps below must be repeated for each ACH Universal account. In the
example of Payroll and Checking, the steps must be done once in the Payroll
account and once in the Checking account.

Creating the filter

A filter consists of nothing more than an identifier used to distinguish data for
one account from other data. This can be a field containing the text "payroll"
and "checking", an account number, or some other identifier. Each filter must
be unique from that of all other accounts.

1. Make sure you are in the proper account.

2. From the Ribbon bar select Settings > 'Import, System' icon (legacy menu
users - File from the main menu, then Options, then General).

3. In the textbox corresponding to "Filter Import - GL", enter the identifier you
wish to use for the current account.

4. Click Close.
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B8 Import, Settings - Options >

[ rmpart ] Hepurtsl S:.rsteml Re=zume Startup | Bank Cud&] l:ustuml

|Impurt ﬂ
CDI: Source Format G/L MDD -

CDl: Separator GIL MNone

CDI: Embedded Start Gil 0 J
Fitter Import - GL 2° D

SQL - Timeout (in zeconds) 300

# Columns copy & paste 16 ~

Yoid Check Indicator

Typically used when importing Check Registers and woid checks are denoted with
a zumbal, zuch az %' or * after the check number. “'ou muszt map the field in order
for thiz zetting to hawve an effect. Mote: Do MOT usge if the void amounts are of a
different gign then the izsued check amounts.,

Cloze

Repeat these steps for every account you need to filter. The identifiers must be
different for each account.

Using the filter

There are two ways to use the filter. You can schedule imports using the
Control Panel for recurring imports or you can perform the import manually.

Using a manual import filter

Import your transaction file as outlined in Importing Transactions.

Map all fields in the file as usual with one addition: map the field representing
the filter text as 'Filter.” ACH Universal will import all transactions from the file
into the proper account based on the filter text. If you do not map 'Filter' the
entire import will be brought into the account currently opened.
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NOTE: You can also click "Scheduler" to schedule the import using the
Automated Scheduler.

When finished, click Close.

1.3.7  Mapping Fields - Reference

The required fields to map in a non-profiles scenario are:
* Name

* ABA Routing_Number

» Bank_Account_Number

* Amount (or other amount field)

We of course recommend that you map the following fields, but the system can
use defaults:

* Date - to the next day (or other default)

» Checking_or_Savings - to checking

* ID_Number - to blank - this is the other party's identification in your system (ie.
payroll - this would be employee #).

There are over 40 additional fields available. Please see the individual help
topics.

If you are using profiles for your import, see Profiles.

Please remember, that this page relates to the other party's data - such as your
clients, employees and vendors.

Name
This is the name of the party that you are paying or collecting from. It does not
need to be an 'exact' match of the name on the account.

ABA_Routing_Number

The 9 digit number assigned to each bank.

For all of you trivia experts - technically the ABA is an 8 digit number, and the
ninth digit is a check sum. However, common use dictates to always use all 9
digits unless specified otherwise.
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ACH Universal performs a checksum verification on each imported or manually
entered transaction's ABA number.

Using Excel - don't worry about the leading zero dropped. Depending on your
formatting, Excel may drop the leading zero, ACH Universal will automatically
add the leading zero, and then perform it's verification.

If you are on our Corporate or Processor edition, you can look up and report on
the current list of ABA numbers (Reports > ABA Listings).

Bank_Account_Number

This is the bank account number of the party that you are paying or collecting
from. Do not include dashes or other non-numeric data. If leading zeroes are
included, we recommend passing them along.

Amount

The amount being paid or collecting.

Signin Funds flow Transaction Use

Amount Field

Positive From other partyto  Debit Collect from customers
you

Negative From you to other Credit Pay vendors and
party employees

The metaphor is:

Positive amounts increase your account balance, and typically represent
collections from customers and others.

Negative amounts decrease your account balance, and represent payments out
to employees and vendors.

If the file you are importing contains both debit and credit transactions, sign the
amounts accordingly.

Special issues

Amount_Reverse_Sign

If the file that you are importing is displaying the amounts in positive format, and
the transactions represent payments out - then map the field as
Amount_Reverse_Sign.

Tip: This field saves you the step of opening the file in Excel and multiplying by
negative 1.
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Separate field with '‘Debit’' or ‘Credit’

Some files will have a separate field with a value similar to Debit/Credit or
DR/CR. You can map this field as 'Sign’, and then make sure that the
appropriate value is in File > Options >General > Import tab.

No decimals

If the amount you are importing does not contain a decimal point, from the main
menu select the 'Settings' tab > 'Import,System' > 'Import tab'. Scroll to
'Imported Amounts need decimals - G/L' and turn 'on'.

Example: The imported amount is $5.00, and is shown in the file as 500. In this
scenario, turn on the option above.

Note: By default, a zero amount will generate a pre-note (pre-notification) entry.
To filter out zero transactions, set the appropriate switch in File > ACH Setup.

Date
If a 'Date’ field is mapped, ACH Universal will use that date as the effective
date.

Default date

If no date column is mapped, the system will use the next available business
date, without regard for holidays.

You can change the default setting of ‘Next day' to 'Two days', etc... in ACH
Setup (File > ACH Setup).

Note: If a date field is mapped, but a record has an invalid date, the system wiill
filter out the record.

Importing non-standard date formats (YYYMMDD, etc...)
As a general rule, if you can display the date in Excel, ACH Universal can
import it.

However, if it is a non-standard format (per Excel), such as YYYYMMDD, you
need to set Custom Date Import options in ACH Universal.

From the main menu select File > Options > General > Import tab. Scroll to
Custom Date Import (CDI) G/L - turn it 'On'. Then set the appropriate
selections below it.
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Checking or Savings

If all of your transactions are to/from checking accounts (such as a vendor
payment run), you do not need to map a column. The system will assume
‘checking' as the default.

If the data you are importing is mixed, ie.containing transactions which will be
received by checking and savings accounts, you will want to map the field as
Checking_or_Savings.

The values in the data can be (case insensitive):

Checking Saving

0 1
C S
CHK SAV

Checking Saving
Checkings Savings

Special issues:

If you have a non-standard value representing checking/saving, you can select
it ACH > Setup > Last Panel > Advanced > Legacy 1.

1.3.8 Profiles

Profiles

As mentioned earlier, all the fields needed to create a transaction may not be
available in the accounting system.

Profile-based importing is excellent for off-the-shelf accounting packages such
as QuickBooks Online, Peachtree and any other system which does not have
the ability to store account and routing information.

First, you would create profiles for each of your Customers, Employees and
Vendors (yes, you can import profiles).

Then, simply export from your accounting package transactional information. It

can be as simple as an amount field and either a Name or ID number of the
related profile.
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13.8.1

Profiles in ACH Universal for each customer, vendor and employee

Benjamin Franklin prefile lookup below.

L Add/Edit Customers, Employees and Vendors (Benjamin Franklin) = = “

[General|

Seltings | Advanced | Addenda Records. - Child Support, invoices and Tax Paymants (TXP) | Recurring Transactions | E'I')(]

Uzed bo enter information about pour Customens, Employess, Vendors and Govemmental
Agencies [snyone vou ianstes taffrom).

in ACH Setup.

:O:" i I pou are uging 10" rather than 'Mame' a2 2 bokup - switch the unigue/primary field option

Excel file from an in-house

system containg payment Frexpared
information. Example Descrption
Only needs to contain a lookup Mame Benjamin Frarklin ~ ohn Dos' Mame of mdridual or entiy. Recoed B: positions 55 - 76, mas. length 22
name or number and amount, . Typicaly the: vendor o employes number [do not uze social security #'s) by which
(Bl Sl e e Ee thiz enlity is krown 1o vour company, Record & poskions 40 - 54, max, kength 15,
Hame Emenint Account B [ N0 ‘3006336421 Mote: Onlythe |ast 4 digs will be desplayed alter "S5 ave’; entes leading zesoes if on
- Holdi $1,033.21 the MICR line. Record & positions 13 - 29 max. langth 17
bt S ABA/Routing # [143006810 063000047 9 digt rauting numbes, Fiecord &: positions 4 - 12, langth 5.
American Express  $73,529.00 Addtional Information fuze az needed)
Tranzaction codes ’M—L| Standard Ertiy Clags  |PFD - Pessonal
fineluding G/L and Loar] = iy E
Bayfront Village $6,533.00
Ben Schenck 5101.00

Save Cancel

Benjamin Franklin ~ 56,142.00

Untransmitted records in ACH Universal — balance of fields
populated from ‘Benjamin Franklin® profile

!

Actions Wiewr Export Add Edit Record
SO OE == XEd»a @e @& e

|Urtransmitted ACH Records | [A1Pesiods ~| Frem: |oupigso |w| Te: 12312029 [v] | Runm
Drag a calumn header here ta group by thal colume
Diate ¥ Amount T Hame Z ID_Mumber X Import_Mumber X ABA_Routing_Mumber E Account (Last4) JE SEC_Cede b
7]
p 22672015 -850.00 Beryamin Franklin 6142 1 423006810 302 PPD

Creating Profiles

Creating Profiles

You can create profiles manually, one at a time, or you can create multiple
profiles at one time by importing an Excel, comma delimited (CSV) or other
tabular file type that contains the profile information.
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Manually Creating Profiles

Select the 'Profiles' tab > 'Add".

FILE HOME SAMPLES PROFILES SETTINGS QUICKBOOKS HELP
D5 REE | 2ES
3 Recurring = + } & Ll g (] w"_+
A View/ = Add Import View/ Add Import View/ Add Import
+" Pre-Notes Edit ~ - - Edit Edit
Create Profile Based Transactions Customers, B @ Uncategorized (default) nment Agencies [CCD-TXP) Multiple Crigination Accounts
Adtions  Miew  Export Add  Edit Record & Customers
G E @@= |XE»GE @ (& Employee
| Urtransmitted ACH Records | |Al Periods & Vendors Run

. and then manually key in the information.

03 Add/Edit Venders = [m] o
Gereral |
Settings ] Advanced I Addenda Records - Child Support, Invoices and Tax Payments (TXF) | Hznurrng'l’runa-uclinns] CTX ]
Used to enter information about your Customers, Emplopees, Vendors and Govemmental
O Agencies (anyone pou tiansher bo/from]
IF pou are using 10 rather than Wame' az a lookup - switch the unique/primary field option
in ACH Setup.
Required
E xample Drescription
MHame John Dos John Doe' Mame of individual or entity. Record B postions 55 - 78, max. length 22,
= Typically the vendor or emplopes number [do not use social secunty #'s] by which
1D Number 6762 Enp | 56762 this entily i known to your company. Record 6 positions 40 - 54, max. length 15.
Account # IDE3BE421 ‘3006336421 Mote: Only the last 4 digits will be displayed after ‘Save’; enter leading zerces if on
the MICR line. Record B: posibons 13 - 29, mas. length 17.
ARAFouting B 053000047 063000047 4 digit routing number. Record B positions 4 - 12, length 3.
Additional Information [use as needed)
Tianzaction codés Checking Standard Entiy Class  |PPD - Personal
(oo O sndLoang) | =l p Cenl =l
Save Cancel

Importing Profiles
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First, create a spreadsheet with the basic information.

| A | B C D E
1 |vendor Name Account AB&  Wendor D Checking/Savings
2 |Antonio Moreno Tagueria i 155373432 156530466 A2932 CHE
3 |Around the Horn i 1300059783 248233184 AB443 CHEK
4 | Berglunds snabbkdp i 823795428 730838230 B7E21 CHK
5 |Blondel pére etfils d 822714542 485454589 B43533 CHK
6  Bottom-Dollar Markets i 999918281 549040602 BEET4 | 5AV
T |BsBeverages i 203334612 203852877 B1309 CHK

From the main menu select the Profiles tab > Import > Customers, Employees
and Vendors to start the Import Wizard.
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HOME SAMPLES PROFILES REPORTS SETTINGS
, Cuick Pay gﬁ == S
= =
E Recurring =
View/  Add Import
" Pre-Motes Edit = = !

rofile Based Transactions Customers, Employees andiVendors

QUICKBOOKS HELP
View/ Add Import
Edit

Government Agencies [CCD-TXP)

L

1‘_’ Customers, Employees, and Vendors Import Wizard

Select the zource file boimpaort OF
Cut and Paste the data from Excel to the grid below,

Select a file to import, or

OR

Pazte from Excel

|E:HU zerzhPublich Treasury Softwared T utariahGLD atahCustomersE mploveesvendors] sls

Jo

Select File

Field 1 Field2 | Field3 | Field4 | Field5 | Field6 | Field? | Field E%

B

Then click 'Mext'

[ Reversal |

Help | Cancel | |

Mest » | |

x

The Profile Import Wizard Mapping screen will be displayed (below). Map the

file as appropriate...
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Y ACH Column Mapping =
Thiz zcreen etz pou select each column and decide: Select a Mapping Template

-to skip the column, and do nat import [red]

-impoart the column and aszign it to a field [green). Customers Plus j
Yiou do NOT need to map every field [ save as default

To collect funds [from customers] - uge positive amounts

To pay funds [vendaorz, employees] - uze negative amounts
To 'flip' the zigns of the amount, use Amount_Reverse_Sign',
rather than ‘Amaunt’,

Only map the columnz ped need to impart [chck the column to select).

=

F2 F3 F4 .;l
ISE Account ABA, Email Wend
156530466 amt{@tagqueria. com | 2382
130009733 248238184 johniEiath. et E448
B2379R428 730888330 razrnithi@rahoo. oo | 7621
Blondel pere et fil=" Eeer BT 463454569 gjonesEatt net 4393
|°Eh;|| Help| Help Cancel | Mest =

. and complete the wizard
Afterwards, run a Profiles report (Profiles > View/Edit) to review/confirm your
work.
Profile Options in ACH Setup
You can set the following options in ACH File Setup which can be accessed by

selecting the 'Settings' tab > 'ACH File Setup'. On screen 7 select the
'Profiles/Origination Accounts' tab.
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B9 ACH Setup = O =

Applications | Profiles / Origination Accounts {| Offset reu:urds] CTX l TXP, TEL, WEB | International | Banking Edi 3

Profiles - Cuztomers, Emplovees and Wendors

Profile Lookup - If using prafiles, the system can uze either 'Mame' or 10" az the primany/unique figld.
* MName 1D Mumber

When manually adding records, display profiles sorted on Mame or ID?
* Mame 1D Mumnber

Irmporting Profiles - Delete ALL profiles prior to importing, or simply exclude duplicates?
(" Delete all existing profiles * Simply exclude duplicates

Third-Party Service Providers and Fiduciaries - Multiple Origination Accounts Importing - Inparting Profiles - Delete ALL
prafiles prior b importing, or simply exclude duplicates?

(" Delete all existing profies {* Simply exclude duplicates

Recuring trangachions - There are twa recuring amount figlds. The second is not displayed by default.
% Digplay 1st figld only " Digplay 13t and 2nd fields

Screen 7 of 7 Help Cancel < Back | | Einish

1.3.8.2 Using Profiles
Using Profiles

Mapping

Start the Import Transactions Wizard as usual from the ACH Universal home
page.

At the mapping window, click on the 'Show all fields selection’, and map the
following two fields:

--Amount or Amount_Reverse_Sign

--ACH_Name_Internal (Profile Lookup) or ACH_ID _Internal (Profile Lookup)
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) [ ACH Transaction Column Mapping “
Thiz screen lets vou select each column and decide: Select a Mapping Template
-t zkip the column, and do nat import [red) . -
-import the column and aszign it to a field [green). I'é'I:H Transactions J

Yaou dao MOT need ta map every figld [T zave az default

To collect funds [from customers] - uge positive amounts

Tao pay funds [vendarz, emplovess] - use negative amaunts
To flip' the zignz of the amount, uze Amount_FReverse_Sign',
rather than ‘Amount’.

- Only map the columnz you need to import [chick the colum
I.-i'-.EH_N ame_|nternal [Profile Lookup]

w | <= Show all field zelections

Arnourt ACH_Mame_lnternal [Profile Lookup)

Arnount

37251 52 130
$-E6.637 61 B2z
$-953149 E aldo By
$-7.036.54 Santé Gourmet 36z
[« - _'*I_I
|'Elﬂ| Helpl Help | Cancel | ¢ Back Mest » Finizh |

Click next to review your records. If there are no exceptions, simply complete
the Import Wizard
Working with missing profiles

If you imported a transaction, but didn't yet create a profile for the Vendor (or
Client or Employee), the transaction will not be imported.

At this point you can either:

--continue importing the file without the record - and add the record later, or
--stop the import, create the profile - and then re-import the file

Unimportable Records reports

If you have automated the process, or would simply like to review your records

which were not imported, select the View tab > All Reports > Unimportable
Records.
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Remember: the '‘Unimportable Records' report contains all unimportable
records (blank rows, headers, etc.), not just those 'Not on File'.

Tip - There is an 'Unimportable Records - Last Import' report which is a bit of a
time saver.

1.3.9 IAT - International Transactions

IAT - International Transactions

You can import data files to create IAT transactions--just like any other type of
transaction.

Requirements:
Knowledge of IAT

The IAT format is a fairly complex format compared to our other formats, such
as CCD and PPD.

For example, instead of four required fields for CCD and PPD (Name, Amount,
ABA/Routing and Account number), there are over forty different fields required
by IAT!

If you are not familiar with the complexities of IAT, we recommend that you use
our Add a Record interface which can walk you through the process.
Unfortunately, Treasury Software is not structured to provide training in IAT,
only in the use of our software.

Map all fields!

All fields noted below are required to be mapped - even if they are empty
(blank), or of $0.00 amount.

Failure to import all of the fields may result in the inability of ACH Universal to
create a proper transaction; while other omissions may allow the transaction to
be created, but ultimately the file may be rejected by the NACHA network.
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Tip: Use the mapping template International - IAT

We have pre-mapped the fields to match the template supplied with the Excel
file 'International - IAT.xIs".
Of course, you can certainly map your own template.

) [§ ACH Transaction Column Mapping “

Thiz soreen letz you select each column and decide: Select a Mapping Template
--to gkip the column, and do nat import [red)

-impaort the colurmn and azsign it to a figld [green).
You do HOT need to map every field

|nternational - 4T

[ zave az default

To collect fundsz [from customers] - usE pogitive amounts
To pay funds [vendors, emplovees) - use negative amounts
To flip' the zignz of the amount, uze Amount_FReverse_Sign',
rather than ‘Amount’.

Only map the columng pou need o import [click the column o select],

|Seleu:t j £- Show all field selections
F1 F2 F3 Fd F
) Receiver_Mame | Amount Receiver_|D_MNum | Originato
Joe wiorker [$1.983.34) EmpHa7E3 Hershey
b ary Retires [$2.678.56] 333-22-4444 Herzhey
Suzy Expat [$3.174.4R) TranzHEE36 Bark, af £
Benjamin Franklin | [$3.445.56) IDHI3E HI Incorp
2l
|°Elﬂ| Help | Help Cancel et >

Mapping Fields

Below are screen shots of the fields as shown in the Sample account, along
with Sample data.

We recommend using the file below as a template (included with ACH
Universal):

C:\Users\Public\Treasury Software\TutoriaNACHData\International - IAT.xls

Note: The data samples below indicate the range of data that can be imported.
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Aot Fecerver_|D_Mumber | Onginator_Mame | Originator_Street
F2 F3 Fa F& F&
Receiver_Mame | Amaount Receiver_|D_Mumber  |Originatar_Mame | Originatar_Street
Joe warker [$1.933.34] EmpHa7E3 Herzhey 54 4567 Kizz Street
kary Retiree [$2.678.56] F333-22-4444 Hershey Internatior | 2 Mew Street Sques
Suzy Expat [$3.174.4R] TranzHE236 Bank of &merica | 1633 Broadway
[$2.445.5R) D336

=

[

Benjarmin Franklin HI Incarparated

2 Mew Sheet Squz _

Criginator_City Originator_State | Foreign_Exchange_|ndicator | Originator_Status_Gowt_Bank_TF
F7 F8 Fg
Originakar_Ciky Originatar_State | Fareign_E #change_|ndicatar Originatar_Status Gowt_Bank_TF
Hershey P, FF FALSE
London FF FALSE
MY MY FF
London FF
Faoreign_E xchanoe_F ate Foreign_Amouint Originating_Currency
F11 F12 F13 F14
Foreign_Exchange_Rate Foreign_Amount | Onginating_Currency Foreign_Exchange_Reference_|ndicator
$0.00 s K]
$0.00 sD 2
$0.00 sD 1
$0.00 sD 2
Outbound_Inbound_TF A = RDF_Account | Company_Entry_Description
F15 F1E F17 F1a F13
Qutbound_Inbound_TF Receiver_Cumency ROFI_ABS, ROFl_Account Company_Entry_Description |
1] Ush 81519361 8ev7ERDS Paproll I
1] Ush 221373707 992244555 Papments I
1] CRC 3222747382 3397a7E Transfers I
1] Ush 221373707 992244555 Payments I
SEC_Code Origingtor_Country | Originator_Zip | Qriginator_[D_Mumber OFAL_Screening_Gateway
Fz0 F21 Fz2 F2a F24
SEC_Code Originatar_Country | Originatar_Sip Originatar_ID_Murmber | OFAC_Screening_Gateway
[T s 17033 2LTTTETET
[T GE EC44 3BZ 335993595993
[T s 10019 987ERA321
AT GE EC44 3BZ 33999595995
OFALC_Screening_Secondary | Foreign_Trace Tranzaction_Type Code Rermittance
F25 F2e Fa7 Fza F29
OFAC_Screening_Secondary |Foreign_Trace Tranzaction_Tvpe_Code Femittance M A,
Batchi2333 SAL
Tranzaction 3453 [MIS
Trace00342 Far further credit to
Tranzaction 3454 [MTE JETE00=34th & Tth Avenue MY TMNY

ACH Universal © 2019 Treasury Software



ACH Universal

et ' er_County QDF_Mame
Fan F3 Faz2 Fa3 Faa Fa5
Receiver_Street | Receiver_City Feceiver_State  |Receiver_County |Feceiver_Zip QDFI_Mame
7654 Dak Drive  |Jericho MY 15 11753 Bark of Hershey
E73 Maplewood | Binghamton MY 115 13305 Citibark.
Calle 31, Avenida ™| San Jogé San Pedio CR Harris Bark
E73 Maplewood | Binghamton MY s 13305 Citibatk
ODFI_US_Foreign TF ODFI_ABA ODFI_Branch_Country Code ROFI_Mame RODFI_US_Foreign TF
FaE Fav F3a Fa3 Fa0
ODFI_US_Foreign_TF  |ODFI_ABA ODFI_Branch_Country_Code |RDFI_Mame RODFI_US_Foreign_TF
0z QE3000047 s Bark of Jeriche {01
0z 22309239 s Binghamton Savin |01
m F1026E61 s Bank of Costa Ric: |02
nz2 223093229 LS Binghamton Saving |01
| _ ROFI_Branch_Country_Code G ateway Operator
F41 Fa2 Fa3
Mt ROFI_Branch Country Code | Gateway Operator
s 223092330
s B3000047
CR B3000047
s E3000047
Field references
Field Name Sample Description of data
Data
Date 9/18/2009 Date format
Name Joe Worker Alphanumeric
Amount ($1,983.34) Numeric/currency. Use standard sign protocols

Receiver_ID_Number Emp#8763
Originator_Name Hershey
USA
Originator_Street 4567 Kiss
St.
Originator_City Hershey
Originator_State PA
Foreign_Exchange_Indicator FF
Originator_Status_Govt_Bank_TF FALSE
Foreign_Exchange_Rate
Foreign_Amount $0.00
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(positive DR; negative CR)
Alphanumeric
Alphanumeric

Alphanumeric

Alphanumeric

Alphanumeric

Acceptable 2 position values: 'FF' (Fixed-Fixed);
'FV' (Fixed-Faviable); or 'VF' (Variable-Fixed)
Acceptable values: 'True' (Gov't entity) or

'False' (Bank or anyone else)

Alphanumeric. Note: This is a nickname for ease
of use, as the actual field is named Foreign
Exchange Reference.

Numeric/currency
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Originating_Currency

usb

Foreign_Exchange_Reference_Indi 3

cator

Outbound_Inbound_TF

Receiver_Currency
RDFI_ABA

RDFI_Account
Company_Entry_Description
SEC_Code
Originator_Country
Originator_Zip
Originator_ID_Number
OFAC_Screening_Gateway

OFAC_Screening_Secondary

Foreign_Trace
Transaction_Type_Code
Remittance

Receiver_Street

Receiver_City
Receiver_State
Receiver_Country
Receiver_Zip
ODFI_Name

ODFI_US_Foreign_TF
ODFI_ABA
ODFI_Branch_Country_Code
RDFI_Name

RDFI_US_Foreign_TF
RDFI_Branch_Country_Code
Gateway_Operator

usD
81519361
88776699
Payroll

IAT

us

17033
227777777

Batch#2393
SAL

7654 Oak

Dr

Jericho

NY

us

11753

Bank of

Hershey

02

063000047

us

Bank of

Jericho

01

us
223092390

Alphanumeric - must be valid abbreviation
Acceptable values (one digit): '1' (Foreign
Exchange Rate); '2' (Foreign Exchange Reference
Number); or '3' (Space). Describes content of
Foreign_Exchange_Rate field. Tip: If Foreign
Exchange Indicator is FF, then this entry should be
'3' (space filled).

Acceptable values (one-digit): '0' (zero -
Outbound - originates in US); '1' (inbound -
originates from international). Note: Do not
confuse the origination with the cash DR/CR flow.
Alphanumeric - must be valid abbreviation
Numeric

Numeric

Alphanumeric

Alphanumeric - must be valid abbreviation
Alphanumeric

Alphanumeric

Numeric

All users - leave blank unless specifically
instructed. (For Gateway operators '0' indicates a
blocked party has not been found. '1' Indicates a
blocked party)

All users - leave blank unless specifically
instructed. (For Gateway operators '0' indicates a
blocked party has not been found. '1' Indicates a
blocked party)

Alphanumeric

Alphanumeric

Alphanumeric. Free form text that is inserted into
the '17' records, a.k.a Remittance Information.
Alphanumeric

Alphanumeric
Alphanumeric
Alphanumeric
Alphanumeric
Alphanumeric

Acceptable values (two-digit): '01' US; '02' Foreign
Alphanumeric

Alphanumeric - must be valid abbreviation
Alphanumeric

Acceptable values (two-digit): '01' US; '02' Foreign
Alphanumeric - must be valid abbreviation
Numeric
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1.4 File Creation and Transmission
|

Creating an ACH file

After transactions have been imported, from the Home Page, click on the 'Go
To Create ACH File Page' icon.

Sample

2

Import Transactons Add A Record

B

Go To Create ACH File Page

x

ACH Satup

The Create ACH File screen (below) will be displayed.
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Sample: Press the 'Create ACH File’ button below to create and transmit the file. You may review the records and/or modify the settings below.
How the file will be transmitted
A transmission method has not been selected. Please transmit the file manually.

Location of the file
Your transmission filke can be found (after pressing the button below) at - G \Wsers\Public\Treasury Software\To Bank'sample_account_transmil b

Click to create and transmit the file

Create ACH File

Review records

Debats (Cash In) Cradits (Cash out) Fra-MNotes Totsl Crates
£ 3 B H3 £ B H3 Fresn Te
Imported ] 0,00 N (5245 434 B8} o 9 (5445434 68) 03NTR0NS  QANTR20M5
Marasal Racords ] 50,00 1] 50.00 o 0 50.00
Taotals o 000 9 [$44E 204, E5) o Ll (S44E.20465) 03705 QANTRNE

The top pane will list the file transmission method. After creation, ACH
Universal will use this method to transmit the file to your bank. In this case,
Web Upload is the selected method. For more information on transmission
methods, see Transmission Methods. Also, you will see listed the archive
location, or the absolute path on your local system where the created ACH file
will be saved.

The bottom pane contains a table showing a summary of all imported data, and
is stored for later use as part of the audit trail in the "Transmission Logs' report.
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To create and transmit
the file, click

Create ACH Fibe

A dialog box will appear asking if you wish to view the created file. Click Yes to
view the file. Note: You can always view the file later.

The file creation and transmission is now complete.

14.1 Balanced Files - Offsetting Records
Balanced Files - Offsetting Records

Typically, an ACH file contains only the transactions that you specify.

Example: If you have to pay five contractors each $1,000, the file will contain the
five 'Credit’ transactions - one for each payment. Your bank knows to debit
your account for the offset, which in this case would be $5,000.

If your bank requires an offset record

In the above example, if a bank did require an offset record (also known as a
'‘balanced file'), then the file would contain the five transaction records (Credits)
PLUS an additional record for a $5,000 debit.

To enable balanced files (offsetting records), from the top menu select the

'Settings' tab > 'ACH Setup' and proceed to the 4th screen (by going to the
Advanced section).

ACH Universal © 2019 Treasury Software



ACH Universal

=] ACH Setup - o IEl

Difeet sarced Fies [only  reguesied by vour bank)

¥ Erable olfze iecoed Flmnc:.rll:m b iz ot aryp purpose | Mole: Al only

Yiour ABA/Fouting B W ore offost ecod pes batch

i 1
M £ T
¥ i|—lI ultiphs Riancachons per batch [delaul, most comemon)

" Fugce one nansscton per batch [do not uss with LAT
Your COMPaNY Nnanms [T

Ozt 1D joplional]
Sghvpncsd Dff et Qpbons

Congratulations.
You have completed the Basic setup. Click 'Finish'.

||j.'0:-|]hﬂ'\-'¢ spacihc/sdvarced resds, Teel e bo select Advenced setup [click Advanced

Mobes:
~Basic petup sccomimodates vitusly o inslak
~Af yosn et the Buhvanicad petup, wou may skip theouwgh the fosms Thera aie no iequined enines

Sezeend ol T Help Cancel ¢Back || Advanced | Finish

Check the box and enter your settings, and complete the wizard.
14.2  Prenotification

Pre-notification

Due to the sensitive nature of electronic transfers, it is important to ensure that
both your organization and your bank are set up to receive and process ACH
files properly. A pre-notification is a zero-dollar transaction that is transmitted
and processed to ensure you have the proper information for your bank for
transmission and processing, as well as having the proper information for the
other party. In other words, a pre-notification is a test transaction sent before
the transmission of live data.

Creating a Pre-notification

When importing transactions as a file, ACH Universal will treat all zero-dollar
amounts as pre-notifications. It will create a debit or credit pre-notification
based on your default selection during Account Setup. It is important to create
one pre-notification for debits and one pre-naotification for credits.
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B ACH Setup — O x

Third-Party Service Providers and Fiducianes - Multiple Ongination Accountz OnA0FF

Separate Batches by Origination Account
Multiple Source [Origination) Accounts - Typically uzed by payroll proceszors and other service bureaus handling
multiple sourcedongination accounts. Select 1 option below. Bequires Processar edition.

[~ On-TheFly [no profiles]. Include Company Mame and Compary (D in your tranzaction impart file,
[ Profile-based [create profiles prior bo entering fransactions]. Supports all figlds.

ACH-Edit [a.k.a. ACH-Merge zingle filez)

Check ta enable importing ACH files, editing them and then creating a file. Map with ACH-2-Excel template. Do not
[ uze with Multiple Ongination Accounts or other standard ACH file creation. Create a separate account az needed -
thiz should be the only activity in thiz account.  Bequires Proceszsor edition.

Pre-notification and $0.00 entry handling

(" Do petimport $0.00 entries [Mote: You can still create pre-notes from the 'Add a record screen’

¢ Create pre-notes from $0.00 entries impaorted
MNote: Pre-notes can either be Debit [collecting from clients] or Credit [paving emplovees and vendors).

Flease select your default. |DH: Collect funds - Customers ﬂ

¥ Suppress Offset Becords in Prenote Only Batches

Screen B of 7

Help ‘ Cancel | < Back ‘

File Level Import

In creating a pre-notification, you can import or enter all transactions as you
normally would.

During transmission, on the 'Transmit to Bank' screen you will see the number
of pre-notifications listed in the summary information in the "Pre-Note" column.

Manually Entered Pre-notification
Similar to transactions, a pre-notification can also be entered manually.

From the Home screen select 'Add A Record'.
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SAMPLES PROFILES REPORTS SETTINGS QUICKBCOKS HELP

FILE HOME

N [ ] M * = — = — ; E® Delete Record:
A 0 2R 5] & 5 i L & |[Foer
i - o ) . . [& Delete Entire Ii
Home Backto Quick ACHFile Canadian Import Adda Untransmitted  Go To Create Pro, Premier,  Online
Welcome Start Setup Format Transactions ¥ Recgrd ~ Records ACH File Page Enterprise  Edition D Create Reversa

143

Mavigation Getting Started Gommon Activities QuickBeooks Integration Coooops
B3 MNew Record — m| s
a — _|:|_ Thiz form was designed to add an ACH transaction that you did nat already import.
3 = @ A list of all ranzactions entered in thiz manner can be found in ‘Reparts’, Manual Additions'.
Application Date D ebit /Credit Payment
{PPD - Persanal v |7/6/2017

v [Select . ~| $0.00]

Select either --an existing Customer, Employee or Yendar: --or enter new infarmation

. ISeIect... j

E Account # | Routing/2B4 8| Internal Name
* “ | | | |

Internal 1D Account Type Email address | Addenda Record

Checking j | |

Beversal Ok | Cancel |

Fill out all fields exactly as you would for a dollar transaction, except the amount
must be $0.00. Click OK. A dialog box will be displayed to confirm that you
intended to create a pre-natification. (This is to verify that the amount was
intended to be zero and was not left blank unintentionally). Click Yes to create
the pre-notification.

You can import or enter all other types of transactions as you normally would.

During transmission, on the "Transmit to Bank' screen you will see the number
of pre-notifications listed in the summary information in the 'Pre-Note' column.

Recurring Transactions

Recurring Transactions

Recurring Transactions are those transactions which you may want to use over
and over again. To begin, make sure you have entered in your Profile
information manually, or have imported Profiles from an Excel or CSV file.
Please visit Profiles for more information on creating Profiles.

Set up

ACH Universal © 2019 Treasury Software



ACH Universal

After you have created your Profiles, from the main menu in Treasury Software,
select the 'Profiles' tab > 'View /Edit'.

Select a Customer, Employee or Vendor that you want to create a recurring
transaction for (row should be highlighted in blue) and then click Edit Record.

1. Click View / Edit
HOME SAMPLES PROFILES VIEW SETTIP
n Quick Pay \% EI. _E_I _E Eli- _E

] Recurring

IGS QUICKBOOKS ~ HELP

Add Import View/ Add Import

Edit = - h eant
&

o Pre-Notes

Create Profile Based Transactions Customers, Employees and Vendors Government

Actions View Export Add Edit Record

=d dd "= Xd» % e

| Al Profiles v | | A1 Pediods ~| From: To: Run
Drag a column header here to group by that cqlumn
-Internal Name 2 IntemaliDy X
@ 2. Highlight the record,
Ben Schenck 50272 th | k Edt
W Benjamin Franklin (6142 en clic I

Click on the 'Recurring Transactions' tab.
Enter the Amount and indicate whether a Debit or Credit.
If you're not using Groups, you can click Save now.
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3 AddiEdt Customers, Employees and Vendors (Benjamin Franklin) - [} =

General |
Settings. | Advanced | Addends Records - Chid Support, InvoicSNERENERTERERERE Focuring Transaction: | e |

Recumng Transachons
Mewd o colect o pay & recusming amcund bo tes party? [F 50, use thes screen bo sebup the payment

To pajcoleck

1. R the A peolies” o any profls] seport

2 Sbect the peolia(t] that wou wanl 1o paw/collact

~Tip: Filtes/poit o the ‘Group' seport column bo queckly find the tecoeds.
3 Fiom the Repos meru, select Achont’ » 'ﬂmllwp-awm'

Gioups [optional)

se groups bo geganize your payments and collections

Fa o, do you Doy s0mme dmme on e 15t of the morth, but others on the 15h7

IF 50, comabe pous gum Qroaiges bo help you quickly Flter the pasants i, any peofle repodt
Enter amount and indicale whether is a Credit or a Debit

Fl
800 00 Fecumng amount
Dvabit - Collact fursds - Cusiomans

% Coad - Pay funds - Vendos, Emplopses

Frstolhemonh =] view crougn (81) ] iews crouos (8
Tip: T comabe & new group, ssmply bpe i n Tigx To cseate o now group, simply ppe it ir

e Cancel

Groups for recurring transactions

We highly recommend using Groups for recurring transactions. This enables
you to batch and process multiple transactions at a time.

For example, a number of credit unions use this feature to collect payments
from their clients. Some payments are due on the 1st of the month, others the
2nd of the month, and so on.

Below, as an example, are some transactions that are recurring each month.
Note that each has been assigned to a Group.

Click Profiles > Recurring.
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FILE HOME SAMPLES PROFILES VIEW SETTINGS QUICKBOOKS HELP
4 Quick Pay

G Recurring

This form enables you to create ing tr . yees and vendors with profiles.

« Pre-Notes . .
1. Update amounts for this session as needed
Create Profile Based Transactions Cus 2. Select the profiles to process
3. When done. select a date and ‘Create’
@D O %= Xd» dma
IPI Profiles ;I |—‘dl Periods

Internal Name Internal ID & i Credit Amount (Pay)

hi'."ra; a column header here o group by that) 7l

American Express 73529 $0.00
Bayfront Village 6533 $0.00
Ben Schenck S0272 2nd of month $0.00
Benjamin Franklin 6142 st of month $0.00
Evelyn Glasser G0197 2nd of month £0.00
George Bush B1027 1st of month $0.00
Joe Worker $0.00
John Rolfe 8404 $0.00
Lets Stop N Shop $0.00
Office Depot $0.00
Office Park Holdings $0.00
Sam Houston 1st of month $0.00
Sam Sherl 1st of month $0.00
illiam Shatner 3rd of month $0.00

Internal Name T Internal

Create Recurring Entries

Select an Effective Date v | Create Hecurin%w!Enties for

How to batch and process all records in agroup

Click on the down arrow key and select the Groups/filter you want to create
transactions for.

ACH Universal © 2019 Treasury Software




ACH Universal

o Modify Recurring Payments

This form enables you to create recurring transactions for your customers, employees and vendors with profiles.
1. Update amounts for this session as needed

2. Select the profiles to process
3. When done, select a date and ‘Create’

& Click on the filter in Group and select the groups/filter

Internal Name Internal ID # Group Debit Amount (Collect) Credit Amount (Pay) a
7 &

American Express 73529 Clear Filte

Ewyast Vileoe . Text Filters »

Ben Schenck S0272 2nd of montl

Benjamin Franklin 6142 1st of month ' [=] (Al

Evelyn Glasser GD197 2nd of montl [ ](Blanks)

George Bush B1027 1st of month [¥] 15t of month

Joe Worker [[]2nd of month

John Rolfe 8404 []3rd of month

Lets Stop N Shop 4284

Office Depot 8222

Dffice Park Holdings 38533

Sam Houston 9529 1st of month

Sam Sherl F0525 1st of month

hlliam Shatner S1245 rd of rr-onﬂ1l oK Cancel v

Create Recurring Entries

|Select an Effective Date v | Create Recurring Enties for
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This form enables you to create recurring fransactions for your customers, employees and vendors with profiles.
1. Update amounts for this session as needed

2. Select the profiles to process
3. When done, select a date and ‘Create’

&

Internal Name Internal 1D & Group Debit Amount (Collect) Credit Amount (Pay)

B 1st of month
Benjamin Franklin 1st of month
George Bush st of month
Sam Houston 1st of month
Sam Sherl 1st of month

Only the '1st of month' transactions will be shown.

1. Select the records
2. Confirm the payment dates and click to create.

Create Recurring Entries

A confirmation window will display telling you the number of transactions that
will recur and the total amount to process. Click OK.

ACH Universal © 2019 Treasury Software



ACH Universal

You are about to create 4 transaction(s) totaling $1,250.00 with an effective date
of 7/30/2014,

These records can be reviewed in the Untransmitted Records report before being
transmitted. After your review, create an ACH file in your usual process.

Click OK to continue or Cancel to exit

An additional pop-up window will show and click OK.

You have created 4 transaction(s).

Create an ACH file in your usual process.

Finally go to the home page of Treasury Software under your account and click
on the Create ACH File icon.
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FILE HOME

ﬁ E”\ !o‘ x -r;—,_—l : [:') ﬁ ”= ES Delete Records

[& Delete Entire Import
Home Backto Quick ACH File Import Add a Untransmitted Go To Create All
aba B
Welcome Start Setup Transactions * Record + Records ACH File Page Reports ) Create Reversals
lavigation petting Started Common Activities

Sample: Press the 'Create ACH File’ bution below to create and transmit the
file. You may review the records and/or modify the settings below.

A transmission method has not been selected. Please transmit the file
manually.

Your transmission file can be found (after pressing the button below) at -
C\Users\Public\Treasury Software\To Bank\sample_account_transmit.txt

Create an ACH file as
you normally would.

Setting up Groups

When you're editing the Customer, Employee or Vendor record, you can enter
the Group in the lower left corner.
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144

3 Add/Edit Customers, Employees and Vendors (Sally Smith) - O

General l
Seﬂingsl Advanced | Addenda Records - Child Support, Invoices and Tax Payments (TXP)  Recuring Transactions ] CTX ]

Recuring Transactions
MNeed to collect or pay a recurting amaount to this party? 1f s0, use this screen to setup the payment.

To pay/collect:

1. Rur the "All profiles’ (or any profile] report,

2. Select the profile(z]) that you want to pay/collect.

-Tip: Filter/zart on the ‘Group' repart columi to quickly find the records.
3. From the Reparts menw, select ‘actions’ = ‘Hecurming paymet’

Groups [optional)

Uee groups to organize your payments and collections.

Far example. do you pay some items an the 1at of the month, but others on the 15th?

IF 30, create pour own groupsd help wou quickly filker the payments inany profile repart.

Paprment 1 Pavment 2
$500.00 Recuring amaunt $0.00 Recurring amount
+ ‘Dehit - Collect funds - Customers " Debit - Collect funds - Customers
" Credit - Pay funds - Vendors, Empleyees % Credi - Pay funds - Yendors, Employees
1st af Manth | View groups [#1 | View qroups (42
Tip: Tocreate a new group, simply bpe it in. Tip: Tocreate a new group, simply pe it in.

Save Cancel

Tip: Refresh if you don't see the Group name

Click Save when you're done.

Addenda Records (CCD+, PPD+)
Addenda Records

We help you create:

--Tax payments in the TXP10 format, and in any format
Includes Federal, State and local taxes such as cigarette, liquor, lottery and
excise taxes.

TXP*651122334*94105*120901*1*300000*2*104400*3*430000*34

35\ (941 Federal Payroll)
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TXP*651122334*0108M*120901*1*T*23900******YQURCO*120901*
3435\ (State Excise Tax)

--Child support in DED/CS formats
DED*CS*FD146*110204*54789*6576562134*N*DOE, JOHN*28001\
(State child support)

--Private sector (vendor) payments in RMR, or any format
RMR*IV*8045551212**34563\ (Telecommunications payment)
656876532*34563\ (Simple account number with payment)

How to create an Addenda Record

1. If you already created the field, simply import the addenda information
with your data

Wt ACH Transaction Column Mapping ﬂ

Thiz screen lets you select each colurmn and decide: Select a Mapping Template
-t zkip the column, and do not import (red) -

-import the column and aszign it to a field [green). |'6'I:H Transactions ﬂ
You do NOT need to map every field

[ =zave as default

Ta collect funds [from customers] - use positive amounts

To pay funds [vendors, employees] - uze negative amounts
To flip' the sighs of the amount, uze ‘Amount_Reverse_Sign',
rather than ‘Amount’.

Only map the columnz you need to import [click the column to select).
J £- Show all field selections

_ Bank_éccount_N | 8B4 _Routing_Nu | ACH_Text_adden
Field 1 Field 2 Field 3 Field 4 Field 5 Field &

Aot Wendar Codes/Desc | Subledger Azcount &84SR outing

47,251,652 Around the Hom | AP 130009783 248238184 RrRM=34425345" 1]

6,637 B1 Berglunds snabbki AP 223795428 730888330 705555

Kl | ~l

|°EFI|HEI|:|| Help | Cancel | | Mest » |

2. 1f you don't have the data, ACH Universal can create the addenda
record for you.
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In all profiles (i.e., Vendor and Government Agencies), you can enter the layout
of the specified format (below).

See Tax Payments (TXP) for detailed information on TXP and Vendor
payments.

03 Add/Edit Customers, Employees and Vendors (Benjamin Franklin) = B

General l
Settings ] Advanced Addenda Records - Child Support, Invoices and Tax Payments [T=P) l Recurring Transactions ] CTX l
Create an addenda record [a.k.a. 7 record)
Enter the addenda format below for invoices, tax payments [T<P], child support or any other format.
Ingert tags [ie. [Amount]] for ikems that will change. Detailed tag info in the Advanced tab below.

Enter addenda text. Use tags for

[+ On/0f Create an addenda record uzing the farmat below: .
transaction amounts etc.

|T><P*851 222345F TAMOUNT]
Example: THP*lones*[Amount]s

Basic: Invoices l Child Support ] Tax F‘ayments] & Record Names (Subst'rtutiun}]

Simply enter the text as you want it to appear. Uze tags such as [Amount] and [0 ate_Transaction] for variables.

An erample:
To produce: T=P*)ones*30000%
Enter above: TP ones*[Amount]s

Tag tips:

- wour tax payer 1D or account numbers do not change. simply type them in - & variable is not needed,
--The tag names are not caze sensitive, although you do need to include the brackets,

- complete list of tags iz in the nest tab [Advanced).

Save ‘ Cancel

3. Need to create a CTX file with multiple addenda records?

See CTX on how to create EDI in an 820 transaction set using our embedded
EDI engine.

1.4.5 Reversals

Reversals

A reversal is used to correct an erroneous transmission. Per NACHA rules, the
exact amount of the erroneous transaction must be reversed. A second
transaction must then be originated for the correct amount.
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Important

Reverse the entire original transaction and resubmit the correct transaction. Do
not reverse an amount to make the 'net' correct.

|. Creating areversal - the easy method

From the Home tab select Create Reversals.

Select the records, and then from the Reports sub-menu Actions > Reverse.

Actions  View Export  Reversals f— Sfep 2
AT %= XA 3890

[All Records x| [Last Morth x| From: 01282013 [=] Te:
Drag a column header here to group by that column
Date ¥ Amount % Name ¥ ID_Mumber % Import Number % SEC_Code ¥ Transmission_Log % ABA Routing_ Mumber X Account(Lastd) X
i
022772013 -53,088.33 Franchi S.p.A 100 PFD 102 885588080 0012
022772013 sTteSS]?BB.BB Folk och fa HB 100 FFD 102 242304881 5303
(22228 -52,873.06 \Wartian Herkku 100 FFD 102 HE7300542 8330

-$3,374 54 La maison dAsie

022772013 -58,05755 Familia Arquibal. 100 “PPD 02 730873395 0609

Il. Creating areversal manually - for entries not originated in ACH
Universal

Only use this method if the original entry was not made from ACH Universal.
If the original entry was made in ACH Universal, use the 'Easy Method' above.
It much less error prone.

1. From the Home Page, select 'Add a Record' to display the Add a Record
screen.

2. Fill out the screen exactly as the original entry has it, except for the
debit/credit selection and date.

Enter the opposite debit/credit type as the original transaction. If the erroneous
transaction was submitted as a debit, you must create the reversal as a credit
and vice-versa.

The date will be the new transaction date (not the original entry).
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& New Record = =
If the original ACH was made in ACH Universal, do not use this method.
This form was designed to add an ACH transaction that you did nat already impaort.
P A list of all trangactions entered in this manner can be found in ‘Reports’, M anual Additions'.
Application Date Drebit/Credit Paprnent
| PPD - Personal _v|3/28/2015 v |DR: Collect funds - Customers
Select either --an exizting Customer, Employes or Wendar; --or enter new information
v IBeniamin Franklin j Ag}:l gml‘rgasl a
Account # | Routing/ABA #|  Intemnal Mame Internal 1D Account Type | Emall address | Addenda Record sgen?étk(ecﬁ)a
735633102 | 443006810 Benjamin Franklir |6142 Checking - !
L] | | | | J | | debit (DR)
Click to
Reversal offe make it a oK | Catcel |
reversal

3. Click the 'Reversal’ link at the bottom of the page. This will display the
check-box below. Leave the check-box ‘checked', and click 'OK' to save the
transaction.

Reverzal - Checking the box will only enter the word 'REVERSAL' on the batch description.
Ewample: If your oniginal entry was a debit, vou should now enter a credit [and vice werza).

[v

lIl. Import afile

If you want to import, prepare an import file as you would normally do, however,
reverse the amount sign. If you originally had positive amounts, use negative
amounts (yes, you may remap using Amount_Reverse_Sign).

In the 'Select a file' screen, in the lower left corner, there will be a check-box
titled 'Reversal’. Check this box.

The only function of this check-box is to enter the word 'REVERSAL' in the
appropriate location within the ACH file.

Remember: You must reverse the sign of the transaction yourself in this option.

Notes:
--You may edit a reversing transaction prior to transmission, just as you would
any other transaction, however, you may not change the status of a transaction

from reversing to regular or vice versa.

--The reversal process simply creates a transaction. Follow your normal
procedures for creating and transmitting an ACH file.
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--Treasury Software does not warrant the viability of any return that you create
as to whether it is within the acceptable date range or other conditions set by
NACHA.

1.4.6 Transmission Methods

Transmission Methods

There are six choices available as transmission methods. See Changing File
Transmission Method to learn how to change methods.

The method you use is based primarily on how your bank requires the file to be

transmitted and, secondarily, on your company's policies regarding electronic
fund transfers.
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i Transmission Options

Transmission Method ]FrP] FTP Advanced | Dynamic Naming | E-mail| Local Fie | «[»

Select transmizzion method

" Mone - The file will be created but not transmitted.
(" FTP and SSL-FTP [FTPS] Meed certificates? Use S5H below.

~ ) ) .
SSH-FTP [SFTF] - Secured ugzing SSH2 SEH Catings

"W'el:u pload - After file creation, the spstem will open your |nternet
tbrowzer. 'ou will then perform vour upload routine.

|http.a".-"www.treasur_l,lsnftware.u:u:-m.-"an_l,ltu:-wn.html

¢~ Email - After file creation. the spstem will attach the file to
an email.

Other - Command line interface [shell] to anather software package
such as |pawitch's WS_FTP

r S55H. OpenPGF and 551 with cerdificates with "WS_FTP integration
[zee tab "SSH, DpenPGP, S50 with certificates’ for zetup]

|f not integrating with \WS_FTP, enter the command line below:

| Test

Cloze | Help |

Methods

None The ACH file will be created and archived, but it will not be
transmitted. You must transmit the file to the bank manually.

FTP After creation, ACH Universal will transmit the file to the FTP server
you specify. This should be your bank's FTP server. Contact your
bank for information on their requirements.

SSH- After creation, your file is created and Treasury Software can
FTP automatically transmit your file via SSH to your bank.
Web After creation, your default Internet browser will be started to a

Upload specified web page that corresponds to your bank's upload portal.
Upload the created file.
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Email ACH Universal will email the created file as an attachment to the
email addresses specified. This method is not recommended as it is
unsecured.

Other For backward compatibility only. Used to transmit the file using
modem commands.

By default, ACH Universal will use Web Upload and load a generic page on the
Treasury Software website, reminding you to upload the file in your bank's
website. See Changing File Transmission Method to set up the transmission
method as required by your bank.

1.4.7 Email notification - file level

Email Notification - File Level

Follow the steps below to enable email notifications of all ACH file
transmissions to other personnel in your organization. If you wish to set up
notifications for your customers, employees, or vendors, see Notifying
Customers, Employees, and Vendors.

Note: You may need to configure your firewall to allow email to be sent through
TreasurySoftware_email.exe. Contact your system administrator regarding this
issue.

From the Home tab select Email > Email Setup. The necessary information
can be obtained through your mail client (for example, Outlook) or by contacting
your system administrator. Information in the Email tab lists addresses to
receive the created ACH file. Information in the Notification tab lists addresses
who should receive notification of a transmission, but not a copy of the actual
file.

Advanced Setup (not using Outlook integration)

Select the Email tab. You will see below.
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& Email Setup
Seftings
Basic
Tar [Individually addressed Autoratically filled in by ACH Urniversal
Subject: | Enter a subject line. Example 'Tranzaction from ABC Corp.'

Additional email addrezzes [optional]. If more than one address, separate with a comma

CLC: | Carbon Copy yourzelf ar an ‘archive' account. Ophional.

BCC: | Blind Carbon Copy vourself or an ‘archive' account. Optional.

If more than one addresz, separate with a zemicolon,

From - 'our name and email address

From Email: | doet®tabooomp.com’ as an example [your email address)
From Mame; | ‘Byecounting - ABC Corp.' ag an example [dizplayed name)
Screen 3of 7

Help | Cancel ‘ ¢ Back

In the To: and CC: fields, enter the email addresses of your organization's
personnel you wish to receive notifications. Enter your email address into the
From: field. To send a notification to yourself, leave the check-box enabled.

Enter a suitable subject to use for all notifications in the Subject field. The
transmitted file will be given the name in the New File Name textbox. Enter a
file name you wish to use.

In Mail Server, enter your company's email server. For example,
smtp.mailserver.com

Click the Email Advanced tab to display the the advanced mail server settings
screen (Figure 2 below).
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Iz this screen when pour outgoing [SMTF] emall server requires authentication

[ My outgoing [SMTP) server requires authentication

SMTF Server [Qutbound) Information
i Idzer Mame: |

Paszward: |

Log onto incoming [POF] mail server befare ransmitting

POP Server |

~ Idzer Mame: |

Paszward: |

Fort Humber [SMTF] |25|

Mate: If you are testing - chck 'Cloge’ prior to returning to the 'e-mail' or ‘notification’ page.

Figure 2 - Email Advanced tab
Enter the appropriate settings into the fields above.

When finished, return to the Email tab and click the Test link. This will generate
a test email using the entered settings. If entered correctly, a test email will be
sent to the email address listed in the To: field. If entered incorrectly, you will
be alerted to a problem in the transmission. Please ensure all settings are
correct as notifications will be not usable.

Click Close to complete notification setup. These settings will now be used to
notify the listed personnel of all file transmissions.

1.4.8 File encryption AES
File Encryption - AES 256

ACH has the capability to secure files with AES 256 encryption.

This feature:

--is compatible with WinZip. Therefore, your bank can decrypt using WinZip
(assuming you supply them with the password).

--can be used for any file, not just for ACH files. Feel free to secure any
communication file.
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To access this feature from the Settings tab > Encrypt ACH File.

5 Encrypt Files - =

Welcome - This window enables
== == == == you to encrypt and decrypt

— — 11— transmission files.

- — L]

Thiz feature enables you to encrept and decrypt filez in AES [Advanced
E nerpption Standard].

If wour bank uzes this secunty protocol, please uze the following tabs.
Mate: Thiz standard is compatible with *inip 9.0 and later.

Encrypting files - one-time setup

Click Encrypt files > Defaults to enter your default password. This is the
password that you will need to provide to your bank.

In addition, you may select an encryption strength. Unless contra-indicated, we
would recommend maximum (256)

Click Save.
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5 ncrypt Files = =

WEIcnmel Auto-encrypt transmigsion files Encrypt files l Decrypt ﬂlesl

Encrypt Defaults

Default zettingz [must zave before available for use)

-
:
:
:
:
:
"
-

<
1]
=

Paszward
[enter bwice] | xxxxxxx 1

BES Encyption level:
" wheak (128 bit] " Stong [192 bit) * b azimum [256 bit)

Save

Select a file from the browse button.
Leave the 'Use defaults' checked to apply your default password from the prior
screen.

Click Encrypt to process.
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5 Encrypt Files - =

Welcumel Auto-encrypt transmizsion files  Enciypt files l Decrypt ﬂles-]

Encrypt l Defaults ]
Select a file bo encippt \
|I::"-.L| sersyDesktophsample_account_transmit bt J
[v Usze defaults

Encrpt

ACH Universal leaves the original file (in this case a text file) untouched, and
creates a password encrypted zip file.

-~

Mame Type Size
|| sample_account_transmit.bd Text Document 1KE
@ sample_account_transmit.zip WinZip File 1 KB

Decrypting files - one-time setup
Most ACH Universal users will never use the decryption process, as this was

intended to be used by banks and anyone else receiving your files.
The good news is, if you do need to decrypt a file, you have the tools.
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5 Encrypt Files = =

WEIcnmel Auto-enc n=mission ﬂlesl Encrypt filee Decrpt files l

Decrypt Defaults

Default zettingz [must zave before available for uze)

Pazsword - Wiew
[enter bwice] PR
Folder to extract to: ||:;'-.j J

Save

Then, select a file to decrypt and select 'Decrypt'.

Encrypt Files - B

i
Welcome encrypt transmission ﬂl&sl Encrypt files Deciypt files l
DECT}'F't Defaults

Select a file to decipt
IC: J

Iv Use default password

Decrypt
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ACH Universal will leave the encrypted zip file untouched, and extract out the
file(s).

1.4.9

Consolidation/Summary of Records

Consolidation/Summary of Records

This feature enables you to import detailed information and summarize it for

payments, as well as email (if needed).

Your detailed data from your accounting system:

A B C D E F
1 Amount Vendor Acconnt ABA/Romting Invoice # Description
2 £7,251.52 Staples=s 130009783 248238184 #17709 NY Desks
3 £6,371.97 Staples 130009783 248238184 #17852 FL Desks
4 £9,238.62 Staples= 130009783 248238184 #18230 NY Supplies
b £2,314.37 Verizon 49909918281 549040602 $#58390 MY Monthly
6 £4,150.33 Verizon 99595918281 545040602 #59087 FL Monthly
T £539.06 Verizon 499918281 5489040602 #60084 NY Hew phones
8 £8,682.71 Verizon 49909918281 549040602 $#63720 FL Hew phones
0
Will be paid in summary as:
A B C D
1 Amount Vendor Account ABA/Routing
2 |822,862.11 5taples 130009783 248238184
3 £15,686.47 Verizon 959918281 549040602

4

In addition, if you are sending emails, we will send one consolidated email
with the check stub information as below:
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From = accounting@yourcompany.com
T T}
— To... ‘accnunﬁnq@smples.mm:
Send
Cc... ‘
Subject: “Jendnr payment - detailed information

We have scheduled $22,862.11 to be deposited into your account on 8/14,/2012,

Transaction details:
Amount Description

Check stub includes Amount,

57,251.52  #17709 NY - Desks Invoice # and Description
56,371.97 #17852 FL- Desks

59,238.62 #18230 NY - Supplies

Please confirm receipt of this deposit with your bank, as posting cut-off times are
bank dependent and the actual date of fund availability to you may vary.

To enable this feature:

From within the Settings tab > ACH Setup > Panel 7 > Advanced tab > General
tab. Finish the wizard to save your updates.
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&3 ACH Setup =

Offset records TXP, TEL, WEB | international | Banking Editon  Advanced | y

General | Legacy 1 l Legawzl Non-standard adjustments] Financial Institution G/L Records (40's)

[v Consolidate ACH Detall - PPD and CCD only. Do not use with encryption or addenda records.
(% |f emailing, includes Amount, Addenda, and 1D Mumber figlds
" If emailling, includes Amount, Addenda, and Email_Check_Stub fields

Recuring transactions - There are two recurring amount fields. The zecond iz not displayed by default.
' Dizplay 15t figld anly " Display 15t and 2nd fields

Settings - Dezcrptive Date

r Irport D ezcrptive Date [Batch header '5' recard, positions 64 - BY). Typically un-checked as the effective
iz gimply uzed as the descriptive date. Mate: The descriptive date iz alphanumeric, not a date field.

Prepare account [click to check)

[v File ID Modifier [File Header, position 34 - Check box ta start alpha (4, leave unchecked to start numenic ['0Y)

screen 7 of 7 Help Cancel < Back | | Eirish

How it works:
1. Import and manually add records.
When importing, remember to import your remittance information mapped as

the ID_Number and ACH_Text_Addenda fields (although you do not need to
use both fields).

unt_Feverse Mame Bark_Account_M | ABA_Routing_Mu - [D_Number ACH_Text_Addenda
Field 1 Field 2 Field 3 Field 4 | Field 5 Field & [
Aot Wendor Arccount ABAFouting | [rvoice # Drezcription
$7.251.652 Staples 1300057383 243238184 | 17709 MY - Desks
$6.371.97 Staples 130009783 248238184 | H17852 FL - Desks
$3.238.62 Staples 1300037383 2487238184 | H18230 MY - Supplies
2,437 Werizon 93331823 543040802 | #55390 MY - Monthly
1 ] < -
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2. After you import/add records (Step #1), but before you create the ACH
files (Step #3),
the system will display the records as detailed.

If you run reports, you will see the detail as usual.

If you were to send emails (prior to step #3 below), an email would be created
for each individual transaction. Therefore, using the example on this page -
Staples would receive 3 emails and Verizon would receive 4.

3. Create the ACH File ****|tis at this point that the records are
consolidated****

During the ACH file creation process, the system will create summary records
by grouping the untransmitted records based on the banking information (ABA
and Account number) of each record, as well as all batching rules (payment
date, etc.).

The newly-created summary records will contain the check stub information
from the detailed records. This will include data from the following fields:
--Amount

--ID Number

--ACH_Text_Addenda

If you were to send emails at this time, a summary email would be sent. Using
the example on this page, Staples and Verizon would each receive one email
showing the check stub information.

You can run reports, such as the Transmittal Log report, and view either
detailed or consolidated information.

Notes:

--ACH Universal Corporate or Processor edition is required for
Consolidation/Summary of Records

--Use with SEC codes of PPD and CCD only

--Turn off ACH Universal encryption

--Not for use with QuickBooks, as ACH Universal already has a check stub
feature within the QuickBooks Integration module.

--The ACH file contains the payment summary amount, but not does not contain
the remittance (check stub) information, as the ACH/NACHA file does not have
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any fields to accommodate it. The remittance (check stub) information is
included by default in the check stub information of the email. If you are using a
third party report writer and our SQL Server platform, this information is also
available in the '"Memo-Field'.

1.4.10 Security / Login record
Security (Login) Records

Several large banks, such as JP Morgan Chase and Wells Fargo, require an
additional security record within the ACH file.

Your login record may look like:
$$ADD ID=ABCDEFGH BID="COMPANY ARP INPUT FILE'

To enter your security record, select from the main menu:
Select the Settings tab > Transmission Options > Local File.

Enter the information in the field as below, and then click 'Close".
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Crynamic Namingl E-mail Local File l Firewalll EmaiITextl Advanu:ed.l'Legac'_.r] A r

i Transmission Options

General l Authentication File l

Transmizsion File Location

||:: YU zershPublichTreazuny SoftwarehT o Bankhsample_account_transmit b J

Default File Mame, include extenzsion [pre-zet in 'Sample’ account]

Maote: All izzue files are archived and can be found at
C:\Uzers\PublichT reazurye Softwarearchive

Lasgt Line of Transmizzion File

[ Add an extra CRLF [Carmiage Return / Line Feed) after the last line of the file.

Login record - 1zt line of file [precedes ACH formatted lines] - rare

|$3400 ID=ABCDEFGH BID="COMPANY &RP INPUT FILE'

Lagt line of file - [follows all ACH formatted lines] - very, very rare

Cloze | Help |

First record in file. This record is before the ACH file header ('1')
ESADD ID-ABCDEFGH BID='COMPANY ARP INPUT FILE |

101 202881066 13000978310001315153094101BANK. OF ANY TOWN YOUR COMPANY
5220YOUR COMPANY 1657777777 PPDAUTOPAY 100914100914
622248238184130009783 0000725152 AROUND THE HORN
632730888330823795428 0000663761 BERGLUNDS SNABEBKOP
622780873395657 340609 0000095319 FAMILIA ARQUIBALDO
622860847885362060253 0000703654 SANTE GOURMET
622722887 268973059050 0000555986 SEVEN SEAS IMPORTS
62254904060299991 8281 0000231437 BOTTOM-DOLLAR MARKETS

1411 General Ledger and Loan Records

General Ledger and Loan Records
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This is for users who need to create Financial Institution General Ledger
records with a transaction code of 41 - 49, and Loan Account records with
transaction codes of 51 - 56.

Note: These codes are typically used internally within financial institutions and
their processing partners, and should not be used unless specifically
requested.

Just as there are multiple ways to import and manually add transactions into
ACH Universal, there are just as many ways to indicate their Transaction Code.
The methods below are not mutually exclusive and you can use any one or
combination of methods.

You may create transactions with:
-Manual Addition

-Profile Storage

-Importing

-QuickBooks Integration

-Recurring and Quick Pay transactions
-Importing Profile Information

Manual addition

If you want to manually enter in a record, from within the Home tab select 'Add
a Record'.

By selecting from the drop down list, the system will auto-select between 42/47

and 52/55. If you wish another code in the 40 or 50 series, you may key it in
directly into the drop down list.
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0 MNew Record

This form was designed to add an ACH transaction that you did nat already impaort.

= fts A list of all trangactions entered in this manner can be found in ‘Reports’, M anual Additions'.
Application Date Drebit/Credit Paprnent
| PPD - Personal v|3/28/2015 | CR: Pay funds - Direst Deposit, Venc v | $1.00
Select either --an exizting Customer, Employes or Wendar; --or enter new information
. IBeniamin Franklin j
Account # | Routing/ABA #|  Intemnal Mame Internal 1D Account Type | Emall address | Addenda Record
¢ |735633102 |443006810  [Benjamin Frankir|5142 |
[T
Loan [52/55
Beversal QK | Cancel

Profile Storage

If you are using Profiles, you may enter the G/L or Loan category from the drop
down list. The system will auto-select between 42/47 and 52/55 for debits vs.
credits.

03 Add/Edit Customers, Employees and Vendors (Benjamin Franklin}

Gieeeal |
Setings | advanced | Asgends Records - Chit Support, voices and Tax Payments (TXP) | Recurrng Transactons | CT |

Lismd to erbes irfoimnation about pous Custhormess, Emplopess Verdon: and Govesnimendal
Bgenciat [argpors you bansher bo/rem]

IF yous s wsrg 107 rather than Hame' as & okoup - swatch the ursgue/pomany held option

n ACH Setup,
Reqed
Example D ecription
Mo Eergaran Frankin  “John Dos’ Harme of mdeadual o entily. Recosd B positions 55 - 76, max. length 22
Topically the vendor of employes number [do not uee social security #'s) by which
1D Mumber 6142 Erp D T e aniky e known'ta you company. Aecond E: pastions #0 - 54, max. length 15
Accound | 02 A0 EEAN Mobe: Olrdy the |agt 4 digis vl be displayed alter “Save’; erder leading peos: f on

ABAFiouting # | 443006500 TE3000047

ideitmrial Indosmaton [uss &5 needad)

Tiransacton code: " Fach e
[nchudirsg G/L ard Loans] Ehecking

]

Liossn [F255)

thes MICF . Rlecond B positions 13 - 23, mae. length 17
9 dhget nouting number, Recoed B: positions 4 - 12, length 3

- Standarel Ertry Class  [PPD - Persanal ]|

Save Cancel

ACH Universal

© 2019 Treasury Software




ACH Universal

Importing

Map the field containing your two digit transaction codes as
'ACH_Transaction_Code'.

Note: Remember that your Amount field should be positive amounts, as the
sign designated by the Transaction Code will determine whether it is a debit or

credit.
) [§ ACH Transaction Column Mapping ﬂ
Thiz zcreen lets vou zelect each column and decide: Select a Mapping Template
--to gkip the column, and do nat import [red] . -
-impaort the colurmn and azsign it to a figld [green). |'&'I:H Transactions J

“ou do HOT need to map every field [ zave as default
To collect fundsz [from customers] - uze pogitive amounts

To pay funds [vendars, employees] - use negative amounts

To 'tip' the zigns of the amount, uze ‘Amount_Reverse_Sigr',

rather than ‘Amount’,

Only map the columng pou need o import [click the column o zelect],

v | <= Show all figld selections

MHame ACH_Tranzaction_

Field 1 Field 2 Field 3 Field 4
Arnount Wendor Code/Des| BREEEET IR 2 bocount ARAS
47,251,652 Around the Hom | 2 0009723 2482
16,637 61 Berglunds snabblk | [ p237ah42a Fa0a
-$953.13 Farnilia Arquibaldo) (5 B 340609 Fa0g
4703664 Santé Gourmet 47 E2060253 8E0e.

I'l?"'ll'“:ﬂi'll:l'i ranialyl

C CCh | PR o Y [
[« |

|°Ehl| Help | Help | Cancel Mest »

=i

QuickBooks Integration

From within QuickBooks, navigate to the Vendor, Employee or Customer
Profile that you want to to be General Ledger (40 series) or Loan (50 series).
In the CHK/SAV field, enter in either a 40 or 50. The system will auto-select
between 42/47 and 52/55 for debits vs. credits.
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enoor naue | Bayshore Walter
ARENT BALANCE 3.00 How go | adpust the cument balance?
Apdress Info CUSTOM FIELDS
Utility -

Bayment Settings -,

Tax Settings 333333333
DB1000045

Account Sellings S—

Additional Info Enter 40 or 50

Define Fields

Vendor is inactive “ Cancel Hiripe

Recurring and Quick Pay transactions

As ACH Universal pulls the underlying banking information from the Profile,
these transactions will be compatible for 40 series and 50 series transactions

as well.

LGS

FILE HOME SAMPLES PROFILES VIEW SETTINGS QUICKBOOKS HELP

|- O Quick Pay gﬁ W__?I! ﬁii I—_E w__?l__ ﬁgi

v Recurring

View/  Add Import View/ Add Import
" Pre-Motes Edit = - - Edit
Create Profile Based Transactions Customers, Employees and Vendors Government Agencies (CCD-TXP)

Importing Profile Information
When you are importing Profiles, you can specify the Profile type:

Type Allowable values (not case sensitive)
Checking c, chk, checking, checkings, O
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Savings S, sav, saving, savings, 1
General ledger  genledger, gl, g/l, g, 40
Loan loan, loans, | (letter L), 50
%r ACH Column Mapping ﬁ
Thiz zoreen letz you select each column and decide: Select a Mapping Template
-t zkip the column, and do nat impart [red)
-import the column and aszign it to a field [green). TS C FD j
You do MOT need bo map every field [~ zave az default

To collect funds [from customers] - uge positive amounts

To pay funds [vendarz, employees] - use negative amounts
To flip' the zignz of the amount, uze Amount_FReverse_Sign',
rather than ‘Amount’.

Only map the columng you need to import [click the column to select].

Checking_or_Savings

ABA Fouting_Mu |ACH_Email_Addre ID_Murnber

Field &

Field 3 Field 4 Figld 5
4B, Email Wendor Mumber
156530466 amtiE@tagueria. com | 2982
248238184 johniEiath. et G448 a0
{a0388330 mzmithigyahon, ool | 7621 Genledger
469454569 gjonesi@att net 4393 Loan
_Ii |. i ......____]_. _ .-
|°Elﬂ| Help| Help | Cancel | Mext >

1.4.12 Separate Batches DR vs. CR

Separate Batches DR vs. CR

ACH Universal handles batching in accordance with all NACHA requirements.

In addition, some banks have some additional requirements, and that is the
separation of Debits from Credits in their batches.

To separate out debits and credits, simply enable the feature within ACH Setup
(Settings tab > ACH Setup).
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Upon starting ACH Setup, proceed to screen 5, enable the feature and
complete the wizard.

B3 ACH Setup — O x
Preferences
Dezcription on wour recipient's bank statement. & simple entry such as: Dues, Pagroll, ePay will
suffice. [Compary Entry Description, 10 characters max, record 5, positions 54 - 63) AutoPay
Compaty Dizcretionan D ata [not dizplayed on recipient's statement). B atch Header [record "5,

pogitionz 21 - 40]

Default effective date. Only used if a date iz not included in the imported file. Default iz set ta the

nest available banking day, which if the data iz imported on Saturday or Sunday, is calculated from |Mext day -
the mosgt recent banking day [Friday).

Mates: Same Day ACH
--Haolidays are not taken into account.

--The effective date provides the default value for the descriptive date.

-lf'Same Day' iz zelected, the current date will be the default date [includes: weekends]

-|lnzhude dates in your impart file for masimum contral.

Digcretionary D ata (ot displayed on recipient's statement). Tranzaction recordz ['6', pozitions 77 - li
78] Rarely used, except in Canadian oniginations [ingert either LS or CA).

[v ‘Create separate batches for debits and credits [appends Company Entry Description above with a 'D’ or 'C'F
Azzign batches different Company 10's based on SEC and Debit / Credit

Screen b af ¥

Help Cancel ¢ Back | Mext » |

Notes:

--The separation of Debits and Credits is inherently contra-indicated with the
use of balanced records, as a balanced batch will always create an offset
debit/credit record.

--Pre-notification ($0.00) entries are not covered by this feature. Therefore
simply process pre-notes separately to create separate batches.

1.4.13 SSH-SFTP

Use SSH-SFTP to automatically transmit a file to your bank.
Here's how to set it up.

What is SSH (Secure Shell)?
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File Transfer Protocol (FTP) enables the automated transmission of a file over
the Internet. However, FTP by itself offers no encryption.

By adding SSH, we encrypt the tunnel between the two computers, making it a
secure transmission.

Next steps:

1. Create your Public and Private keys (if you don't have any).

2. Exchange Public keys with your bank: You will send them your Public key.
They will send you their Public key.

3. Complete the SSH setup in Treasury Software.

All SSH functions, including key creation and setup - can be accessed from

Settings > Transmission Options > Transmission Method > SSH Settings (see
below).

HOME  SAMPLES Lp
(" {3 Encrypt Database \? f /ﬁ/"'dadif Info :.,q = ~5 | [& Import, System
b = ’ 4 o ®

rprd =1

PROFILES SETTINGS QUICKBOO

ZZ Encrypt ACH File B Offset Record | L@ Maintenance
Access CH File Transmission Migrate to SQL Migrate to Remote  Citnix
Control (=] Change Password Setup Options ~ 2 File Location Express, SOL Server Desktop, Citrix Maint m Archive/Restore
Sec ACH File Setting? LQ Transmission Options B
Sample T d]| FP | FTP Advanced | Dynamic Naming | E-mai | LocalFie | «[»

" FTP and S5L-FTP [FTPS) Need certificates?

v 5 3
SSH-FTP [SFTF) - Secured using SSH2 SSH Settings
¢~ Web Upload - After file creation, the system will open your internet
browser. You will then perform yowr upload routine.

| http: /v, teasurysoftware. com/angtown, himl

2

Import Transactions Ad ¢~ Emai - After fle creation, the system will altach the file to
an email

Other - Command line interface (shell) to another software package
such as Ipswitch's WS_FTP

r SSH. DpenPGP and SSL with certificates with WS_FTP integration
(32 tab "SSH, OpenPGP, SSL with certificates’ for setup)

IF niot integrating with WS_FTP, enter the command line below:
I Test

Go To Create ACH File Page

Close Help
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While our SSH file transmission tool enables you to work with the majority of
banks, we cannot guarantee compatibility with every bank. If your bank has
unique requirements, we recommend using an FTP client, such as Ipswitch's
WS FTP.

Note: SSH requires either a Corporate or Processor level ACH Universal
license.

1.4.13.1 Create SSH Keys

SSH Public and Private Key creation

If you do not have keys, please follow the instructions on this page to create
keys.
If you already have keys, skip this page.

Key Creation with PuTTY
While there are many key creation tools, the most common is PuUTTY.

For your convenience, a copy of the PUTTY generation tool has been included
with Treasury Software.

Notes:

--If you installed prior to build 347, download from
http://www.treasurysoftware.com/setup/puttygen.exe

--The example below illustrates the use of PUTTY, but you may use any tool you
wish.

To access the copy of PUTTY already on your computer, click Settings >
Transmission Options > Transmission Method > SSH Settings (see below).
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=)
-]
aAl
m
(h]

% £} Encrypt Database \} f ‘/ﬁ/}—-eader Info :.’. ~% | [® Import, System
D == Y4 % () : Kovey

ZE Encrypt ACH File #5 Offset Record L& Maintenance

SETTINGS QUICKBOOKS HELP

Access ) ACH File Transmission Migrate to SQL Migrate to Remote  Citnix )
Control E=] Change Password Setup Options ~J 2 File Location Express, SQL Server Desktop, Citrix Maint m Archive/Restore i
Secunity ACH File Setting®
Sample
\ " FTP and S5L-FTP [FTPS) Need certificates?
e & SSHFTP (SFTP) - Secured using SSH2
i l ¢ Web Upload - After file creation, the system will open your intemet
browzer. ou will then perform your upload routine.
| http: /v, teasurysoftware, com/angtown, himl
Import Transactions A o~ Emal - After fle creation, the system will altach the file to

an email
Other - Command line interface (shell) to another software package
such as Ipswitch's WS_FTP

r SSH. DpenPGP and SSL with certificates with WS_FTP integration
[see tab "SSH, OpenPGP, 551 with certificates’ for setup)

If not integrating with WS_FTP, enter the command line below:
I Test

This will start the SSH Wizard

Click on "I need to generate a Private and Public key".
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Welcome to the SSH (SFTP) Wizard

Treasury Software can automatically transmit your file via S5H
(incorporates SSH2) to your bank - or any other destination you choose.

Prior to setting up S5H. you will need:

--1. Bank's Public key

=2 Your Private Key, and password if applicable

--3. The Bank needs o have received and processed your Public Key

| need to generate a Private and Public Key

Finish

This will now start PUTTY

Click on Generate.
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E PuTTY Key Generator X
File Key Conversions Help
Key
Mo key.
Actions
Generate a public/private key pair Generate
Load an existing private key file Load
Save the generated key Save public key Save private key
Parameters
Type of key to generate:
(® RSA (I DSA (JECDSA (JED25513 (C)S5H-1 (RSA8)
Mumber of bits in a generated key:

Follow the prompt to move the mouse.
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E PuTTY Key Generator X
File Key Conversions Help
Key

Flease generate some randomness by moving the mouse aver the blank arsa.

Scribble in here

\/ | \__..---'\\

Actions
Generate a public/private key pair (Generate
Load an existing private key file Load
Save the generated key Save public key Save private key
Parameters
Type of key to generate:

RSA D5A ECDSA ED25519 S55H-1 (R5A)
MNumber of bits in a generated key: 2043
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E PuTTY Key Generator X
File Key Conversiocns Help

Key
Public key for pasting into OpenS55H authaorzed_keys file:

ssh1sa ~
AAAABINzAC Tyc 2EAAAABIOAAACDEAG BN RISy Bx 0G| BluveFeld TFCUBNYVPodm KLeGP
MXHIJrc UGCnt Agvh ZiFG LcFyyv Bed Qb [Ya Ty TheGEwz Bt LUBv M 2s Rz R/ Fdgl
+0TRtgEPyedo TENLSrLyBEN Ld2miFQZrDMb Uba U 8in PaMX¥CZ2Hg XigdeqORACLAL
55 4hf 5P Ud LOw Ln Palimove Taw AcBf S 3QctVpliZ 7z20vezHLUgsG AvmMGh In93eG v

Key fingerprint : |55h-rsa 2048 78:5a:3d:27:.07-56:ad: 7c:11:0a:ee:daac:3dd3:0a |
Key comment: |rsa-ke'_.r-2'|]"l 70505 |
keypassomse: | Only enter passphrase it~ |
Corfim passphrase: | instructed by bank |
Actions

Generate a public/private key pair Generate

Load an existing private key file Load

Save the generated key Save public key Save private key
Parameters

Type of key to generate:
(® RSA (I DSA (JECDSA (JEDZ5513 (CJS5H-1 (RSA&)

Mumber of bits in a generated key:
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E PuTTY Key Generator >
File Key Conwersiocns Help

Key
Public key for pasting into OpenS55H authorzed_keys file:

ssh1sa ~
AAAABINzAC Tyc 2EAAAABIOAAACDEAGBN RISy Bx 0G| BluveFeld TFCUBNYVPodm KLeGP
MXHIJrc UGCnt Agvh ZiFG LcFyyv Bxd Qb [Ya Ty TheGEwz Bt LUBv M 2s Rz R/ Fdgl

+0TRtgE Pyedo TENLSrLyBEN Ld2miFQZrDMb Uba U8in PaMX¥CZ2Hg ¥igdeqORACLAL
55 4hfA5P Ud LOw Ln Palimove Taw AcBf S 3QctVpliZ 7z20vezHLUgsG AvmMGh In93eG v

Key fingerprint : |55h-rsa 2048 78:5a:3d:27:.07-56:ad: 7c:11:0a:ee:daac:3dd3:0a |
Key comment: |rsa-ke'_.r-2'|]"l 70505 |
Key passphrase: | |
Corfirm passphrase: | |
i Click and save with a PUB

Generate a public/private key pair exte ns | on Generate

Load an existing private key file Load

Save the generated key Save public key Save private key
Parameters

Type of key to generate:
(® RSA (I DSA (JECDSA (JEDZ5513 (C)S5H-1 (RSA&)

Mumber of bits in a generated key:
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E PuTTY Key Generator >
File Key Conversions Help

Key
Public key for pasting into OpenS55H authorzed_keys file:

sshsa ~
AAAABINzAC Tyc 2EAAAABIOAAACDEAG BN RISy Bx0G | BluveFeld TFCUBNYVPodm KLeGP
MXHIJrc UGCnt Agvh ZiFG LcFyyv Bxd Qb [Ya Ty TheGEwz Bt LIBv M 2s Rz R/ Fdgl

+0TRtqgE Pyedo TENLSrLyBEN Ld2miFQZrDMb Uba U8in PaMX¥CZ2Hg ¥igdeqORACLAL
55 4hfA5P Ud LOw Ln Palimove Taw AcBf S 3QctVpliZ 7z20vezHLUgsG AvmMGh In93eG v

Key fingerprint : |55h-rsa 2048 78:5a:3d:27:.07-56:ad:7c: 11 :0a:ee daac:3dd3:0a |
Key comment: |rsa-l':e:.r-2'|]'l 70505 |
Key passphrase: | |

|

Corfirm passphrase: |

Actions

Generate a public/private key pair Generate

Load an existing private key file Load

Save the generated key Save public key E Save private key ;
Parameters

Type of key to generate:
(® RSA (I DSA (JECDSA (JEDZ5513 (C)S5H-1 (RSA&)

Mumber of bits in a generated key:

PuTTYgen Warning

Areyou sure you want to save this key
! without a passphrase to protect it
I thout a passph to protect it?

If vou did not select a passphrase {very
common), click Yes.

Yes Mo
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N N
F PuTTY Key Generator ﬁ
File Key | Conversions | Help
Key (import key ) Select your PPK file. Note: There is
Public ke no promptafter you select it.
sshsa A Export OpenSSH key Z/c6ldrDB020AECHE .
+Fd4ghr Export ssh.com key
+HByzt - — F+2YnhNReguF PcAGrNebz Boyuw,/
TrdWuRiMENLs3W A MZE 7y lgPvdfimgRIGdkvG T SvdBD2e= rsakey-20130805
Key fingemprint : gshsa 1024 51:29:51:44:95:82:29:a39.76:07:4d: 7d:.d93:53: 765
Key comment : reaey-20130805
Key passphrase:
Corfirm passphrase:
Actions
Generate a public/private key pair [ Generate ]
Load an existing private key file [ Load ]
Save the generated key Save public key ] [ Save private key ]
Parameters
Type of key to generate:
(71 SSH-1{RSA) i@ S5H-2 RSA (71 55H-2 DSA
Mumber of bits in a generated key: 1024
i '
PuTTYgen Waming . 0 0 [-_J

Are you sure you want to save this key
l\ without a passphrase to protect it?

If you did not select a passphrase
(very common), click Yes.

e )% ]
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E PuTTY Key Generator >
File Key | Conversions | Help S@Ve With a PEM extension
Key
Public ke
ssh{sa
AAAABD Export OpenSSH key (force new file format)
MXHlJrc

Export ssh.com key

raGdhfho hin93eG v
Key fingerprint : |55h-rsa 2048 78:5a:3d:27:.07-56:ad: 7c: 11 :0a:ee daac:3dd3:0a |
Key comment: |rsa-l':e:.r-2'|]'l 70505 |
Key passphrase: | |
Corfirm passphrase: | |
Actions

Generate a public/private key pair Generate

Load an existing private key file Load

Save the generated key Save public key E Save private key ;
Parameters

Type of key to generate:

(®) RSA () DSA (O ECDSA (O ED25519 (C)55H-1 (RSA)
Mumber of bits in a generated key:

Congratulations.
Please backup your keys.

Send your PUB (public) key to your bank.
Save your PEM (private) key for use with Treasury Software.
Note: You will also need your bank's PUB (public) key to begin transmission.

While our SSH file transmission tool enables you to work with the majority of
banks, we cannot guarantee compatibility with every bank. If your bank has
unique requirements, we recommend using an FTP client, such as Ipswitch's
WS FTP.

Note: SSH requires either a Corporate or Processor level ACH Universal
license.
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1.4.13.2 SSH Setup

SSH Setup

This page will show you how to configure the SSH transmission.

Note: You will need your Private key and your Bank's Public key to complete
this setup.

To access SSH setup, click Settings > Transmission Options > Transmission
Method > SSH Settings (see below).

HOME  SAMPLES  PROFILES  VIEW | SETTINGS | QUICKBOOKS  HELP
% £} Encrypt Database \? f ‘/ﬁ/lr-eader Info :.‘. ~% | [® Import, System
' ’ | o 3 Py

ZZ Encrypt ACH File #b Offcet Record L Maintenance
A o e & =
Access ACH File Transmission

Migra:e to SQL I‘.iigrate to Remote  Citnx
Control =] Change Password Setup Options ~J& File Location

Express, SQL Server Maint m Archive/Restore i

Security ACH File Setting®

Sample

" FTP and SSL-FTP (FTPS) Need cerificates?

}
ie % SSH-FTP (SFTP) - Secured using SSH2

¢~ Web Upload - After file creation, the system will open your intemet
browser. You will then pesform yowr upload routine.

| htp: v, treasurysoftware. com/angtown, himl

Import Transactions ¢~ Email - After fle creation, the system will attach the file to
an email

Other - Cornmand line interface (shell) to another software package

T such as Ipswitch's WS_FTP

r SSH, DpenPGP and SSL with certificates with WS_FTP integration
[s2e tab "SSH, OpenPGP, SSL with certificates’ for setup)

If not integrating with WS_FTP, enter the command line below:
I Test
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This will start the SSH Wizard. Click Next.

oL

SSH (SFTP) Setup

Welcome to the SSH (SFTP) Wizard

Treasury Software can automatically transmit your file via SSH
(incorporates SSH2) to your bank - or any other destination you choose.

Prior to setting up S5H. you will need:

--1. Bank's Public key

--2. Your Private Kay, and password if applicable

--3. The Bank needs to have received and processed your Public Key

| need to generate a Private and Public Key

N

Cancel Back Mext > Finish

Enter your settings as needed.
You can click on 'Test Connection' to test your work.

Notes:

--If the User ID appears to be an email address, check with your bank.

For example if they send you jjones@yourbank.com they may only want you to
enter jjones as the User ID.

They may want you to leave off the bank domain name (i.e., yourbank.com).
--If your bank has specified a remote folder, type it in on '‘Remote Folder'--
otherwise leave blank.

When finished, click 'Finish'.
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Enter the settings as provided by your bank

Host Name or IP Address

User ID

Port Number (default 22)

Remote filename (only update if bank specified). |samp'e_a:co=.snt_t'ansmrt bd

Remote folder with leading slash . Leave blank if I

not specified Example: /dh38000 for folder dh38000

Key file information

Authentication Type: |Public key authentication (PEM)

Your Private key file (PEM or PFX): |C:\1D\CorrpmyPﬁva!eKw.P EM

Your Passphrase (leave blank if not used): I

Bank's Public key (PUB) JC\10\Bank PublicKey. PUB

—Test your connection

Test Connection

Cancel

Remote folder navigation (advanced)

Reminder - Don't forget to turn 'On' SSH - by selecting SSH.
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Transmission Method | FTP | FTP Advanced | Dynamic Naming | E-mai | LocaiFie | «|[»

Select transmizsion method

MNorne « The file will be created but not transmitted,

FTP and SSL-FTP [FTPS] Need certificates? Use SSH below.

| SSH-FTP [SFTP) - Secured using SSH2

SSH Settings
¢~ ‘Web Upload - After file creation, the system will open your intemet
browser., You will then perform pour upload routine.

[http_fHm_ueawyuaftwere.cnmfmw. bt

c Emglmjﬂa file creation, the system will attach the file to
an email.

¢~ Other - Command line interface [shell] to another software package
such as pswitch's WS_FTP

r SSH. DpenPGP and SSL with cerificates with WS_FTP integration
[see tab "'SSH. OpenPGP, SS5L with certificates’ for setup]

If not integrating with WS _FTP, enter the command line below:

| Test

While our SSH file transmission tool enables you to work with the majority of
banks, we cannot guarantee compatibility with every bank. If your bank has

unique requirements, we recommend using an FTP client, such as Ipswitch's
WS FTP.

Note: SSH requires either a Corporate or Processor level ACH Universal
license.

1.4.14 Tax Payments (TXP)
Tax (TXP) Payments and Addenda Records
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Paying taxes is easy. However, sending the remittance information, so you (or
your client) gets credit is the tricky part.

ACH Universal creates the Addenda records, also called the '7' or TXP record.
This is commonly referred to as a CCD+ transaction.

We help you create:

--Tax payments in the TXP10 format, and in any format

Includes Federal, State and local taxes such as cigarette, liquor, lottery and
excise taxes.
TXP*651122334*94105*120901*1*300000*2*104400*3*430000*34

35\ (941 Federal Payroll)
TXP*651122334*0108M*120901*1*T*23900******YQURCO*120901*
3435\ (State Excise Tax)

--Child support in DED/CS formats
DED*CS*FD146*110204*54789*6576562134*N*DOE, JOHN*28001\
(State child support)

--Private sector payments in RMR, or any format.

RMR*IV*8045551212**34563\ (Telecommunications payment)
656876532*%34563 (Simple account number with payment)

Please note that Addenda record creation requires either ACH Universal
Corporate or Processor edition.

1.4.14.1 Overview

Tax Payments (TXP) - Overview

1. Setup a Tax profile for each agency you want to pay.
Profiles tab > select Add.

Paying avendor? From the Profiles tab > select Add.
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FILE HOME SAMPLES PROFILES VIEW SETTINGS QUICKBO HELP
Quick Pay gj) p— = Ef
o s 3 == oo

G Recurring .
View/  Add View/ Add Import View/ Add Imr:crt
" Pre-Notes Editr - - Edit Edit
Create Profile Based Transactions Customers, Employees and Vendors Government Agencies (CCD-TXP) Multiple Crigination Accounts

Enter the payment information as you normally would.

Note: When adding a Government Agency, rather than a Vendor profile, ACH
Universal will auto-populate as CCD.

5 Add/Edit Governmental Agencies (TXP) = =

General ]

Settings l Advanced l Addenda Records - Child Support, Inveices and Tax Payments (TXP) l Recurring Transactions ] CTX l

Used to enter information about your Customers, Employees, Yendors and Gowvernmental

..
Agencies [anpone you transfer todfrarm)
O |F o are uging 10" rather than 'Wame' a3 a lookup - switch the unique/prirary fizld option

“ in ACH Setup.

Enter typical payment info

Required
Example Description
Mame State of Yirginia John Doe' tame of individual or entity. Becord B positions 55 - 76, max. length 22,
,7 q . Typically the wendor or employes number [do not use social security #'s] by which
1D Number VaDTZ34 Emp ID 55782 thiz entity iz known to your company. Becord E: pogitions 40 - 54, max. length 15,
Account # R5ER555555 006386421 Mote: Only the last 4 digits will be displayed after 'Save'; enter leading zeroes if on
the MICR line. Recard &: positions 13- 23, max. length 17.
4B4/Fouting #] 053000047 ‘0B300004 7 9 digit routing number. Record B: positions 4 - 12, length 9.
Additional Information [use as needed]
Tranzaction codes |Checking j Standard Entry Class |CCD - Corporate j

[including G/L and Loans)
Defaults to CCD (Will be CCD+ with addenda record)

Using the Legacy TP Tax Payments? Save ‘ Cancel |

Turn on and enter the addenda format.

This will be covered in great detail in the next few pages. Save your work when
complete.

© 2019 Treasury Software
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8 Add/Edit Governmental Agencies (TXP)

General ]

Settings l Advanced Addenda Records - Child Suppart, Ivoices and T ax Payments [TxP) l Recurring Transactions l CTX l

Create an addenda record [a.k.a. 7 record)

Enter the addenda format below for invoices, tas payments [TxP), child support or ang other format.

Inzert tags [ie. [Amount]] for items that will change. Detailed tag info in the Advanced tab below.

[¥ On/Off Create an addenda record uwb’
|TXP*551 122334 T+AMOUNTA

Example: T=P*Jones*[amount]’

Enter the addenda tag

Basic: [reeoices l Child Support l Tax Paym&nts] & Record Names (Subst'rtutiun}]

Sirmply enter the text az pou want it to appear. Use tags such as [Amount] and [Date_Transaction] for variables.

An example:
To produce: TxP=lones*30000%
Enter above: TP+ ones"[Amaount]’

Taq tips:
-If wour tax payer ID or account numbers do not change, simply type them in - & variable is not needed,

--The tag names are not caze sensitive, although you do need to include the brackets,
-4 complete list of tags is in the nest tab [Advanced).

Using the Legacy THP' Tax Payments? Save Cancel

2. How can | create transactions? There are several options.

a. Manually add a payment

Note: If you used tags for the tax period ending date or verification numbers,
these fields will be available to you here.

New Record = =

This form was designed to add an ACH transaction that you did not already import.

P & list of all tranzactions entered in this manner can be found in 'Reports’, 'Manual Additions'.
Application Date Drebit/Credit Paprnent
| PPD - Personal r|47/2015 v |Selest . -~ $0.00
Select either --an exigting Customer, Employee or Wendor; --or enter new information

o - — o

Dffice Park Haldings |38533 o me Intermal 1D Acco-unt Type | Email address | Addenda Record
' S am Fromer FO529 | | | Checking j |

Sam Houston 9529

Save-alot Markets 18

Smith, Harriz Empl: 9

Split Rail Beer & Ale 1855

/ FReversal 0k | Cancel

ACH Universal

© 2019 Treasury Software




ACH Universal

b. Use Quick Pay and Recurring

You can use the Quick Pay and Recurring entries windows for any payment that
has an Addenda record. Please note that, by definition, these windows are
batch oriented and do not provide fields to populate period ending dates, etc. If
you require these fields, use the '‘Add a Record' form.

o Modify Recurring Payments E

This form enables you to create recurring transactions for your customers, employees and vendors with profiles.

1. Update amounts for this session as needed
2. Select the profiles to process
3 ‘when done, select a date and "Create’

S
Internal Name Internal 1D & Group Debit Amount (Collect) Credit Amount (Pay) "
Mary Retiree %0.00 £0.00
Office Depot 8222 £0.00 80.00
Office Park Holdings 38533 $0.00 £0.00
Sam Fromer FOB29 £0.00 £0.00
Sam Houston 9529 £0.00 £0.00
Save-a-lot Markets 5181 £0.00 £0.00
Smith, Harris Emp034 £0.00 £0.00
Split Rail Beer & Ale 1855 £0.00 £0.00
Staples 24822 £0.00 80.00
State of Virginia : ; : :
Suzy Expat 20.00 £0.00
Verizon 12404 £0.00 £0.00
Wwalmart 3xN £0.00 £0.00
william Shatner 51245 £0.00 £0.00 o

Create Recurring Entries

ErE - Create Recurring Entries for
Kl Selected Rows

c. Import transactions using 'Profiles’

Import as you would any other Profile-based vendor.
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A [ ACH Transaction Column Mapping “
Thiz screen lets vou select each column and decide: Select a Mapping Template
-t zkip the column, and do nat impart [red) . -
-import the column and aszign it to a field [green). |'&'I:H Transactions J

Yaou do MOT need ta map eveny figld [ zave az default

To collect funds [from customers] - uge pogitive amounts
Tao pay funds [vendarz, employess] - use negative amaunts
To flip' the zignz of the amount, uze Amount_FReverse_Sign',
rather than ‘Amount’.
Only map the columng you need to import [click the column to select].

ACH_Mame_Internal [Profile Lookup) j <- Show all field selections

ACH_Mame_|ntermal Amount_Rewverze_Sign _-
Field 1 Field 2 Field 3 Figh

bate af Yirginia 43215
Werizon 11395

Kl | i

|'Elﬂ| Help | Help | Cancel et

1.4.14.2 Formatting the Addenda Record
Formatting the Addenda Record

To enter the Addenda format, you will need to open a Profile--whether a
governmental agency or Vendor profile--the processes are identical. For
brevity, we will assume tax payments for agencies.

Either:

--Create a profile from the Profile tab or

--Open an existing Profile from the main menu

Edit/Add > Profiles - TXP Gov't Agencies > Edit/Listing > select the profile, and
click 'Edit Record' on the sub-menu

Click on the tab 'Addenda Records - Child Support, Invoices and Tax Payments
(TXP)', and then check the check-box to activate this feature.
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1. Deciding what is Static vs. Dynamic text in the Addenda record

Review the requirements of your vendor or governmental agency and decide
what is static text and what text changes on each transaction.
For example, the format may call for TXP*tax payer ID*Amount\

If you are only paying the agency on behalf of one taxpayer, the taxpayer ID is
static. In this example, everything prior to the amount would be static.

8 Add/Edit Customers, Employees and Vendors (State of Virginia) = B

General l

Settings l Advanced | Addenda Fecords - Child Support, Invoices and Tax Payments [T<P) l Recurring Transactions l CTX l

Create an addenda record [a.k.a. 7 record)
Enter the addenda format below for invoices. tax payments [THP). child support or any other format.

Ingert tags [ie. [Amount]] for ikems that will change. Detailed tag info in the Advanced tab below.

[v On/0ff Create an addenda record using the farmat below:

|T><P“851 122334°T*[AMOUNTA
Example: TXP Jones[Amount]h

Basic: Invoices l Child Support ] Tax Payments] 6 Record Names (Subst'rtutiun}]

Simply enter the text as you want it to appear. Uze tags such as [Amount] and [Date_Transaction] for variables,

An example:
To produce: T*P=)ones*30000%
Enter above: THP*Jones[Amount]s

Tag tipsz:

-If wour tax payer 1D or account numbers do not change, simply type them in - & wariable is not needed,
--The tag names are not caze sensitive, although you do need to include the brackets,

-4 complete list of tags is in the nest tab [Advanced).

Using the Legacy TP Tax Payments? Save Cancel

a. Enter static text

If your taxpayer ID is 651122334, you would type in the static part of the
addenda line, which (so far) would look like:

TXP*651122334*T*\

b. Add tags for dynamic text

As the amount will vary on each transaction, insert the tag (including the

brackets) for Amount:
TXP*651122334*T*[Amount]\
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Note: The brackets are required, although the tag itself is case-insensitive.

c. What not to enter

ACH Universal will automatically take care of the leading '705', as well as any
spaces and trace numbers following the Addenda record.

Save your work, by clicking 'Save.

1.4.14.3 Additional tags/fields

Additional Tags / Fields

With the fields below, you can create any TXP10 Federal or State addenda
record, as well as virtually any vendor specified format.

Overview

While the [Amount] tag is certainly the most commonly used tag, the other two
most commonly used tags include:

[Period_Date] - Signifies the period ending date of the tax period to which the
payment applies. Tip: Federal is always the 1st of the month. The default
format is YYMMDD, and it can be changed on a profile by profile basis.

[Verification] - The Verification field is typically the 10th field in a TXP10
format (verification, issue or receipt number), but is an excellent alphanumeric
field to use whenever user input is needed in State and Local taxes (not needed
in Federal forms).

All tags:

Tag/Field (in Description Source
profiles)

[Amount] Amount, no decimal  From transaction
[Amount_with_dec Amount, with decimal From transaction
imal]

ACH Universal © 2019 Treasury Software



ACH Universal

Tag/Field (in Description Source
profiles)
[Date_Transaction Transaction date From transaction

]
[Period_Date] Tax Period Ending Can be added at Add a

Date Record & Imported
[Verification] Used as TXP10, or Can be added at Add a

misc field Record & Imported
[Tax_ TXP5 SS] Any TXP5 field, and for Can be added at Add a

Fed 941 Record & Imported
[Tax_ TXP7_Med] Any TXP7 field, and for Can be added at Add a

Fed 941 Record & Imported
[Tax_ TXP9 WH] Any TXP9 field, and for Can be added at Add a

Fed 941 Record & Imported
[Name_Multiple] Tax payer - Name Imported

(multiple)
[ID_Multiple] Tax payer - ID Imported

(multiple)

Tag Sources
1. From transaction
This information will be pulled from the transaction.

2. Can be added at 'Add a Record'
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(| Mew Record

— O Thiz form ws designed to dd an ACH tranzaction that you did ot skeady Enpoet.
= - A st of all ransactions entesed in this mannes can be found in Reports’, Wanual Addiions’
Apphcation Date Dvbit/ Crescht Payment
| cCD - Corptate ~|3r31725  +|CA: Pay hunds - Divect Depost Vene = £0.00

Select ether -an exsting Customer, Emplopes of Vendor, —of enter néw infaimation
C lFed‘Jﬂ Pawioll Corporate |

THPO5 THPO? T4 P/E Date Account #  Routing/ABA 8| Intemal Name Irtemal 1D Account Type
& samm| $15.000.00[ $63.40000[033015  + 23401003 | 061036000 |Fed 941 Parall €| 227777777 |Ehetking :[

Reversal ok | Concel |

3. Imported

You can import these fields with the following mappings:
Tag/Field Import Mapping
[Period_Date] TAX PeriodEndDate
[Verification] TAX Verification
[Tax_TXP5_SS] Amount_TXP05_TXP
[Tax_TXP7_Me Amount_TXPO7_TXP
d]
[Tax_TXP9_WHAmount_TXP09_TXP
]

[Name_Multiple] TAX_TaxpayerName
[ID_Multiple] TAX_TaxpayerlD
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A [§ ACH Transaction Column Mapping “
Thiz zcreen lets pou zelect each column and decide: Select a Mapping Template
-t skip the column, and do not import [red) :
-import the column and aszign it to a field [green). |AEH Transactions j
oudo NOT need to map every field [ save as default

Ta callect funds [from customerz] - use positive amounts

Ta pay funds [vendors, emplovees] - use negative amaounts
To'flip' the sighs of the amount, use Bmount_Rewverse Sig’,
rather than 'amount’.

Only map the columnz you need to import [click the column to select).
w | 4- Show all field selections

Mame | Armount Amount_T+P05_T=P

Arnount_

F1 F4 F5
Mame Tax Period Total Social Security Medicare
Fed 941 Corporate | 12/31./2007 $66,986.66 $28.041.48 4674514
Fed 941 West Suk| 124312007 $17.115.41 $7.369.14 $1.723.42
Fed 941 South Su [ 1243142007 £23,906.09 $10,292.90 $2.407 21
Fed 941 East Sub:|12/31/2007 $11,247 64 $4.84274 $1.132.57

Kl
|'ENIHEI|:|‘ Help ‘ Cancel | | Meut » |

See TXP10 example (Fed 941)

1.4.14.4 TXP10 example (Fed 941)

TXP10 Example - Federal Form 941

As an example, the Federal Form 941 tax deposit (the taxpayer ID is
651122334)
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v

Add/Edit Customers, Employees and Vendors (Fed 940 Annual Corporate)

General ]

Settings l Advanced | Addenda Records - Child Support, Invoices and Tax Payments (T=P) l Recurring Transactions l CTX l

Create an addenda record [a.k.a. 7 record)
Enter the addenda format below for invoices, tas payments [TxP), child support or ang other format.

Inzert tags [ie. [Amount]] for items that will change. Detailed tag info in the Advanced tab below.

_ o N

[v Dn/0Of Create an addenda record using the format below:

|TXF'*22?.'-"?T-"???*DSdDE*[F’eriod_D abe]* 09405 [Amount ]
Example: T=PJones*[amount]’

Basic: [reeoices l Child Support l Tax Paym&nts] & Record Names (Subst'rtutiun}]

Sirnply enter the text az pou want it to appear. Use tags such as [Amount] and [Date_Transaction] for variables.

An example:
To produce: TxP=lones*30000%
Enter above: THXP=ones"[Amaunt]

Taqg tips:

-If wour tax payer ID or account numbers do not change, simply type them in - & wariable iz not needed,
--The tag names are not caze sensitive, although vou do need to include the brackets,

-4 complete list of tags is in the nest tab [Advanced).

Using the Legacy T=P' Tax Payments?

Save Cancel

For those tags which can be added at ‘Add a Record’, these fields will be
available for you

New Record

This form was designed to add an ACH transaction that you did not already import.

Ph & list of all transactions entered in this manner can be found in 'Reports’, Manual Additions'.
+ Application Date Diebit/Credit Papment

|ch - Corporate jamxzuw ch: Pay funds - Direct Deposit, Yenc j $0.00

Select either --an existing Customer, Employes or Wendor; -or enter new information

{ IFed 941 Payrall Corporate j

T=P0OS THPO7 TxP03 F/E Date Account # | Routing/ABA 8| Intemnal Mame Internal 1D Account Type

& $5,530.nu| $1?,89|1DD[””é’i’i”,’ﬁ%ﬁfﬁ’ﬁi03-30-15 - 123401009 |us1uasnnu Fed 941 Pagroll C| 227777777 |Ehecking j

_ o

L« | i

Fields specific to the format you specify

Beversal QK | Cancel |

Creates the addenda record:
7OBTXP*651122334*94105*120901*1*8400.1*2*2342.2*3* 6840\
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If you want to import this information:

W ACH Transaction Column Mapping “
Thig screen letz you zelect each column and decide: Select a Mapping Template

-to gkip the colummn, ahd do nat import [red) -

~impart the column and azsign it to a field [green). |AEH Transactions j

You do NOT need ta map every figld [ save as default

To collect fundz [from customers] - use positive amounts

To pay funds [vendors, employees] - use negative amounts
To 'flip' the signs of the amount, use Amount_Reverse_Sign',
rather than ‘Amount’.

Only map the columng you need o import [click the colume to zelact).

| £- Show all field selections

ACH_Mame_lnternal b, PeriodEndD ate Arnaunt Amount_THPDE_TEP [Amount_T=PO7_

F3 F1 5

|Name |Ta:4 Period |Total |Sncia| Security |Medicare
|Fed 941 Corporate  [12/31,/2007 | $56,386.65 [$28.341.48 |$5.745.18
Notes:

Don't forget to substitute your taxpayer name and your Federal taxpayer 1D
number into the ACH Entry Detail record (also known as the payment and '6'
record). See Substitution into 6 Record.

8 Add/Edit Customers, Employees and Vendors (Fed 941 Payroll Corporate) = B

General l

Settings l Advanced Widdenda Records - Child Suppart, lrvoices and T as Payments [TxP) l Recurring Transactions l CTX l
Create an addenda recor k.a. 7 recaord)
Enter the addenda foriyst below far invoices, tax payments [T=P], child support or any other farmat.

Izert tags ie. [Amount]] folgtems that will change, Detailed tag info in the Advanced tab below.

[¥ On/0f Create an addenda reciyd using the farmat below:

|T><P"22???????"941 05 [Period_D atef041 05 [Amount] 19T ax_TxP5_MoDecimall*24(T ax_T#P7_MaDecimal]*3 T ax_T=P3_Male

Exarmple: T=P=lones*[Amaunt]

Basic: Invoices l Child Support l Tax Payments | B Record Names (Substitution) |

Substitution into the 8" ACH Detail Payment Record [only if required by the Governmmental Agency]

Iv Substitute the Tax Paper name and I inta the & record (ACH payment/transaction record). Ower-ides entries on Settings tab.

* Use the Tax Payer name and D below:

RS Tax Payer Name [positions 559-76) 2FTTITIT Tax Payer ID Number [positions 40-54]

| am paving on behalf of multiple entiies. Use the names and 10 mapped in fields TA%TaxPapetame and Tae_ T axPavelD.

Using the Legacy THP' Tax Payments? Save Cancel
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Reference for Federal forms: Federal - EFTPS formats

1.4.14.5 6 record substitution

6 Record Names (Substitution)

Up until now, the Tax Payments section has dealt with the Addenda records,
which are also know as the '7' records.

However, Federal formats and many State formats require that the taxpayer
name and ID be placed in the payment ('6") record.

While this can be accomplished by simply entering in the name and ID number
of the taxpayer into the Vendor or Agency profile, it is overly simplistic, as you
would be limited to paying only one type of tax, for one entity.

How to enter in your tax payer name and number into the payment ('6")
record:

Typically, you would enter your name and taxpayer ID number into the fields
below by going to Profiles >Government Agencies / View/Edit.

If you are a processor, or paying on behalf of multiple entities, select the second
radio button and import the data.
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8 Add/Edit Customers, Employees and Vendors (Fed 941 Payroll Corporate) = =

General ]

Settings ] Advanced ddenda Records - Child Support, Invoices and Tax Payments [T=F) l Recurring Transactions ] CTX l
Create an addenda recordig k. a. 7 record)
Enter the addenda forfyat below for invoices, tax payments [T<P], child support or any other format.

Ingert tags [ie. [Smount]] folgems that will change. Detailed tag info in the Advanced tab below.

[v On/0ff Create an addenda re

|TXP*22???????*941 05*[Period_D atei341 05+ [Amount]* 14T ax_TxP5_MoDecimall*2%[T ax_T+P7_MoDecimal]*3*[T ax_T=P3_Mole
Example: T=P*Jones*[amount]’

d uizing the farmat below:

Basic: Invoices l Child Support l Tax Payments | B Record Mames [Substitution) l

Substitution into the '8' ACH Detail Payment Record [only if required by the Governmmental Agency]
v Substitute the Tax Payer name and 1D inta the B record [ACH payment/transaction record). Dwer-rides entries on Settings tah.

* Usze the Tax Paver name and 1D below:

RS Tax Payer Mame [positions 55-78) SOTTFTTIT Taw Payer D Wurnber [positions 40-54]

| am pavirig on behalf of multiple entities. | se the names and |Ds mapped in fields TAX_TasPayeriMame and TaxTaxPayerD.

Uzing the Leqacy THP' Tax Payments? Save Cancel

1.4.14.6 Child Support ACH Addenda

Child Support ACH Addenda

While there is no national standard format, many states use a format similar to
the Commonwealth of Virginia, which is shown below:
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DED Child Support Segment/Convention for Employers

|Element Identiﬁer” Data Element Definition ” Field Inclusion Requirement” Contents ” Length|
| || Segment Identifier || Mandatory || DED || 3 |
| Debo1 | Application Identifier | Mandatory I cs | 2 |
| DEDDZ2 || Case |dentifier || Mandatory ||Nphanumeric|| 1-20 |
| Depos | Pay Date | Mandatory | yvmmoD || 6 |
HEEIE Payment Amount | Mandatory | $85$38%5cc || 1-10 |
| DEDOS ” Employee Social Security Number” Mandatory ”Nphanumeric” 9 |
| DEDOG || Medical Support Indicataor || Mandatory || Y oor Moor W || 1 |
| DEDOV ” Employee Name ” Optional ”Nphanumeric” 1-10 |
| Depos | FIPS Code | Optional || Alphanumeric|| 57 |
| DEDD9 || Employment Termination Indi{:atur” Optional || Y || 1 |

The states require a CCD+, which is simply a CCD record with the + referring
to the Addenda record.

1. Create a Tax Profile for the Governmental Agency
From the Profiles tab > select Add.

HOME AUTOMATION

4 Quick Pay

G Recurring

«" Pre-Notes

Enter the information for the agency as you normally would.

ACH Universal will auto-populate as CCD (CCD+ will be when the Addenda
record is created).
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8 Add/Edit Customers, Employees and Vendors (State of Virginia)

Settings l Advanced l Addenda Records - Child Suppert, Inveoices and Tax Payments (TXP) l Recurring Transactions l CTX l

|Jzed to enter information about your Customers, Employees, Yendors and Governmental

inACH Setup.

-
Agencies [anyone you tranzfer tadfram),
O IF you are using 'I0' rather than 'Mame' az a lookup - switch the unique/primary figld option

Required
Example Description
Mame State of Yirginia John Doe' Mame of individual or entity. Record B: pozitions 55 - 76, max. length 22
, . Typically the vendor or emploves number [do niot use social security #'s) by which
I 'y IDVADT Enp D e S7ER thiz entity iz known to your company. Record B: positions 40 - 54, max. length 15,
Account # s GO N06356427" Mote: Only the last 4 digits will be dizplayed after 'Save’; enter leading zeroes if on
the MICR line. Record B pozitions 13 - 29, max. length 17.
ABA/FRouting # §| 063000047 ‘063000047 9 digit routing number. Record B: positions 4 - 12, length 9.
Additional Information [use as needed)
Transaction codes |Checking j Standard Ertry Clazs  |CCD - Corporate j

[including G/L and Loans)

Using the | egacy TP Tax Payments? Save ‘ Cancel |

Click the addendatab, and turn on (check) the 'Create an addenda record'
option.
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5 Add/Edit Customers, Employees and Vendors (State of Virginia)

General ]

Seftings ] Advancedl &ddenda Records - Child Support, [nvoices and Tax Payments [T<P] | Recurring Transactions ] CTX l

Create an addenda record [a.k.a. 7 record)

Enter the addenda farmat belaw far inval aprments [TXP], child suppart or any other format.

Igert tags (ie. [Amao mz that will chanae. Detailed tag infa in the Advanced tab below.

[V i0n/0f Create an addenda record using the Format below:

Example: TXP*Jones*[Amount]’
Basic: [revoices l Child Support l Tax Payments] 6 Record Names (Subst'rtutiun)]

Simply enter the text az pou want it to appear. Use tags such as [Amount] and [Date_Transaction] for vaniables.

An example:
To produce: TXP5anez*30000%
Enter above: THP) ones*[Amount]s

Tag tips:

-|f pour tax payer ID or account numbers do not change, simply type them in - & variable iz not needed,
--The tag names are not caze sensitive, although vou do need to inchude the brackets,

-8 complete list of tags is in the nest tab [Advanced).

sing the Legacy TP Tax Payments? Save ‘

Cancel |

On the Child Support sub-tab, click the hyperlink 'Populate the entry above...'
For most users, this is all you need to do.
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8 Add/Edit Customers, Employees and Vendors (Smith, Harris)

General ]

Settings l Advanced Addenda Records - Child Suppart, Irvoices and T ax Payments [TxP) l Recurring Transactions l CTX l

Create an addenda record [a.k.a. 7 record)
Enter the addenda format below for invoices, tas payments [TxP), child support or ang other format.

Inzert tags [ie. [Amount]] for items that will change. Detailed tag info in the Advanced tab below.

[v Dn/0Of Create an addenda record using the format below:

|D ED*CS*[Caze_ldentifier]Pay_Datelfamount]*[Soc_Sec_Mum_MonCustodial][Medical_Support_lnd]*[Parent_Mame_MonCustodi
Example: T=P*Jones*[amount]’

Basic: Invoices | Child Support | Tax Paym&nts] & Record Names (Subst'rtutiun}]

Populate the entry above with a standard format (DED*CS etc..) - Click

Uze the tags below for Child Support Addenda records:
[Amourt]

[Caze_ldentifier]

[Pay_Date]

[Soc_Sec Mum_MonCustodial]

[Medical_Support_lnd]

[Parent_tame_MonCustodial]

[FIPS]

[Employment_T ermination_lnd]

Using the | egacy TP Tax Payments? Save ‘ Cancel |

Note: If you will only be paying the state on behalf of one employee, you can
overwrite any of the variables and hard-code the Addenda record.

For example, you can update the template to pay on behalf of John Jones, with
a case identified of 12345678, and Social Security number of 333224444.

From (default template):

DED*CS*[Case_ldentifier]*[Pay_Date]*[Amount]
*[Soc_Sec_Num_NonCustodial]*[Medical_Support_Ind]
*[Parent_Name_NonCustodial]*[FIPS]*[Employment_Termination_Ind]\

To:
DED*CS*12345678*[Pay_Date]*[Amount]*333224444]*[Medical_Support_Ind]
*Jones,John*[FIPS]*[Employment_Termination_Ind]\

Of course, if you are paying on behalf of multiple employees, leave the default.

Click Save when done.

2. Creating transactions
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ALITOMN

Method I - Manually add a payment

# E ol x

G5 UICKBOOK HEL
7 o= R ﬁ FD
= + 0
Home Backto Quick ACH File Import Add a Untransmitted o To Create
Welcome Start Setup Transactions* Record = Records -CI- File Page Reports
Mavigation Getting Started Common Activities

Either

Import Transactions

Add A Record

In the New Record screen, select the Government Agency and enter in the
balance of the fields. Click OK when finished
=]

New Record

— [=
] This form was designed to add an ACH transaction that pou did not already import.
=Ty A list of all ransactions entered in this manner can be found in 'Reports’. Manual Additions'
Application Date Debit/Credit Payment
|ccn - Corporate jaxsxzou Jm: Pay funds - Direct Depost, Venc j s123.un|
Select either ~an existing Customer, Employee or Vendor: -or enter new information
@ o Select the Gov't Agency. Then fill in fields.
R L
P/E Date Account # | Routing/ABA #| Intemal Name | Intemal ID | Account Type E Case_ldenti Soc_Sec_ | Medi Parent_Name_MN
o |03-04-14 jussvaussazpaawuuw |Slale of Virginia | IDVA01 |Ehecking ;| |123458?8 [333224444|N |Junes John
[ |

2
Reversal

DK | Cancel ‘

Method Il - Importing transactions
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a. Create a CSV or Excel file that looks similar to this:

A B C D E F G H |

1 Gov't Agency Case ID Payroll date  Amount Non-custodial_Soc_Sec Medical Name (Nor dial) FIPS Code Employment Termination
2 state of Virginia 248238184 12/19/2017 $725.52 1300097832 N Smith, Harris 51760 N

3 State of Virginia 730888330 12/19/2017 $663.61 8237954285 N Jones, John 51760 N

4 state of Virginia 780873395 12/19/2017 $953.19 ©€57340e096e Y Schenck, Ben 51760 N

S stateof Virginia 860847885 12/19/2017 $703.54 3620602537 N Glasser, Evelyn 51760 N

6 state of New York 72288726 12/19/2017 $555.86 9730590509 N Sisko, Benjamin 36061 N

7  State of New York 54904060 12/19/2017 $231.37 9999182815 N Shatner, William 36061 N

8 state of New York 77480767 12/19/2017 5695.28 7574157594 N Picard, Jean Luc 36061 N

9 State of New York 36207928 12/19/2017 $791.62 4452937014 N Archer, Jonathon 36061 N

10 state of New York 11746674 12/19/2017 $365.62 6439878213 N Janeway, Kathryn 36061 Y

11

b. Start the Import Transactions Wizard from the Home page and select the file
that you created.

At the mapping screen, map the fields in a manner similar:

To collect funds [from customers] - use positive amounts

To pay funds (vendors, employees) - use negative amounts
To flip' the signs of the amount, use Amourt_Reverse_Sian".
rather than ‘Amount’.

Only map the columns you need to impornt [click the columin to select]
[ <<= Added Additional Fields == P

Show all fiele

Show all fie i = Click on 'Show all field selections. The map the fields as needed.
ACH_Mame_lrtemal [Profile Lockup) Pay_Date Amount_Reverse_ | Soc_Sec_Num_Non [Medical_Support_| | Parent_Name_No .
F2 F3 F5 F& F7 F3 FS

Gov't Agency Caze D Payroll date Amount Mon-custodial_Soc_S |Medical Support In|Name [Mon-custod | FIPS Code Employment Termir
State of Virginia 248238184 43088 | 72552 1300097832 M Smith, Hamis -‘51 760 N
State of Virginia 730888330 43088 [68361 8237954285 N Jones.John 51760 N
State of Virginia 780873395 43088 95319 6573406096 L Schenck. Ben 51760 N
State of Virginia 860847885 43088 70354 3620602537 N Glasser, Evelyn  |51760 N
e o — P & P i oo & _'Jll

Complete the Import Wizard.
When finished with importing or adding records, create the ACH file as normal.

Your file will include the Addenda records (7 records) and should look similar

to:

he1 202881066 1300097831403041116A094101Bank of Any Town Your Company [=[=]=[5]5]%]%]2]
522@Your Company 1657777777CCDAutoPay 1498305140385 1202881060800001
6220630000477446583988 00000872552097504375 State of Virginia 1202881060000101
7O5DED*CS5*248238184*171219%72552%130009783*N*Smith, Har*51760*N\ Pev1epes1nl
6220630000477446583988 PBeRO66361097504375 State of Virginia 1202881060000102
7O5DED*CS*730888330%171219%66361*823795428*N*Jones, Joh*5176@*N\ Poolovenlo2
6220630000477446583988 008809531909 7504375 State of Virginia 1202881060800183
705DED*CS*780873395%171219%95319*%6573408609*Y*Schenck, B*51760*N\ 8010000103
6220630000477446583988 0000B70354097504375 State of Virginia 1262881060000104
7BSDED*CS*866347885*1?1219*?9354*362969253*N*Glasser, E*51760*N\ Pooleovenled
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Advanced Options

Advanced Option features require the Processor edition of ACH Universal.

Want the funds to come out of different bank accounts?

Use the Multiple Origination Accounts feature.

Want different taxpayer name and ID's in the payment (6) record?
Turn on the 'Substitution' feature in the Government Agency's profile.

03 Add/Edit Customers, Employees and Vendors (Smith, Harris) = B

General l
Settings ] Advanced Addenda Records - Child Support, Invoices and Tax Payments [T=P) l Recurring Transactions ] CTX l
Create an addenda record [a.k.a. 7 record)
Enter the addenda format below for invoices, tax payments [T<P], child support or any other format.

Ingert tags [ie. [Amount]] for ikems that will change. Detailed tag info in the Advanced tab below.

[+ On/0ff Create an addenda record uzing the farmat below:

|D EDC5*1 3691 4334 Period_Date]amount]053249311 2N =SMITH, HAR=1 3000
Example: THP*lones*[Amount]t

Basic: Invoices ] Child Support ] Tax Paymentsl B Record Mames [Substitution) I

Substitution int . etail Payment R only if required by the Govermmental Agency]
v Substitube Hie Tax Paver na 1D into the B record [ACH payment/transaction recard). Ower-ides entriez on Settings tab.
" Usethe Tax P, ame and 10 below:

Tax Payer Name [positions 55-76) 1902456226 Tax Payer ID Number [positions 40-54]
| am paving on behalf of multiple entiies, Use the names and 10 mapped in figlds 725 TaxPaverName and Tae TasPapeD.

of Wirginia

Using the Legacy TP Tax Payments? Save ‘ Cancel |

Then, during the import process, you can map the TAX_ TaxpayerName,
TAX_TaxpayerID fields (located in the Tax section of the dropdown mapping
list) as well as the Origination_Account field as needed.
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Tax_T axpayerMName

[Onigination_Account

F10

Tax_TaxpayerlD

F11

Only map the columns you need to import [click the column to select).
ﬂ ¢- Show all field selections

Origination_Account

Origination Account

client 1

client 1

client 2

‘ermit | Corporate Entity Name Corporate Entity 1D
ABC - Morth Corp 248238184
ABC - South Corp 730888330
ABC - South Corp 730888330
ABC - East Corp 860847885

client 3

ikl

Lhnlnd

LT N .

1.4.14.7 Legacy tax payments
1.4.14.7.1 Multiple Tax Payers

aals niniras ninl

All features in this 'Legacy tax payments' section have
been discontinued.

Multiple Taypayers

Need to make payments on behalf of multiple taxpayers, but it is impractical to
create a profile for each one?

1. Create a profile for the state agency as you would for a single taxpayer

- and enter the banking information.
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[ § Add/Edit Customers, Employees and Vendors (State of Virginia)
'{:md_l
Seltings | Advanced | Addends Records - Chid Support, Invoices and Tax Payments (TXF) | Recurring Transactions | CTX |
|
Llsd o erber irdoimnation about pow Custbomess, Emplopess, Verndon: and Govesnimendal
Agencias [argpors you bansler bo/irom]
O IF you s uang 107 rather than Hame' a3 & Kokup - swich the ursgue.pimany held option
“ nACH Sebup.
Remaed
Example Deserption

Mame Stabe of Vigria “John Dos’ Mame of mdeadual of entily. Recond B positions 55 - 76, mae length 22

Trpically the verdor of employes rumber [do ot use social security #'s) by which
Ll Ll Emp ID'SETEZ s ety i known 1o yous conpany. Rlecord 6 postions 40- 54, max. length 15,
Accound [ ] 0EEEAR' Mohe: Oy the lagh 4 digilz wall be cisplayed aftes “Sawe’ enter leading zeoe: ¥ on

thas MICR Ines. Recoed b potitions 13- 29, mace bngth 17
AR Fioutng # || 0630000487 TE300004T 3 diget nowstrsg number, Recoed B posiions 4 - 12, length 3

ibadeitmoral | rdcemateon (use B readsd)
Tiareaction code: Cheec: - Standard Entty Class | COD - Cosporat -
[nchudirg G ard Loans) | i J e [ poes J
Wi the Legacs TP Lax Paments? sove | Concel |

2. Click to the Addendatab. Below is what our earlier example looks like
for asingle taxpayer.
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8 Add/Edit Customers, Employees and Vendors (Fed 941 Payroll Subsidiary) = =

General ]

Settings l Advanced | Addenda Records - Child Support, Invoices and Tax Payments (T=P) l Recurring Transactions l CTX l

Create an addenda record [a.k.a. 7 record)
Enter the addenda format below for invoices, tas payments [TxP), child support or ang other format.

Inzert tags [ie. [Amount]] for items that will change. Detailed tag info in the Advanced tab below.

[v Dn/0Of Create an addenda record using the format below:

|T><F'*1 1EBEEEEE=34105%[Period_D ate]*341 05 [Amount]* 14T ax_TxP5_MoDecimal]*2*[T ax_T=P7_MoDecimal]*3*[T ax_T=<P3_Mole
Example: T=PJones*[amount]’

Basic: [reeoices l Child Support l Tax Paym&nts] & Record Names (Subst'rtutiun}]

Sirnply enter the text az pou want it to appear. Use tags such as [Amount] and [Date_Transaction] for variables.

An example:
To produce: TxP=lones*30000%
Enter above: THXP=ones"[Amaunt]

Taqg tips:

-If wour tax payer ID or account numbers do not change, simply type them in - & wariable iz not needed,
--The tag names are not caze sensitive, although vou do need to include the brackets,

-4 complete list of tags is in the nest tab [Advanced).

Using the Legacy THP' Tax Payments? Save Cancel

We are going to change the addenda line (bold indicates changes)
FROM:

DED*CS*Y S2324*[Period _Date]*[Amount]*065932314*N*Doe,
John*417300*N\

TO:
DED*CS*[Verification]*[Period_Date]*[Amount]*[ID_Multiple]
*N*[Name_Multiple]*417300*N\

and save.

Note: The Verification field is used as the '‘Case Identifier'.

3. Then import your file, mapping the fields.

TAX_TaxPayerName and TAX_TaxpayerlD
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h[§ ACH Transaction Column Mapping “
Thiz zcreen lets pou zelect each column and decide:; Select a Mapping Template

-ta zkip the calumn, and da nat irmpart [red) .

--import the colurmn and azzign it to a field [green). |'ﬁ'|:H Transactions ﬂ

ou do MOT need to map everny fisld [ save as default

To collect funds [fram customers] - use positive amaounts

To pay funds [vendors, employess] - use negative amounts
To flip' the zsigns of the amount, uze Amount_FReverse_Sign',
rather than ‘Amount’.

COnly map the columns pou need to import [chick the column to select].

Tax_TaxpaverlD j £- Show all field zelections
Aot ACH _Mame_|nternal | Téx PerodEndDate | Toe_Tasxpavertame
Field 1 Field 2 Field 3 Field 4 Figld 5
3725102 Around the Hom 3/32M5 Ben Franklin 3 3
-$6.637 61 Berglunds shabbkaop | 3/31/2015 eorge Buzh
-$953.19 Farnilia Arquibaldo 32045 Brad Fitt
Kl | -l

|°EHIHEI|:|| Help | Cancel | | Hest = |

Create and process the file as normal.

Note: You may still need to substitute the Tax Payer Name and ID on the '6'
record. If so, please see '6 record substitution'.

1.4.14.7.2 Creating an Agency Profile

All features in this 'Legacy tax payments' section have
been discontinued.

Creating an Governmental Agency Profile (similar to a Vendor Profile)

There are two parts to paying taxes:
1. The actual payment
2. The remittance information (also called the addenda record or TXP record).

In this first step, we are going to address the actual payment.

ACH Universal © 2019 Treasury Software



ACH Universal

I. From the Profiles tab > select Add.

LECES)

FILE HOME SAMPLES PROFILES VIEW SETTINGS QUICKBOOKS HELP

4 Quick Pay g) E]I_ EEE -_E = DCF'[-]:] E‘p ﬁii

v Recurring

View/  Add Import View/ Add Import View/ Add Import
& Pre-Notes Edit ~ - - Edit Edit
Create Profile Based Transactions Customers, Employees and Vendors Government Agencies (CCD-TXP) Multiple Origination Accounts

This will prompt you with the form below. Enter in the fields as indicated, and
confirm that 'Checking' and 'CCD' are selected.

Note: If you are paying taxes to the same agency on behalf of different Taxpayer
ID's (subsidiary, parent company, etc...) we recommend that you use an
internal or nickname for the Name and ID Number fields. The system will
populate them with 'IRS', etc... as show in the next help topic.

8 Add/Edit Customers, Employees and Vendors (Fed 940 Annual Corporate) = =
Afterwards, click to
l the TXP tab
Settings l Advanced l Addenda Records - Child Suppert, Invoices and Tax Payments (TXP) ecurring Transactions l CTX l
[ W
|Jzed to enter information about wour Customers, Employees, Yendors and Govermmental
Agencies [anyone you transfer tadfram).
O If pou are uging 10" rather than 'Wame' as a lookup - switch the unique/primary field option
“ inACH Setup.
Fill in the fields below and verify
'Checking' and 'CCD'
Required
Example Description
Marne Fed 940 Annual Co YJohn Doe' Mame of individual or entity. Record B: positions 55 - 76, max. length 22.
| . Typically the vendor or employee number [do not use social security #'s) by which
I o'y i Emp D e SR thiz entity is known to your company. Record B: positions 40 - 54, max. length 15
Account # s [ 0E326427" Mote: Only the last 4 digits will be dizplayed after 'Sawve’; enter leading zeroes if on
the MICR line. Record B positions 13 - 29, max. length 17.
ABA/Routing # |061036000 '0E3000047" 9 digit routing number. Record B: positions 4 - 12, length 3.
Additional Information [uze as needed)
Transaction codes Checkir Standard Entry Clasz  |CCD - Corporate
[including G/L and Loans) | o ﬂ b e ﬂ
Uzing the Legacy ‘TP Tax Payments? Save ‘ Cancel |
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Congratulations - At this point, you have entered all the information needed to
make an ACH payment.
1.4.14.7.3 Creating a Tax Form

All features in this 'Legacy tax payments' section have
been discontinued.

Creating a Tax Form

Following from the previous help page, we are now displayed with a tax form.
Think of the tax form as a template, or if you've ever performed a mail-merge -

this is the letter.
You enter in the format that you want, as well as several constants.

Format tab
Below is a tax form for Federal payroll tax payments with Form 941.

While it looks like a lot, a number of the fields are pulled from the transactional
and profile information.

By reviewing the instructions for the Federal Form 941, we realize that we need
to make four entries, and enable two check boxes.
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[ Tax Forms (TXP Library) =NRCN X

Employer's Quarterly Tax Return - Deposit

Thiz window enables you to create and edit tax forms for pagmett

Examples:
TP ER77777F77  BE1234E567"  Tawx PaperID [auto filed in profiles) i,
T=P02 | 94705y 94105 Tax Papment Type Code Tax Forms
- , : W B
TxP0O3 wrrknn CYMMOD Tax Period End Date Format
TxP04 , P Subcategory or repeat THPOZ -+ [T Repeat from TxPO2
T=P05 nia  SHERCC Transaction amount [varies] or ~> [~ Fepeat total payment

Subcategory 2

T#POG : i Subcategaory [Medicare - '2']
TxPO7 nia  SHEHCC Amounts wary by tranzaction

= v L:ze subcategon 2

Subcategory 3
TePOg 3 Subcateqgor ithholding - '3'
gory [W 2 ]'—-i ¥ Usze subcategory 3
TxP03 nia FHRECC Amounts wary by trangaction
T=P10 87234’ Wenfication # - state use anly
[gtared in each Gow't Agency prafile]
~'T#P" will preface each tax payment line,

--The zeparator ™ will be uzed between the elements above,
--The terminatar ' will fallow the last element

k. Canicel

Whether a Federal or State agency, each piece of the addenda is labeled from
TXPO01 to TXP10. Fill out each field as required by the tax code:

TXPO Taxpayer ID number. This field is filled automatically during ACH file

1 creation based on the governmental agency profile.

TXPO Tax code number

2

TXPO Tax period end date format. For example, enter YYMMDD, not 090107 as
3 the specific date is filled in automatically for each payment.

TXPO For most states, enter T. For most federal payments, enable the

4 checkbox labeled "Repeat from TXP02." Consult your specification for
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exact requirement.
TXPO If the tax only contains a single payment, this field is the transaction
5 amount. If the tax has subcategories, this is the amount for subcategory 1.

TXPO Tax code subcategory. Enter as specified by the tax code. If using, must

6 enable "Use subcategory 2" checkbox.

TXPO Subcategory transaction amount. Cannot edit this field.

7

TXPO Tax code subcategory. Enter as specified by the tax code. If using, must

8 enable "Use subcategory 3" checkbox.

TXPO Subcategory transaction amount. .

9

TXP1 Verification number used only for state tax codes (never used for Federal

0 tax payments). This field will be automatically filled during ACH file
creation based on the governmental agency profile.

Please note that Treasury Software does not maintain a database or service for
any taxing authorities.
Settings tab

Now click on the Settings tab at the top of the form.

Note: The top section (Form Identification) does not carry over to the ACH file -
it is for your internal use only.
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[ Tax Forms (TXP Library) =NNC X

While several of the settingz can be entered at the Taxing Autharity profile window, we recommend
entering the data here in a central location.

Form |dentification

|Em|:u|u:|_l,ler's Quartery Tax Return - Deposit Form Mame

941 Form Mumber [or states

- Uze taw number]

Fayment Record

0E1 036000 &B& Fouting #

Z34m$n009 Bank Account #

] ] Maote: Mame ahd both substitution entries are
Treasury Gener. T aring Authority Name gtored in the individual Gow't Agency Profiles

[+ Substitute - lnzert the Authorty Mame inta the ACH detail record [record '6' positions 55 - 76)
W Substitute - Inzert the Taxpayer |0 inta the ACH detail record [record '6' positions 40 - 54].

Addenda Record

+ Day of Month 1 E [Federal iz alwayps 7'
" Last day of manth
" |lse date as imported [must be valid date farmat)

|Duarter|_l,l (Mar.. Jun., Sep. DED.:ﬂ W alid Penod Ending [manual addiions only]

E Over-ride date optionz above. If date iz not available in standard format, uze the
mapping fhield 'PE_Date_Mon_Standard_THP"

[v Check math - Venfy subcategonies bo papment batal [rmanual additions only)

k. Canicel

When you are done, click 'OK' save your work and close the form.

Advanced

Question: Why do we need a Payment Profile (Gov't Agency) and a Tax
Form? Why isn't the Tax Form just another tab on the Payment Profile?
Answer - Reuse.

You can use the same tax form for multiple profiles. If you are responsible to
make tax payments under multiple tax payer ID's, you only need to create one
tax form, but can use it with an unlimited number of Profiles.
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1.4.14.7.4 Importing TXP transactions

All features in this 'Legacy tax payments' section have
been discontinued.

Importing TXP transactions

At this point, you should have already created a Governmental Agency Profile
(similar to a Vendor profile) and a Tax form. You should have also tested the
addenda record by creating a manual transaction.

Creating the Excel or csv file

Your import file will need to have the name (or ID number) of the Governmental
Agency in one of the fields. This is called the Profile Look-up field.

In addition, you will need to have at a minimum: the amount of the tax to be
paid, as well as tax period that it covers.

Examples

Enter into the Sample account within ACH Universal and select from the main
menu Import > Tax Payments (either)

You will see the location of the Excel file on your computer. Please feel free to
use this as a template.
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4 sample - Treasury Software 2012 L e W e — |

File  Edit/Add Import | Reports Create a File  Automation QuickB

Transactions

sample

Transactions [CTX-EDT)
ACH Files [for merging ACH files)

Profiles - Customers, Employees, Vendors, Tax k

Origination Accounts

Impart Tra Period List

Column Mapping Template - Import
@ Payroll
@ Create ACH Payroll using Profiles
Collecting from Customers
D Reports Collecting from Customers using Profiles
Paying Yendors
& Quick Start Paying Vendors using Profiles

Tax Payments - Typical af—
| Tax Payments - Fed 941 - subcategories e |F

Mapping the imported file

We have mapped:

1. ACH_Name_Internal (Profile Lookup) - This matches the Gov't Agency
Profile. Of course, if we used an ID number in the file, we would then have
used ACH_ID_Internal (Profile Lookup)

2. Period_Ending_Date TXP

3. Amount_Reverse_Sign - Of course, if the file contained negative signed
numbers, we could have mapped this as simply ‘Amount’. This represents the
total payment.

4. Social_Security 941 TXP - Specific to Federal Form 941

5. Medicare_941 TXP - Specific to Federal Form 941

6. Withholding 941 TXP - Specific to Federal Form 941
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yr Tax Payments - Fed 941 - subcategories ﬂ
This scieen lets you select each column and decide Select a Mapping Templale
-t skip the column, and do not import [red) =
-t e column and azzign it to a field [oreen)] EEUSII:IITIMU'I.IE w—-J

You da NOT need to map even fiskd

To colect funds [from customess] - use posilive amounts

T o pay funds [vendars, smplopess) - use negalive amounts
Ta 'Hig" the sighz of the amount, uze Bmount_Feverse Sign',
rather than Bmount’

Orly mag the columng pow need to mpot [chek the column bo selact]
Sakct | =] £ Show sllfield selections

Social_Securiy_ 547 |Medcae_541_

ACH_Name_lnkesnal [Fralile Lookug)

Period_Erndirg_Date | Amount_Reverss_

F2 Fi Fd F& FE
M arme Tam Period | Total Social Securky |Medcae ‘withholding
Fed 341 Coapenale 12031,/2007 :IEB.BE&EE $28.841.43 674518 £31.400,00

Fed 341 \West Subsiday 1203172007 (91711541 [s7.36814 $1.72342  [$802285

Fed 341 South Subsidiany 12/31/2007 512333@[3 £10.232.90 | $2.407.2 $11.205.39

Fed 341 East Subsidiery 1243172007 |§11.247.64 $4,042 74 (9113257 [s5.27233 _’j
*

1M A manT lamrannen a4 A AT PR e 44 TaA AR

|| Hdp| Help Cancel Mt »

This will enable you to create an ACH file with TXP transactions (technically a
CCD+ payment, with a TXP formatted addenda record):
7| TXP-ACH File.txt - Notepad B

_ﬁle Edit Format View Help
i‘_ﬂl 202881066 13000578312051611351084101BANK OF ANY TOWN YOUR COMEBRANY 00000000 -

e i B L S rtctela ela ks InleT aled v N U S =IoY ) 120517120517 1202881060000001
2206103600023401009 D00&eEDEeERER1122334 IR3 \ 12028810600001598
TOSTXP*651122334%94105*071201*1*2884148*2=§T4518*=3~3140000% 00010000198
6220610360002340100% 0001711541657654321 IRS 1202881060000199
TOSTXP*E57654321*941054071201+1*T36914#2+1T2342+3%202285" 00010000159
62206103600023401009 000239060965333224944 IRS 1202881060000200
TOSTXP*6533322444%94105%071201*1*1029290%2*240721%3~1120598\ 00010000200
62206103600023401009 0001124764651234567 IRS 1202881060000201
TOSIXP*E5123456T*94105%0T1201%1*4A43T4*3*]1]1 325T*3*53T233\ 00010000201
62206103600023401005 00027159850651122334 IRS 1202881060000202
?EETXP'65112233‘}'9‘:109"31‘1201"1'1'.'.‘151‘!'-"2‘2'-'35'.‘3'3"12'-"]920\_} Q0010000202
&"“"“"i'"“" e e e e e e e e e 202881060000001

5000001000002000000100030518000000000000000000014645430
595599595555999955595999999595959959955959555599595599959999559599999599595599595959599555595959559959555959
999995995599999959999999595995999999959999999599999999559999995999999999995999959959999999595959
999990050209292909920995909902909590099299902090920000909092090992099090900999055900992900020900
959599599999999999399995999999959599999599999399999999999999599995995959999959995999999999999999595
5559995559995558955999959095595995959555959550959905859599555955999959095995555959555999555958
5959959559599959559999999599599599559955959595955995959599959959599999999599959999599595995555359599595599595995959 ~

Fl [
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1.4.14.7.5 Completing the Agency Profile

All features in this 'Legacy tax payments' section have
been discontinued.
Overview

Upon closing the Tax form, you will be returned to the Gov't Agency Profile.
( 4. Add/Edit Government Agencies - TXP |-k

Ganeral THP - Tax Payments stait hede |

Select | Advanced |

Thiz window enables wou to easly salup Fedesal, stste and boal govemmental tax payments.

THP Setup Instuchions:

1. Select a bax fom from "Guick setup for tax payments [T=PT drop down bos
IF you careat find pour tae fom, easily add to e ivany by cicking the ‘Gdd’ ink. fdd Mew Tam Foam

2.1 making a payment oo behall of & subsidiary or other related party, pleaze update the taspayes [0 numbar below.

3. Retum ko the 'General tab on this form and enter in the ‘Name' and 10 Humber' for your mbemal reconds.

_! Quick zetup for bax payments [TAF)
Wigw'edt Tax Foem
Mobe: To push’ format changes from the tax form, please re-select the fom fom the diop down box,

Enter your Fed ID [e51zz33 Tanpayers 1D Numbes (TXPO1)

Taspayer's Vesificaton £ Secondan 1D Mumbsr [T=P10)
Mot uzed with Federal pagments.

Click the Advanced tab.

Review the information on the screen. In almost all cases, taxing authorities
require taxing authority name and taxpayer ID be listed in the ACH detail
record. Unless the tax format you are creating specifically states otherwise,
leave the defaults (of course, fill in the 'Name' field"). Your screen will resemble:
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4. Add/Edit Government Agencies - TXP = | =

Ganeral THP - Tax Payments stait hede |

Select  Advanced |

T#F « Subsgtitution of Tax Mame and [0 Numbser
¥ Bubslitute - Insert the name info the ACH defai record [record ' posiions 55 - 76
Mame  [|gs

I Substitube - Inzart the taspaper 1D lizted on the ‘select’ tab on thiz window into the ACH detail record
recond ‘B positions 40 - 54)

“our Tarkpayer 10 and company infomalion, a: entered, aie alwayz bansmitted o the laking agencies

Some agencies, most notably te Federal govvemment, reguires that the:
~Tapayer 1D numbes to be placed in & seconday location [ID Murber, record B, positions 4 - 12), and a constant in
=M ame [Mame, record B, positions 55 - 75]

Save Cancel

Click Save. The Govt' Agency profile will be saved.
1.4.14.7.6 Make a tax payment

All features in this 'Legacy tax payments' section have
been discontinued.

Make a manual tax payment

From the main menu select Add a Record to display the screen below.
Then select from the drop down list one of your Governmental Agency Profiles.
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M. Mew Record =1

This e was designed 1o add an ACH arsaction thal you did not aready impar
2 list of al tranzactions enbered in thes manmer can be found n Aeports’, ‘Manual Addibons”.

Application Date Drebit,/Credit Payment
|F‘F'1:| Perzomal js;mzmz jsmu . j 40,00

¢ [N S

E velyn Glaszar 197 Imtemal 1D Account Type Email addresz | Addenda Record
¢ | |Famila Arquibaldo 13 =3 ||:h¢,;k;.-,; -

Fed 340 Arnual Unemp - Cpfp Fed037
Fed 340 E 2zt Subsidiamy Fed137 —

Fed 940 West Subsdi Fed138
Fad 941 Corp - Pen Fed872
B9 Bewerzal 0k, | Cancel [
Fed 941 East Subsidiary FedOd3
Fed 341 South Subsidany Fed20d |
— S VLS N R LA A L SN

The form will then reset to accommodate the tax information, as well as
populate default fields:
All you need to do is enter the amounts and click 'OK’

M. Mew Record ol
This fairm was designed 1o add an ACH rarssction thal you did nal sresdy impat
2 list of al tranzactions enbered in thes manmer can be found n Aeports’, ‘Manual Addibons”.
Application Date Drebit,/Credit Payment Total
||:|:n Corporate js,n 7r2m2 jcn: Py funds - Direct Depasit, Venc j 0,00 |
Select ether ~-an existng Cuztomer, Emplopes o Vendor: -or enter new infosmaton
1o |F'ndﬁ=1'l Coporate ;I
Soc. Sec. Medicare  Withholding | T#P_Date T=P10 | Accounk _Huuling.-"ﬁEAH Irtemal Hame | Irtemal 10
| $0.00 fuuu $000[Jun12 | 23401003 |0B1036000  |Fed 941 Comporsl | Fed5BS |
Breakout
Beverzal Ereview T=P 0k Cancel [
Date notes:

The Date field on the 1st row is the effective date of the transaction (the date
you are going to pay), and will appear in the Batch Control/Header '5' record.
The TXP_Date field on the 2nd row is the tax period that your payment applies
to and will appear in the addenda '7' record. The format is configurable in the
Tax Form. Tip - the Federal format is YYMMOL1 (the date is always 01, the first
of the month).
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Advanced - Need to see or tweak the TXP (addenda) record manually?
After entering in your amounts, click on the 'Preview TXP' link to the left of the
OK button.

. Mew Record =

This e was designed 1o add an ACH arsaction thal you did not aready impar
2 list of al tranzactions enbered in thes manmer can be found n Aeports’, ‘Manual Addibons”.

Application Date Drebit,/Credit Payment
||:|:|:u Corporate ~|sn72m2 ﬂtﬁ: Py funds - Direct Depasit, Venc j $17.582.10

Select ether ~-an existng Cuztomer, Emplopes o Vendor: -or enter new infosmaton

i |F¢j 941 Corparate ;I

Soc. Sec.  Medicare | ‘Withholdng | TP Date | TXF10 | Acco
G [THPER1 1229349410571 20601 "Gaea0 -z esdnon, ) sa380| $234220] 6.84000[0un2 v f J2340ne
:"|-I|= | -

Beversal Praview TP 0k | Cancel [
The preview bulkon is Tor your review and modification. The system sutomalically generates the addenda infamation,

Click OK to save your work.

The next time that you create an ACH file, this transaction will be included.
1.4.14.7.7 Fiduciary Mode

All features in this 'Legacy tax payments' section have
been discontinued.

Fiduciary Mode (Requires Pro Plus or Trading Partner editions)

In the previous help pages, the TXP import centered around creating a
separate profile for each taxpayer ID.

However, what if you are a payroll processor or other fiduciary sending in
hundreds or thousands of tax payments?

To create a profile for each taxpayer ID would be a logistic nightmare.
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The Fiduciary mode enables you to import the Tax Payer ID (TXPO01),
Verification (TXP10) and the name and ID for the ACH payment record.
Setup

1. Create a tax form and taxing authority profile.
From the main menu select Edit > Profiles - TXP Government Agencies > Add

new
Select the 'TXP - Tax payments start here' tab (see below), then click 'Add new
tax form'.
) Add/Edit Government Agencies - TXP eIt tah ] L | (]
General THP - Tox Payments start heﬁl

{Select | Advanced
This window enables wou 1o easily setup Federal, state and local govermmanal 18x payments

T*P Sahup Instrucliarns: Then, click '‘Add New Tax Form'

1. Select a tex form from 'Cuick setp for tax peayments (TAF)Y' drop down box
If you cannot find wour tex form, easily add fo the library by dicking the "Add" link, Add Wew Tax Forr

2.l making & payment an behall of a subsidsary or other relsted party. please update the fexpayer ID number balow.

3. Return to the 'General' tab on this form and enter n the 'MName' and 10 Mumber for your internal records.

| [Setect ~]  Ouick sstup for tax payments (TF)
Wieeyadit Tax Fomn

Taxpayers ID Mumber (TF01)

Toxpayer's Yerfication / Secondany 1D Mumber (T=F10).
Mot uzed with Federal payanents

Save Cancel

The New Tax form will be displayed. For illustration purposes, we will mock up
a Kentucky State Withholding tax payment.

Addenda record requirements (mock-up):

Segment Identifier TXP

KY Revenue Account (different for each client)

Number

Tax Type Code 02200

Tax Period End Date YYMMDD format

Payment Amount Type T
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Payment Amount Amount
Terminator \

Only enter the 'constants'. In this example we will enter for:
Tax Type Code
Payment Amount Type

Also, check the box to 'Repeat total payment'. 1
[ Tax Forms (TXP Library) |- ]

FDFI'I'I-:l1| Settings |

Ex"Withholding far payroll processors
Thiz wincow anables you ta creata and edit tax farms for paymeant

Examples
THFO1 ‘621234567 Tax Payar ID (auta fillad in prafiles)

THFO2 34105 Tax Paymeit Type Code

THP03 AAAnD MYMMDD' Tex Period End Date Format

THFP04 ; Subcatagory of repeat P12 —* I Repeatfrom T=PO2

T=F5 nim HHERCC Transaction amount fanes) or—» G FRepesat total pawnerﬂ)
Subcategory 2

THPOE a2 Subcatagory (Medicare - '2')

L4 [ Use subcategorny &

THFO7? nie HEEFCC  Amounts vary by transaction
Subcategory 3

T=Fig 3 Subcatagory Withhalding - 37

[ Use subcategony 3
T=F09 nie HEEFCC  Amounts vary by transaction

T=F10 ‘87234 Verification # - stata uze anby
(stored in each Gov't Agency profile)

—T=P will praface each tax paymeant ling,

=The separator ™ will be used batwaen the elements abowve,
=The termmatar ' will ollow the last element

oK Cancel

Then click the 'Settings' tab at the top, and enter the following fields as
highlighted:
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Notes:
--The ABA and account numbers are the governmental agency's that you are

paying
--The 'substitute' checkboxes - here it does not matter whether checked or not,
as we will be over-riding the values - by importing the taxpayer's name and ID
into these fields.

B9 Tax Forms (TXP Library) |5|Eg

Format Settings F

‘While several of the setings can ba entarad al the Taxing Authority profile window, we recommend
entenng the data here in & central location.

Form ldentification

@"."uﬂhhqldlng for payrall pro:essurf.) Form Mame
| Form Mumber [or states

- yza tax number)

Faymeant Record

(063000047 ABA Routing #

( |343205552 Bank Account #
Mota: Name and both substilution entries ane

Qe D Texing Authority Name  storad in the individual Gevt Agency Profiles

[+ Substifute - Insert the Authomty Mame info the ACH detail record (record '6* posfions 55 = 768)
[+ Substiute - Insert the Taxpeyer D into the ACH detail record (record '6' positions 40 - 54).

Addenda Recaord
" Dy of Wonth 1 E (Faderal is ahways '1')
i i

@ {Use date as imported
Ay Maonth ﬂ Yalid Period Ending (manual additions anly)

[T Check math - Verfy subcategories to payment total (manual additions onky)

0K Cancel

When done, click 'OK’, to close and return to the Governmental Agency Profile
form.

Click the drop down list and select the newly created form.
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|
1 Add/Edit Government Agencies - TXP =)

General TP - Tax Payments start hers |

Select | Advanced

This window enables you 1o easily setup Federal, state and local govermnmenal 18x payments
T#F Setup Instructions:

1. Select a tex form from 'CQuick setup for tax payments (TAF)' drop down bos
If you cannot find your tex form, easily add fo the librany by dicking the "Add" link Al M Tas Fom

2. It making & payrnent on behall of a subsideary o other related party. plasase update the taxpayer ID number below,

3. Retum o the 'General' tab on this form and enter in the 'MName' and “ID Mumber for your intemal records.

Click drop down
m - ﬁpm-‘b&pnwem;ﬁkﬂ

Employer's Quarery Tax Fleturn - With Retum 541 |z Forrn

Employer's Quarerhy Tax Return - Fenalty 541

Employar's Quardarhy Tax Return - Bond FPaymaent 4

Ermpleyer's Cuanerhy Tex Felum - Interest 541 D Mumber (TFO1)

Ernployier's Quantiery Tax Betumn - Advance Payrient 541

Employer's Quanedy Tax Returm - Amended 341 Yerification / Secandary ID Mumber (T=F10).
Ernployer's Annual Tex for Agniculiural Emplovees - Deposit 543 Federal payments

Withheld Federal Income Tax - With Rieturn 945

Organizational Exampt Incorme T e - With Rietum 990

K Withholding for payroll processors |k

Then select the new form Save Cancal

Click on the 'Advanced' sub-tab. Make sure both check boxes are un-marked.
Note: These substitution check boxes are different then the ones we saw earlier
on the tax form.
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General = Tox Payrnents start hers |

T
[} Add.-’Edi;Ymment Agencies - TXP — 1 - | - == X
Select [Advanced |

THP - Substitution of Tax Mame and ID Murnber

@unme =Inzer the narme into the ACH detail record (record '6' positions 56 = 7E)

Mame Ky
Uncheck

Bagdiste - Insen the texpayer 1D isted on the 'select’ tab on this window into the ACH detail record
H '6' posikons 40 - 54)

‘rour Taxpesyer 1D and company information, as erered, are akays ransmited 10 the tadng agencies.

Sorme agencies. most notabhy the Federal govemment, reguines that the
—Taxpayer ID number to be placed in a secondany location (IO Mumber. record 6. postions 4-12), and & constant in
—Mame (Mame, record b, positons 55 - TE)

Save Cancel

Select the 'General' tab and enter the Name and 'Save'.

The ‘Name' should be the same value and match the text in your Excel/csv file
that you are importing.

This value will not appear within the ACH transaction or any file sent to the bank
or governmental agency.

It is simply the 'link/lookup’ value between your data and this profile.
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3 Add/Edit G ent Agencies - TXP [P
Gener P - Tax Payments stant here |
Setings | Advanced | €TX | Addenda Record |

Used fo erter mbarmabon abou your Customers, Emplovess and YVendors (amone vou iransber tofnarm)

Feguined
Example Descnglion
Harma @ “Jaohn Doe' MName of indnidual or entity. Record B posiions 55 - 76, length 22
ID Mumbes Emp ID 56762 Twpicalhy the wendor or employes number (do not use social secunty #3) by
which this entity is knowm to your compamy. Recond B positions 40- 54, length 15
Account # 43205652 IN0E3EEA2T" Mitis: Onby thix 251 4 digits will be displeyed afer 'Seve’ enter leading zeroes if on
thie MICK line. Fecord 6 postions 13- 249 length 17.
ABAFUing # |0§3000047 DE3000047 4 digit routing number (also known as ABA). Record 6 positons 4- 12, length 9
Additional Informaton (use as needed)
[rfh,:!dling = | Checking or Sawings Dietault Debit or Credit (onky when manually adding records - 'Edit!, "Add’)
[EL‘D Corporate '] Standard Enfry Class |l.":l3. Pay funds - Emplovees, Vendors & Taxes vJ
Show addhonsl ophang
Save Cancel
Click 'Save' to save the profile.
1.4.14.7.7.1 Importing and mapping data
1. Create an Excel or csv file with the following fields:
A B C | J K L

1 Vendor lockup Client Name Client KY Tax # Date Amount Verification Client KY Tax # (repeated)
2 |KY_WHD Seven Seas Imports 248238184  2M4/2010 § 7.036.54 17709 248238184
3 |KY_WHD Bottom-Dollar Markets 730888330 2M4/2010 § 5,559.86 57960 730888330
4 KY_WHD Ermnst Handel 208441649 2M4/2010 § 2.314.37 90074 208441649
5 |KY_WHD Save-a-lot Markets 780873395  2M4/2010 § 6,952.28 34137 780873395
6 KY_WHD Hungry Coyote Import Store 860847885  2M14/2010 § 7.,918.62 77583 860847885
7 |KY_WHD Eastern Connection 722887268  2/14/2010 § 3,652.62 18281 722887268
8 |KY_WHD Rattlesnake Canyon Grocery 549040602  2M4/2010 § 686.43 58390 545040602
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2. From within Treasury Software, start the Import Wizard.
When prompted to map the fields, map as below:

Vendor lookup ACH_MName_Internal (Profile Lookup)
Client Mame Tax_Payer Mame 6 Record

Client KY Tax # Tax_Payer ID_6_Record

Date Period_Ending_Date TXP

Amount Amount_Reverse Sign

Verification TKP10_TXP
Client KY Tax # (repeated) IESEEVCMVMPE UMY

Notes:

--Click on the 'Show all field selections' to display the fields.

--The verification field (TXP10) is not always used. Ifitis not needed, do not
map it.

--If you do not have the Tax_Payer_Name_6_Record field in your drop down
list, map it as the Text16 field. Then you will also need to substitute Text15 for
Tax_Payer ID_6_Record.

--If you do not see the <<Processors-TXP>> section, you may not be licensed
at the correct edition

=]

Withholding_341_T=F  and above

<<Processors-TxF» E'
Tax_Payer |D_TxF0_TxF
Tax_Fayer_|D_bB_FRecord
Tax_Fayer_Mame_b_FRecord B
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r

-+ ACH Transaction Column Mapping [éj

This screen lets you select each column and decide: select a Mapping Template
—to skip the column, and do nat impart (red) -

—impartthe column and assign itto afield (green). sl REG ﬂ
“'ou do MOT need to map every field

[ sawe as default

To collect funds (from customers) - use positive amounts

To pay funds (wendars, employees) - use negative amounts
To'flip' the signs ofthe amount, use 'Amount_Rewerse_Sign',
rather than 'Amount'.

Only map the columns you need to import (click the column to select).

Tax_Fayer |ID_THFI_THP ﬂ<- show all field selections
ACH_Mame_lnternal | Tax_Fayer_Mame_b_Fecard | Tax_FPayer_ID_B_ -
Field 1 Field 2 Field 3 F

L] “endor lookup Clignt Marne Client K Tax Muml|Date
k' _wWHD Sewen Seas Imports 2452381584 24820
Ky _wWHD Bottorn-Dallar Markets 730888330 2iaen
Koy _wHD Ernst Handel 203447649 2ianen
Kyv'_wHD Save-a-lot Markets 780873345 2idnen
KX _WHD Hungry Coyate Import Store gh05475885 21420 - |
<] | ]
Help‘ Help ‘ Cancel Mext >

Complete the import wizard as usual.

1.4.14.7.7.2 Creating and reviewing the file

Click Create file.

Your file will look similar to:

101 063000047165777777710030910088094101BANK OF ANY TOWN ABC PAYROLL PROCESSING

00000000

5220ABC PAYROLL PROC 1657777777CCDEPAY 100310100310

1063000040000001

622063000047343205552 0000703654SEVEN SEAS IMP0248238184

1063000040000150

705TXP*248238184%02200%100214*T*703654*****17709\

00010000150

622063000047343205552 000055598 6BOTTOM-DOLLAR M730888330

1063000040000151
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705TXP*730888330%02200%100214*T*555986*****57960\

00010000151

622063000047343205552 0000231437ERNST HANDEL 208441649
1063000040000152
705TXP*208441649*%02200*100214*T*231437*****90074\

00010000152

622063000047343205552 0000695228SAVE-A-LOT MARK780873395
1063000040000153
705TXP*780873395*%02200*100214*T*695228*****34137\

00010000153

622063000047343205552 0000791862HUNGRY COYOTE 1860847885
1063000040000154
705TXP*860847885*02200*100214*T*791862*****77583\

00010000154

622063000047343205552 0000365262EASTERN CONNECT722887268
1063000040000155
705TXP*722887268*02200*100214*T*365262*****18281\

00010000155

622063000047343205552 0000068643RATTLESNAKE CAN549040602
1063000040000156
705TXP*549040602*02200*100214*T*68643*****58390\

00010000156
822000001400441000280000000000000000034120721657777777
063000040000001

9000001000002000000140044100028000000000000000003412072
or

If we chose not to import the verification number

101 063000047165777777710030910139094101BANK OF ANY TOWN ABC PAYROLL PROCESSING
00000000

5220ABC PAYROLL PROC 1657777777CCDEPAY 100310100310
1063000040000001

622063000047343205552 0000703654SEVEN SEAS IMP0248238184
1063000040000157

705TXP*248238184*02200%*100214*T*703654\

00010000157

622063000047343205552 0000555986BOTTOM-DOLLAR M730888330
1063000040000158

705TXP*730888330*%02200*100214*T*555986\

00010000158

622063000047343205552 0000231437ERNST HANDEL 208441649
1063000040000159

705TXP*208441649*%02200%*100214*T*231437\

00010000159

622063000047343205552 0000695228SAVE-A-LOT MARK780873395
1063000040000160

705TXP*780873395%02200*100214*T*695228\

00010000160

622063000047343205552 0000791862HUNGRY COYOTE 1860847885
1063000040000161

705TXP*860847885%02200*100214*T*791862\

00010000161

622063000047343205552 0000365262EASTERN CONNECT722887268
1063000040000162

705TXP*722887268*02200*100214*T*365262\

00010000162

622063000047343205552 0000068643RATTLESNAKE CAN549040602
1063000040000163

705TXP*549040602*02200*100214*T*68643\

00010000163
822000001400441000280000000000000000034120721657777777
063000040000001

9000001000002000000140044100028000000000000000003412072
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Why is our client's name and ID number in the 6 records?

This is highly recommended by virtually all state taxing authorities. Should
there be a transmission error at the state's location, this will aid them in
identifying the payment.

Note: We do not supply the client's name into the batch header - that is
reserved for your company - the payroll processor.

1.4.15 Returns

Returns
This section assumes that you are a bank customer and have submitted
transactions which have 'bounced' - or have been otherwise rejected.

If you are a bank and need to create a Returns file to send to your clients,
please see Banking Edition.

Returns vs. Reversals

A return is an entry that you made which could not be honored by the other
party's bank.

An example:

You attempt to collect funds from a customer, but there are not enough funds in
the customer's account. The transaction is returned to you as Insufficient Funds
(return code RO1).

A reversal is an entry that you create, which is used to correct an earlier
erroneous transaction.

An example:

An employee left your company in February, but you neglected to remove the
person from the payroll system. In March you erroneously sent that employee a
direct deposit payment and immediately noticed the error.

To correct the erroneous payment, you would send a reversal entry to correct it.
For more on reversals.

What happens to the transaction returned and how are you notified?
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If you were paying 100 employees and one employee closed his account, only
the payment to the one account will be returned. The other 99 transactions
would be fine.

How the bank notifies you depends on the services that your bank offers and
what you've signed up for.

Some small banks may call you, others may email or fax you, and others may
have you log into their website to see the postings. Many will provide you with
an ACH Return file (below).

ACH Universal™ Corporate and Processor editions

The balance of this Help file focuses on utilizing ACH Universal™ Corporate
and Processor edition's features of importing and resubmitting return
transactions from an ACH Return file.

If you do not have the Corporate edition or higher, or you are not receiving an

ACH Return file, you will need to track and resubmit transactions manually.

ACH Return Files

r = B
| Return File.txt - Notepad . == X
File Edit Format View Help
101 122287329 6910001340705312050F094101ABC CREDIT UNION ABC APPLICATION SUPERVI -
5200ABC UsP5-070525-1805 1222873290PPDUSPS TRANS 0705301521091000010004352
626122287329130009783 00000893732 Emily Schenck 1091000012930258
799R0106200004000010100000024823818 091000012930258
626122287 329823795428 0000480954 George Harrison 1091000012930258
799R010620000400001020000007 3088833 091000012930258
626122287329456630883 0000006293 John Krazit 1091000012930258 |=
799r01063000040000103000000208441 64 091000012930258
626122287329657340609 0000008352 Debbie Glasser 1091000012930258
799Rr020630000400001 040000007 8087339 091000012930258
626122287329362060253 0000000393 Daniel Longest 1091000012930258
799r020632000040000105000000860847 88 091000012930258 |
820000000200122287 320000000056870000000000001222873290 091000010012637
90000020000010000000400244 57464000000019387 000000000000 i

W o

The ACH Return file contains all the details of the transaction you originally
submitted, as well as detailed information as to why the transaction was unable
to be fulfilled.

The return code is noted with a 3 digit code starting with 'R".

Some sample codes are:
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RO1 Insufficient Funds
R02 Account closed

This file can be imported directly into ACH Universal™ and be used to track
and resubmit transactions, when applicable.

1.4.15.1 Working with ACH Return Files

Importing ACH Return Files

Importing ACH Return files enables you to track the returned transactions and,
if you choose, it will also allow you to resubmit the transactions.

Note: When ACH Return files are imported, the transactions are saved into a
separate 'Returns' table. The records are placed into this table where they
await your action. No action occurs during the import process, other than
populating this table.

From the Home tab select the ACH Return Files drop down box arrow.

L 1CIC)

183 HOME SAMPLES PROFILES VIEW SETTINGS QUICKBOOKS HELP

#0#X © 5 B % 0o

[ Delete Entire Imper
Home Backto Quick ACH File Import Add a Un d Create All
Welcome Start Setup Transactions >  Record =

AC »—H Page Reports | D CreateR -
Navigation Getting Started Common Activities Qoooops 5 Review ret

Sample

Note: If you are unable to view the menu selection above, you do not have the
Corporate or Processor edition. Please upgrade your ACH Universal edition to
use this feature.

This will start the Import Wizard. Select the file and complete the Wizard as
you normally would.

Return Reports

From the Home tab select ACH Return Files drop-down menu and then select
Review returned transactions and resubmit (default).
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Actions  View  Export
@ O30 *#== XHEd» 2 &8 Resend (7]
[ACH Retum Fies - Al Records = | [Last Morth | From: | 020042013 [+ Te: Run

Drag a column header here to group by that column

Date ¥ Amount X Descripion % Resubmitted Eff Date % Status ¥ ImportNe ¥ ReturnNOC_Code ¥ Return_Description % ACH Routing ABA %
p (063002007 £3.93° Daniel Longest ( Inehigible (net ISF) 101 RO2 Account Closed ’?8034.7835

06/3072007 583.52 Debbie Glaszer Mnellg\ble (nat ISF) 101 ROZ Account Closed }303?3395
05/30:2007 $62.93 John Krazit 107 RO9 ncol Ul 208441649

05/30:2007 54,805.54 The Bestles o RO1 Insufficient Funds 730888330
05/30:2007 $833.73. Emily Schenck 101 RO1 Insufficient Funds 248238184

Returns fall into one of two categories:

1. Eligible for resubmission (have a return code of RO1 - Insufficient funds)
2. Ineligible for resubmission (have any other code)

If a record has been returned for Insufficient funds, you may resubmit the
transaction.

However, if a record has been returned for any other code, it is not eligible to
be resubmitted.

The logic is that if the account is closed, or there is a wrong ABA number--or
any other reason (other than ISF)--resubmitting the transaction will still result in
the transaction being returned.

Resubmitting transactions returned as Insufficient Funds (R01)

Select the transaction(s) and then click Resend.

Actions  View  Export

Then click
H@ EE e XE»a B Reend € @

[ACH Retum Files - Al Records v | [Last Morth | From: | 022042013 [=] To:
Drag a column header here to group by that column
Date % Amount X Descripion % Resubmitted Eff Date % Status ¥ ImportNe X ReturnMNOC_Code % Return Description X% ACH_Routing_ABA X
|
05/30/200» SEI ect 53.93: Daniel Longest Ineligible (not ISF) 101 ROZ Account Closed 860847285
05/30WF007 583.52' Debbie Glasser Ineligible (not ISF) : 101 RO2 Account Closed 780873335
DE[30/2007 $62.93 John Krazit Note the upd ate 101 RO3 Uncollected Funds 208441643
' 05/30/2007 $4.809.54: The Beatles Untransmitted {101 i RO1  Insufficient Funds : 730888330
05/30/2007 $893.73 Emily Schenck 101 RO1 Insufficient Funds 248238184

These records will be placed into the Untransmitted ACH records holding
gueue along with any other untransmitted records that you may have.
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When the record is eventually transmitted, the status is updated from
‘Untransmitted’ to 'Sent' with a resubmitted date.

1.4.16 CTX-EDI (Processor edition)

CTX - Corporate Trade Exchange
Note: CTXrequires ACH Universal's Processor edition

What is CTX?

CTX, or Corporate Trade Exchange, is a Standard Entry Class code that can
contain multiple addenda records which provide additional information on
each transaction (also called remittance information, such as invoice
numbering).

What is EDI?

EDI, or Electronic Data Interchange, is a set of standards governing the
structure of electronically-transferred information. EDI provides the engine
that structures the transmission of CTX transactions. EDI is standardized
under ANSI ASC X12. There are multiple transaction sets available under
EDI, the most commonly used through ACH Universal being the EPN-STP
820 set.

Why use CTX?

The common SEC Codes, such as PPD and CCD, provide specific
transaction information. However, they both lack the ability to use more than
one addenda record. An addenda is an extension to a transaction entry that
provides additional information about the nature of the transaction, most
commonly remittance information. One common example is an invoice
number. PPD+ and CCD+ add the ability to use an addenda record, but you
are limited to at most one addenda record per transaction and a maximum
length of 80 characters. If your organization wanted to make one payment for
multiple invoices and provide remittance information, there is no way to do so
using a non-CTX SEC Code.

ACH Universal © 2019 Treasury Software



ACH Universal

CTX has a limit on the number of addenda records--9,999 per entry--but it is
so high as to be almost unapproachable in practice. In addition, CTX
specifically defines the structure of the addenda records into segments. This
provides ease of processing as well as flexibility in making your payments.

W ACH Transaction Colurmn Mapping >

Thiz szcreen lets you select each column and decide; Select a Mapping Template
--to =kip the column, and do nat import [red) :

-impart the column and azzigh it to a field [green). LT Transactions ﬂ
You do HOT need to map every field

[ zave as default

To collect fundz [from customerz) - Lse pogitive amonts

To pay funds [vendors, employees] - uze negative amounts
To flip' the zignz of the amount, uze Amount_Rewverze_Sigr',
rather than ‘Amount’,

Only map the columns pou need to import [clhick the column to select].
N ' ﬂ - Show all field selections

ACH_Mame_|ntern [&mount_Payment_

[rvoice_Mumber_ | PO_MNumber_REF

F1 F2 F3
Aot Yendor Codes/Desc | Subledger Account
$-7.201.52 Around the Hom (AP 130009783
$-6.637.61 Berglunds snabbkc | AP B2379R428
$-95319 Fariilia Arquibalda AP BE73406809
$-7 03654 Santé Gourmet AF JE2060253
[« [
|'E]::II Help| Help | Cancel | MHest »

Using CTX in ACH Universal

The same processes used in ACH Universal for other SEC Codes are used to
create and transmit CTX files. However, CTX has a few added requirements
that other codes are not subject to.

ACH Universal's Processor edition is different than earlier editions, because it
includes the ACH format 'CTX' - Corporate Trade Exchange.

The other formats you may already be familiar with are on a one-payment-to-
one-invoice scenario. For example, an ACH-PPD entry containing an
employee's direct deposit payroll payment is a one-payment-to-one-paycheck
scenario.
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With ACH-CTX, you can pay hundreds of invoices from one payment. This is
a one-payment-to-many-invoices scenario.

The key here is not just the fact that you are paying multiple invoices, but that
you are including the remittance information as well. CTX passes along the
detailed remittance information in the addenda records that follow the
payment records.

Addenda Records

PPD, CCD:

In other formats such as PPD and CCD, you can include one addenda record
to provide additional information about the payment. When attaching the
addenda record, these payments are often referred to as PPD+ and CCD+
(plus sign for addenda).

These formats only allow one record, and the addenda record text is free form
- meaning there is no standard as to the syntax or layout (unless, of course,
one was agreed to by the originator and receiver).

CTX:

With CTX, you can have up to 9,999 addenda records, and the system
expects the records to be in an EDI format.

ACH Universal's EDI Engine

There are many EDI standards, each with its own derivatives, dialects and
subsets.

Treasury Software's built-in EDI engine supports the common business format
often referred to as the ANSI ASC 820 transaction set. Virtually all business
formats are a derivative or subset of this format.

1.4.16.1 Account Creation

The first step in using ACH Universal is to create an account to hold your
imported data. This applies to both CTX and non-CTX codes. If you will be
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creating CTX as well as non-CTX files, it is recommended you use one account
for CTX-only transactions and one account for all other transactions.

Creating an Account

Create an account by selecting from the main menu File > New Account.

Format Selection

In the ACH Setup Wizard (lower left corner of ACH Universal), on screen 4 of 6,
you will see Figure 1 (below). Select the radio button for CTX-EDI Subsets. In
almost every situation you will use EPN STP 820. Make sure it is visible in the
dropdown box.

Application - Standard Entry Clasz Code

Select the primary (defaul] NACHA  * Al except CTREDI  |PPD - Personal
farmat pau will be uzing.

Led Lo

(¥ CT*-EDI Subzets |EF'N 5TP 820

Figure 1 - Account Setup

CTX Tab

On the final screen (Screen 6 of 6), select the CTX tab. You will see Figure 3
(below).
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Applicstions CTH lCrn:uss-EIn:urder (PERICER) | wEB | ENR | Reversais |

Only rmodify if wou are uzing the CT: farmat

How do yau want to identify yourself? |U-5- Federal ID j
| dentification Mumber [DUNS, Fed1D....) 22456754

Remittance default code (AMRA segment) ||”"~"'3'i'3E (1] j
Fieference default [REF segment] |F'Uf'3h~5l$E Order [FO] j
Drate default [DTHM zeament] |Imﬂ:ui|:e (003 j

dentification Cade Qualifier (N1 Seqment) ssigned by Seller = |

Figure 3 - Account Setup
In the first dropdown box, select the method your organization is using to

identify yourself at the transaction level. This is decided by your bank. Your
choices are:

U.S. Federal Federal ID number

ID

DUNS Dun and Bradstreet number

DUNS plus Dun and Bradstreet number with a mutually-agreed upon suffix
suffix string

Enter the ID number of the type selected into the textbox.

Leave the defaults for all other fields unless instructed differently by your bank.
1.4.16.2 Account Setup - CTX

Account Setup
From the Settings tab select 'ACH File Setup'.

On screen 4 of 6, select the radio button 'CTX-EDI Subsets' and select from the pull down menu the

subset you want to work with. If you are unsure of the subset, leave the default presented - you can
change it any time.
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On screen 6 of 6, select the 'CTX' tab and enter your Federal ID, DUNS, or other identifying number
as required by your Trading Partner (CTX receiver). Again, if unsure, leave blank for now - you can
modify at any time. Click 'Finish' to save your work and close the ACH Setup Wizard.

Setting up a Payee Profile

From the main menu select 'Edit', 'Add/Edit Customers, Employees and Vendors'. Click on the Plus
sign on the toolbar to add a new record.

Name: Enter the name which will appear on your import file. Example: If you are paying an office
supply company and their company name (which appears on each line item of the detailed report you
are using as an input file) is 'Office Depot', enter that here.

Account # and ABA routing number - Using our previous example, enter the office supply company's
information here.

ID number - This is for your records - enter your internal vendor number here. Using our example, it
may be 'OfficeDepot001'. Note: Very often, this entry is simply the same as the Name.

Checking or Saving - Leave as Checking unless instructed otherwise by your Trading Partner.
ID Type and Number - Enter as provided by your Trading Partner.

Origination - Leave blank.

Application - Select 'CTX - Create EDI' if it is not already displayed.

Click 'Save' to close the window and update your modifications.

1.4.16.3 Mapping - Basic

Prepare an import file with at least the following minimum fields:

--Vendor

--Amount/Paid

--Invoice Number

A, | B | [ |

1 |Yendor Paid Invoice #
2 |Dffice Depot 47,251, 52 12334557
J |Dffice Depot $6,637.61 12357893
4 |0ffice Depot $7,360. 41 12361023
5 |Walmart $9532. 19 7arlzaa
B |Walmart -$7 036_54 7371511
=

The fields that you prepare for your report are directly related to your Trading Partner's
requirements. Additional fields such as purchase order, trace and adjustments will be covered in the

next topic Mapping CTX Files - Advanced

Importing and Mapping
Use the import wizard to import the file. At the mapping screen, map the example above as:
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= Only map the columne pou need to import [chick the column to select].
ISelect ;I
ACH_Mame_|ntemnal [Look-up] [Amount_Payment_BME | Invoice_Humber_RB
Field 1 Field 2 Field 3
Wendor Faid Irveoice #
Dffice Depot 7251 62 133234567
Office Depot $E.637.E1 133578493
Dffice Depot $7.360.41 13361023
W almart $353.119 FRCHE P =
[<] >

ACH_Name_Internal - You should already be familiar with - this populates the payees name in the
payment line, as well as provides as a 'look-up’ field to the Customer, Employee and Vendor table.

Amount_Payment_ RMR - Map your detailed invoice amounts using this field.
Note the last three letters of the field may indicate an EDI 'segment’. This will be covered in the next
topic. The RMR segment refers to the 'Remittance' segment.

Invoice_Number_RMR - Map your detailed invoice numbers using this field.

Continue with the Import Wizard until finished. Afterwards, you can create and transmit the file, just
as you would any other ACH file.

1.4.16.4 Mapping - Advanced

Mapping CTX Files - Advanced

In addition to the information listed in the Mapping CTX Files - Basic topic, the addenda records can
contain the following detailed information.

The fields below relate to the detailed information you are importing and mapping. Inthe EDI output,
you will see additional segments - these are header and footer records which are created
automatically by the system.

Notes:

--The CTX setup window referenced below can be accessed from the 'Settings' tab > 'ACH Setup'.
--You do not need to map every field. The fields below which have not already been mentioned in the
'‘Basic' section are used infrequently.

Fields:

Remittance Used to provide remittance information. The
Invoice_Number_RMR and Amount_Payment_RMR are
always used.

Type_RMR Do not map unless otherwise instructed to. Default is set

to 'IV' = Invoice. The default can be set on the CTX setup
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window to Invoice, Purchase Order or Accounts
Receivable Open item. If importing different types in the
same file, use the following two character abbreviations:
IV - Invoice

PO - Purchase Order

R7 - A/R Open Item

Notes:

--If you want to include both an invoice and purchase
order number, leave the default alone as invoice - and
use the reference section below as the purchase order.
--To specify a default not listed above, simply enter it in
the CTX setup window.

Invoice_Number_ RMR Invoice number, or number as identified in Type_ RMR
Amount_Payment_ RMR Amount to be paid

Amount_Total Invoice. RMR Used when the total invoice amount is different from the
amount paid. Difference can be accounted for in either
an adjustment (example - back order, short shipment,
damaged goods), or from use of payment discount
(example 2% 10, net 30)

Amount_Discount RMR Used to indicate amount taken as a prompt payment
discount (example 2% 10, net 30). Do not use this field
to show other adjustments.

Reference Used when a purchase order (or other information)
number is supplied in addition to the invoice number in the
remittance segment.

Type_REF Default setting is '‘PO’, and can be updated on the CTX
setup window.
If importing different types in the same file, use the
following two character abbreviations:
PO - Purchase Order
R7 - A/IR Open Item
BM - Bill of lading
VV - Voucher
Note: To specify a default not listed above, simply enter it
in the CTX setup window.

PO_Number_ REF Purchase order number, or number as identified in
Type_ REF
PO_Description_REF Free form description. As with all descriptions, do not

use an asterisk or backslash.

Trace Enables you to reference the transaction back to your
internal system. An example would be a check number
to an accounts payable system

Trace_TRN Trace number (actually an alphanumeric field).
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Date/Time

Type_DTM

Date_DTM

Adjustments

Adjustment_Amount_ADX

Adjustment_Type_ADX

Adjustment_Description_ ADX

Name

Name_Full_NM1

Used to specify the date of the information in the
remittance (RMR) tag.

Do not map unless otherwise instructed to. Default is set
to '003' = Invoice. The default can be set on the CTX
setup window to Invoice, Purchase Order or Contract
Effective. If importing different types in the same file, use
the following three digit abbreviations:

003 - Invoice

004 - Purchase Order

092 - Contract Effective

Use local settings - US MM/DD/YYYY; UK
DD/MM/YYYY.

Used to transmit payer-generated debit/credit memos.

Amount. Sign is stripped away and is determined by
‘type’ below.
Note: The following equation should be true - the system

will not alter your entries:
Amount Payment RMR = Amount Total Invoice RMR -
Amount Discount RMR +/- Adjustment Amount ADX

Two character code indicating debit or credit memo:

01 Pricing Error

03 Extension Error

04 Item not acceptable - Damaged
05 Item not acceptable - Quality
06 Quantity contested

07 Incorrect Product

11 Returns - Damaged

12 Returns - Quality

59 Item not received

75 Total order not received

81 Credit as agreed

CM Covered by credit memo

Alphanumeric description

Individual or organization name. Do not map unless
otherwise instructed to - as it can be duplicative of the N1
segment.
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1.4.16.5 Mapping - Without Profiles
Creating CTX files without using profiles (On-the-fly)

Depending on your scenario, you may not need to create a vendor profile for
each vendor.

If your vendors will accept a standard format - you can create files 'on-the-fly' as
noted on this page.

If your vendors have specific requirements, you will need to use our profiles.

To create CTX files without creating any vendor profiles:
1. At the mapping wizard, instead of mapping a profile lookup, simply use
‘Name'

2. Remember to map your vendor's routing number and Account numbers.
New:

3. Recommended - Also import your Vendor's ID # (typically a Fed ID) - and
map it is as Receivers_ID_Number (details below).

Reminder: The ABA, Account, Receiver ID (if used) and Receiver Qualifier (if
used) - need to be on each line for each vendor.
If you don't have the ID number for a vendor - you can leave it blank, but there

will be no ID in the CTX-EDI and you run the risk of it not be received by the
vendor.

Use 'Name'

1 Indude ABA and
instead of a profile lookup

Account #'s

Vendor's ID

Optional - Only needed
(typically Fed ID)

if not using Fed ID's

¢ Invoice_Number_RAMR | ABA_Routing_ Number | Bank_Account Mumber | Receivers_ID_Number Fiec-en-els-lDCl_uallluel

Field 1 Field 2 Field 3 Field 4 Field 5 Field & Field 7
Wendor Amount Invoice # ABA Routing # Account # Federal 1D # Qualifier
Office Depot -$7.251.52  |13334567 540600106 9438572743 658885463 30
Office Depot -$6,637.61  |13357893 540600106 9438572743 658885463 30
Office Depot -$7,360.41  |13361023 540600106 9438572743 658885463 30
W almart -$953.19 7321239 360785245 2323373022 342446578 30 ﬂ

i
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Tip: You can find the fields in the 'On-The-Fly-Only' grouping of the drop down
list.

This screen lets you select each column and decide: Select a Mapping Template

~to zkip the column, and do not import [red) :
~import the column and assign it to a field (green). |ETK Transactions ﬂ

You do NOT need to map even field [T save as default

To collect funds [from customers] - use positive amounts

To pay funds [vendors, employees) - use negative amounts
To 'fip’ the signs of the amount, use Amount_Reverse_Sign’,
tather than ‘Amount’.

Only map the columng you need to import [click the column to select),
[ <0n-The-Fly Dnlys >
Name - . ABA_Routing_Nu
1 |iD F4
Y /| Bank_Account_Number
endor Code/l B, Routing, Number EeE—

Office Depot Receivers |D_Mumber p4238
Office Depot | Receivers_|D_Qualifisr 4247

W

Office Depot Ty R — 4298
$95318 7321238 24305

&* T O Ea TAIE A aliainal

Bl Help|  Hebp

Advanced topic - Receiver's ID and Qualifiers
While a CTX file can be created without using the Receiver's ID (technically
called the Interchange Receiver ID - ISA08), we recommend that it be included.

When you map and import the ID, the system will assume that it is a Federal ID
- and enter the appropriate value (30 - indicates a Fed ID) as the type
(technically called the Interchange ID Qualifier - ISAQ7).

You do not need to include/map the Qualifier if all of your ID's are
Federal ID #'s.
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However, if you do need to map the Qualifier field, please use the following two
character values:

01 Duns (Dun & Bradstreet)

14 Duns Plus Suffix

17 ABA number

30 US Federal Tax Identification Number

1.4.16.6 CTX Output

Create your ACH-CTX transmission file, just as you would any other ACH file, by clicking "Transmit to
Bank'.

If you view the file, you'll notice that there are a number of addenda records after each payment line.

We've clipped out only the EDI portion of the addenda information from the Office Depot example
(we've alternated the color to help identify the beginning and ending of each segment):

T=A*00* 00+ FAQFEETIIIN? *30*44LELELLL F*OE0Z06*025
SFEIF00401*00000000L* 0F P 4 GE* BA* 220 0 P dd EEE EL EE* FO0E0 206+ 0 85 8* L *X:X* 0040 100 5T *
SE0F000INEBPR*C* 21249 Sa* CrACH*CTHF **** Las7 77 = * 01l * 3607 85 245 *DA* 7 22229+ 20060
20 TEN*1* 34211 1NHL* PR*YOUR, COMPRANT*21* 227707 N1* PE*0OFFICE DEPOTENT*1 PHE*IV
F1FIB4EET**PEE] EE*T48] EE¥1E0. 00 BEF*PO*E42 28+ NEW TORE (FIRST )\ DTM*003*zZ0050601
SADNF—45 E0*0L*TD*PRICING FROM QLD CATALOGHPMP*TU*1223L7253**E637 _cl*e?00*57. 2350 1
EFFPO*Z4247FNEN TOPE (SECOND) WDTM*O02*Z0050701% AL - E* Ea* TD*NEVER RECEIVWED AT CO
DPORATENTME*R7* 1326l 022%* 7280 41*7400* 25 Lo DEF *RY*E42 98 * NORTHEAST, DTH* 052 *Z005 0
FOENEE*15* 0001 GE*1* 1% TEA* 1 *000000001 %,

ISA*00* *00* *30%227777777 *30%445555555
*060206*0858*U*00401*000000001L*0*P*~

The ISA (Interchange Control Header) segment is system generated and identifies the
receiving and sending parties and defines the data.

\GS*RA*227777777*445555555%20060206*0858*1*X*004010

The GS (Functional Group Header) segment is system generated and the function is largely
redundant to the ISA (in a non-ACH EDI file there would be multiple groups - and the
role would be more significant).

\ST*820*0001
The ST (Transaction Set Header) segment is system generated and marks the beginning of
the transaction set.

\BPR*C*21249.54*C*ACH*CTX*****x1657777777**01*960785245*DA*58722229*20060

207

The BPR (Beginning segment for Payment order/Remittance advice) segment is system
generated and contains summary payment information.

\TRN*1*342111
The TRN (Trace) segment provides a unique identification for the transaction. If one is
not provided (mapped), the system generates a unique sequential identifier.

\N1*PR*YOUR COMPANY*91*227777777
The N1 (Originator Name Identification) segment is your company name.
Note: the PR - indicates Payer.

\N1*PE*OFFICE DEPOT
The N1 (Receiver Name Identification) segment is the receiver's company name.

Note: the PE - indicates Payee.

\ENT*1
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The ENT (Entity) segment is required, but typically not significant in non-tax
applications as payments are all on behalf of the same entity.

\RMR*IV*13334567**7251.52*7451.52*150.50
The RMR (Remittance Advice) segment contains the invoice number, amount to be paid,
total of the invoice and any amounts taken as a discount.

\REF*PO*24238*NEW YORK (FIRST)
The REF (Reference) segment contains any additional information - typically a purchase
order number.

\DTM*003*20050601
The DTM (Date/Time) segment contains date information, if needed, for the RMR segment.

\ADX*-49.50*01*TD*PRICING FROM OLD CATALOG
The ADX (Adjustment) segment contains payer generated debit or credit information.

Remember - Check your math if using discounts and adjustments!
For each invoice:
Amount Paid = Total Invoice - discount +/- adjustments

$7,251.52 = $7,451.52 - $150.50 - $49.50

\RMR*IV*13357893**6637.61*6700*57.39
2nd invoice

\REF*PO*24247*NEW YORK (SECOND)
2nd invoice

\DTM*003*20050701
2nd invoice

\ADX*-5*59*TD*NEVER RECEIVED AT CORPORATE
2nd invoice

\RMR*R7*13361023**7360.41*7400*39.59
3rd invoice

\REF*R7*24298*NORTHEAST
3rd invoice

\DTM*092*20050702
3rd invoice

\SE*18*0001
The SE (Transaction Set Footer) segment is system generated and marks the end of the
transaction set (offset to ST).

\GE*1*1

The GE (Functional Group Footer) segment is system generated and marks the end of the
group (offset to GS).

\IEA*1*000000001\

The IEA (Interchange Control Footer) segment is system generated and marks the end of
the Interchange Control (offset to ISA).

1.4.16.7 XML

XML Initiative

Currently, EDI is the standard for populating the remittance records (7 records)
for CTX.
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However, a new XML based standard has been proposed for the remittance
records, and ACH Universal has added this newly proposed standard as well.

@ Please note that while we are supporters of the proposed standard, it
can only be used between parties that have elected to opt-in.

Want to use ACH Universal for CTX-XML?
Next steps:

1. XML Setup
2. XML Importing data files and Creating ACH Files

Reference:
Sample XML-based ACH-CTX file.
Sample EDI-based ACH-CTX file (as a guide for comparison).

Notes:

--ACH Universal has incorporated the Opt-in Rules for Incorporating XML
Messaging in ACH Addenda Records (XML-ACH) as of August 30, 2013.
For a copy of this document, as well as additional information, please see:
https://www.nacha.org/XML-ACH-Remittance

--Support in ACH Universal for XML segments is 100% compliant with the EPN
STP 820 transaction set for EDI.

--Need additional support? Follow the documentation in this section (CTX) - or
contact Treasury Software Support.
1.4.16.7.1 XML Setup

Download and install:
If you have not done so already, download and install ACH Universal from:
http://www.treasurysoftware.com/download.aspx
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ACH Universal

ACH Universal setup:

--Upon starting the software, at the 'Welcome New User' page - select ACH
Universal.

--Select ACH File Setup on the Ribbon Bar
Home Samples Profiles View Settings QuickBooks Help

2 (&) 0 2 B @0

Home  Backto CQuick | ACH File Import Add a Untransmitted  Create All
Welcome Start Setup Jf| Transactions ~ Record ~ Records ACH File Reports
Mavigation Getting Started Commen Activities

--Proceed to screen three.
Reminder: To navigate past the 'basic' setup, you'll need to opt for 'Advanced’
on the bottom of page two.

--On screen three (below), select CTX, then click 'Next' > 'Finished'.
Note: The drop down to the right of the selection will not display XML, as it has

not yet been formally adopted.
In the next step, we will enable the standard for specific vendors.
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B ACH Setup ESEEEN =X

Batch header record (5" record) Pleasze enter az provided by your financial institution,

. . ' Auto-fill [more info]
Compaty Mame - Your company's “short' name which will be dizplaved on your
customer'z, employee's, vendor's bank statements. Max of 16 characters. [positions |YUUT Compary

5-20] E=ample *rour Compary’

Campany D - Identifies your company, division or sub-unit. Typically your Immediate |-| E5777777T
Origin 1D, ['5' positions 41-60 and '8' positions 45-54] Example 130009783

Originating DFI - Tepically vour Immediate D estination code, without the trailing check |2|:|2331 06
digit. 8 digitz [records '5' positions 80-87, '6' pozitions 80-87 and '8’ positions 80-87). Example ‘202351 05

Standard Entry Clagz [SEC] Code
Select the primary [default] SEC Code {__ Al except CTXEDI |PPD - Personal ﬂ

> Cf‘“ C D|EF'N STP 820 =]

Screen dof 7 Help | Cancel | < Back | MNext = |

--Select the Profiles tab > View Customers, Employees and Vendors.

Then select a profile and click Edit Record.

Tip: If you are in the Sample account, and following this demo - select Office
Depot.
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“ Home Samples Profiles Wiew Settings
¢ quickpay1. Click to list m =

@ Recurring ]
View/  Add  Import
&) Pre-Notes Edit - S =
Create Profile Based Transactions Customers, Employees and Venders
W o-

Actions View  Export  Add Edit Record A 3 Edlt
wd dEA*¥=XHE»a Ee
|.P|.II Profiles ﬂ |_-“-J| Periods J From:

Drag a column header here to group by that column

Internal Mame ¥ Internal IDE X
2. Select a vendor

MR ae Ol Haldiman TFRTT

4. Click the CTX tab (far right).
In the 'Format to use for this vendor' field - select the XML option and then save.
Repeat these steps to enable as many vendors as needed.
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If following the demo, repeat for Walmart.
(V=T Adc/Edit Customers, EMERS = s Yertioe: Kt Do =)

Gereral |

Settnge ] sdvanced | Agdenda Records - Chid Suppert, Invoices and Tax Paymenis (TXP) | Recurring Transactions  CTX |
Dol |

CT - Corporate Trade el<chanos
Lise this tab only if this vendor is & CTx vendor [EDI)
The ghobal CTi subzet [EPH STF 820) vl be wsed bo fomat the vendor's CT addenda reconds unless you gelect another format below,

Advanced users: Select Profle Specific” o cortnol each elemeant/sagment.

Foamat bo wze for this wendar ML [Fulure/F eserved| -
EPMSTP 820
3020
3040
4010
4020 E

Sprmt

Fraofile Specihc
e ML [Fulure Hesenved) T

[~ Place optional DTM segment in Header. Mobe: This i independent of the DTM segments in the detail

Save Cancel |

Congratulations - you're all done with setup. Now let's import some data and
create an ACH File.

1.4.16.7.2 XML Importing Files

The process of importing files to create CTX-XML files is identical to the
process of importing files to create CTX-EDI.

Note: If you are working in the Sample account - you have a demo file ready to
import.

If you're not in the sample account, prepare an import file (and matching profile) with at least
the following minimum fields:

--Vendor name (which matches the lookup name in the profile)

--Amount/Paid

--Invoice Number

Of course, additional fields are available - Mapping CTX Files - Advanced
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Please note that the field names are in EDI (EPN STP 820) syntax. This enables you to send EDI-
based files to some vendors, while simultaneously sending XML to others.

1. Start the Import Wizard by clicking either icon below:
Home Samples Profiles Wiew Settings QuickBooks Help

0 8 W 2 B @l

Home  Backto Quick ACH File Import Add a Untransmitted  Create All
Welcome Start Setup Transacilons = Record ~ Records ACH File Reports
Mavigaticn Getting Started Coemmon Activities
W O-=
sample

Select either to start the import wizard
=\

Import Transactions Add A Record

Create ACH File

i),
Ve

ACH Setup

© 2019 Treasury Software
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2. Select the file to import (or leave the default if in the Sample account)
v ACH Transactions Import Wizard ﬁ

Select the zource file ta impart OF
Cut and Paste the data from Excel to the grid below.

Select a file to import, or

; -
@HU gerzhPublich T reasury Softwareh TutonalhGLD ata \CTH s ) Q

Select File

" All applications - default [except CTH-ED) f+ CT=[EDN
Fazte from Excel
Field 1 Figld 2 Field 3 Fizld 4 Figld & Field & Figld 7 Field%

| Reversal Help Cancel | Mext = | |

3. If in the Sample Account - leave the default settings. Otherwise, map as needed.
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i Ty
4f ACH Transzaction Column Mapping ﬁ
Thiz zcreen letz you select each column and decide: Select a Mapping Template
-t gkip the column, and do naot import [red) :
--impaort the column and azzign it to a field [green). Bl UL LI
You do MOT need o map every field [ szave as default

To collect funds [from customers] - uze positive amounts

To pay fundz [vendors, employees] - uze negative amounts
To 'flip' the zigns of the amount, use ‘Gmount_Reverse_Sign',
rather than ‘Amourt’,

- Orly map the columng you need to import [click the column to select).

ACH Mame Internal [Profile Lookup]

PO_Mumber_REF
F4
criphion Faid [Fvoice # Purchase Order
$-7.261.52 13334867 24238

ACH_Mame_|nternal [Profile Lookup] | Amount_Payment_BMME | Invoice_Mumber_RMB
F3

$-6.637 61 13367853 24247
$-7.360.41 13361023 24298
$-895219 TI239 24305 _I
| 2
|'Eh;|| Helpl Help Cancel ¢ Back I Mewut » I Finizh |
L &

ACH_Name_Internal (Profile Lookup) - You should already be familiar with - this populates the payees
name in the payment line, as well as provides as a 'look-up' field to the Customer, Employee and
Vendor table.

Amount_Payment_ RMR - Map your detailed invoice amounts using this field.
Invoice_Number_RMR - Map your detailed invoice numbers using this field.
PO_Number_REF- Map your Purchase Order numbers using this field (optional).

4. Click 'Next', 'Finish' - to complete the Import Wizard.

5. Navigate to the Create ACH File page, and click 'Create ACH File'
You can now view the completed file.
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m e Samples Profiles View Settings QuickBooks Help o
- S Delet= Records ¥ ACH-2-Excsl E
2 N AN D Q

- 2 Delete Entire Import 2l ACH-Merge .
Home Backio Quick ACH File Impost Add a Untransmitted  Create Orline
Walcome Skart Setup Transactions *  Recoed = Records ACH File ;‘r.-pcu "D Create Reversals € ACH Retum Files ~ Shone
Mavigation Getting Started Common Activities Ooocops Utilities Buy Now
PO
sample: Press the 'Create ACH File’ bution below to create and transmit the: file. You may : ~
review the records and/or modify the settings below. e
. . Review untransmitted records. add manual records

A transmission method has not been selected. Please transmit the: file manually ardlor delets

our transmission file can be found (after pressing the button below) at -
Clsers\Public\Treasury Software\To Bank\sample_account_transmit bxt Change File Name/Location ®

Create ACH File Change ACH file nameSocation

4 A / cnoe

\ Create ACH File j

Diebits (Cash In) Credits [Cash out) Pre-Hotes Tatal Dates
H 5 s 5 s = 5 Frem Ta
Imported o £0.00 3 (823.239.27) o & (829.239.27) 12082013 120872013
Manual Records o $0.00 o $0.00 o o $0.00
Talals o 50,00 & (529.235.27) o L] (529.235.27) 120092013 12082013

1.4.17 Health Care Reassociation

Health Care Reassociation

Easily create the Health Care Reassociation record (‘7' addenda record)
with ACH Universal Corporate and Processor Editions.

ACH Universal enables users to meet the Federal Regulations established by the
Patient Protection and Affordable Care Act.

This includes, amongst other items: the ANSI ASC X12 835 version 5010 TRN
Reassociation Trace Number data segment.

Setup - Custom Code

This format requires that a Custom Code be entered. The Health Care
Reassociation format uses code 344.
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To enter the code, click on the Settings tab, then > 'Import, System'. The
Options window will pop-up.
Click on the Custom tab, enter 344 in the top line - and click Update.

HOME SAMPLES PROFILES VIEW SETTINGS meeee LI KB OOKS HELP
% {3 Encrypt Database Q ﬁ D Header Info '!.'z @ _——,—5“9 Import, System
= 4 % [~ ) e

£= Encrypt ACH File A ED Offset Record % Maingénance
Access ACH File Transmission Migrate to SQL Migrate to Remote  Citrix
Control [ Change Password Setup Options B FileLocation | Exprass, SQL Server Desktop, Citriix ~ Maint | 8 Aythive/Restore

BC Uy ACH File \_',;.nl_.-;d_-:. u Optlons
H‘ lluort' Reports | 5ysiem| Resume Startup | Bank Code Custom ]

Accour

‘\) m Enter Custom Codes here [account-wide)

Custom Code 1 [344 1, Enter 344 .
Custom Code 2 | 2. Click
Custom Code 3 | Update
Custom Code 4 | Updute

Go To Home

Getting Started PR
Excel, csv and all major accounting

Custom Code & |
Custom Code 7 |

Workstation Settings - Must be entered at each workstation
System Entiy 1 o

T) H + System Entiy 2 | Refresh |

Close

Populate/Reset - Custom Menus

Treasury Software

Health Care Reassociation

QK

Enter your Origination Company ID (referred to as TRNO3 in supporting
documentation). This is typically a 1 followed by your 9-digit Federal ID.

The Reference Identification field is optional and can be left blank. If you
choose to, you may enter a value here. This value is referred to as TRNOA4.
Click Close when complete.
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mport | Reports | System | Resume Startup | Bank Code  Custom |

Typically 1 + Fed ID

Enter Custom Codes here [account-wide]

Custom Code 1 {344 /
Origination Company ID 1227777777
Reference |dentification |

Segment Teminator (A of ~) [\
Custom Code 5 |
Custom Code 6 |
Custom Code 7 |

‘Work station Settings - Must be entered at each workstation
System Entry 1 g

System Entry 2 ||

Populate/Reset - Customn Menus

Use

You can import files as you normally would.
In addition, you will want to map the Trace_Reassociation field.
Tip: Click the 'Show all field selections' to view this field.
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¢ ACH Transaction Column Mapping x|
This screen lets you select each column and decide: Select a Mapping Template
-to skip the column, and do not import (red) n -
~import the column and assign it to a field [green). |ACH Transactions J
You do NOT need to map every field [T save as default
To collect funds (from customers) - use positive amounts
To pay funds (vendors, employees) - use negative amounts 1. Click to show
To 'fiip’ the signs of the amount, use ‘Amount_Reverse_Sign’, =7 X i i i
rathet than ‘Amount. addition fields 2.|H|gh||gl;lt t:e f'i:d' anld then
select in the drop down list
Only map the columngs you need to import (click the column to select). ‘ P
|Trace_Heassocation LI £- Show all field selections *
™ anon | Name | |BeniCAcooni_N | ABA Rouing Nu] |Checking_ol_Savil isce_Reassocaion |
Field 1 Field 2 Field 3 Field 4 Field 5 Field & Field 7 Field 8
Eﬁmounl Vendor Code/Dest | Subledger Account AB&/Routing Ongination Checking/Savings [FEEESETRENT
| -$7.251.52 Downtown Medica [AP | 130009783 248238184 | client 1 CHK
-$6,637.61 Commonwealth Do [AP 823795428 730888330 client 1 Sav
-$953.19 Highland Hospital |&P 657340603 780873395 client 2 CHK
-4$7.036.54 Northside Hospital (&P 362060253 860847895 client 2 CHK
[ I
[@a]Hep|  Hep | Concel | [ mew> |

Complete the import and create an ACH file as typical.

The ACH file with Reassociation Addenda fields
Your ACH file will look similar to the image below.

Notes:
CCD is the Standard Entry Class code (SEC) - automatic
HCCLAIMPMT will be the Company Entry Description - automatic

The addenda records are also included.

705 - 7 is the Addenda record, 05 is the type of addenda record, then followed
by the Healthcare format:

TRN*1*1032529592*1227777777\ (example from first record)

The format is:
TRN*TRNO1*TRNO2*TRNO3*TRNO04 Segment Terminator (format)

TRNO1 Trace Type code -always 1

TRNO2 Reassociation information - trace number

TRNO3 Origination Company ID - typically a 1 followed by the
Federal ID

TRNO4 Reference Identification - Optional. Used when the

TRNO3 needs additional information
Segment terminator can end with either a \ backslash (default) or a ~ tilde.
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File Edit Format View Help

1@l 202881066 13000897831404280828A094181Bank of Any Town Your Company e0Be0888
5228Your Company 1657777777CCOHCCLAIMPMTIIA40429140429  1202881060000001
622248238184130009783 BEeR725152 Downtown Medical Group 1202881060009161
7esTRN*1%1@32529592%1227777777 Y Pea10882181
632730888330823795428 PRGREE3T61 Commonwealth Doctors — 1202881060800182
FBSTRN*1*4430068105%1227777777\ B0810889162
622780873395657348689 PEAEBI5310 Highland Hospital 1202881060000183
FOSTRN*1*6877515498%1227777777\ eoaaleasalas
622860847885362068253 PEGR783654 Northside Hospital 12092881960080184
FOSTRN*1*6715235053%1227777777\ eaaleas918d
622722887268973059050 BBEGR555986 Short Pump Medical Cen 1202881868000185
FOSTRN*1*7411544062%1227777777\ PEe10889185
822000001003343735040000000000000000027438721657777777 202881060000001

S@eeReleaeea2e00RR0100334373504000020002000000002743872

9999999999999999999999999999999999999999999999999999999999999999999999999999989990939099999995
9999999999999959993599559995995999999959995995999999999993999599399999995999359995999399599999
9999999999999999999599999959995999599999599999999999599959599995995999959959995999559999995999599955
9999999999999999999999999999999999999999999999999995999999999999999999999999959995999599999995
99999959999999999999995999999959999999999959995995999999999999599999999959999359999999999999959
99999999999959999995999999999999999999999999999999099999995998999999999999999959909990999999909

NOTE: Older versions of ACH Universal may require a Service Pack
update

Obtain a service pack by clicking on the Help tab, then within the Update Group
> Software. Allow the software to exit and re-start.

HOME SAMPLES PROFILES VIEW SETTINGS QUICKBOOKS | HELP
iw M ™ b 6 & O
L

Software ABA Help Installing, Reinstalling, Moving Videos Ask a Start Online | About
- Listing~ | Topics and Upgrading Checklists and FAQ's Question Meeting

Updates Support

1.5 Reporting

Reporting

ACH Universal has a wide selection of industry standard reports which include
transactions, profile listings, audit trail logs and more.
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Basic

To run a report - select the View tab > All Reports.

Actions  View  Export Selectareport

<Select date belnw‘;ﬂ From: | 02/01/2009 |« | Too | 02/28/20058 |w Run

Urtransmitted ACH Reconds Pick a date range or I

Urtransmitted ACH Credits P
Untransmitted ACH Dehits manual W tﬂje itin

Unimportable Records bup by that column.
Unimportable Records - Last Import ¥

From the toolbar icons, you can
Actions  View  Export

SO Ea = Jd» | B @ = Hep

From: | 02/01/2009 |w | To: |02/23/2009 |w Run
Save Copy Export to Excel
Un Select Undo

) o Collapse
Display/Hide

Columns

v
Expand

Features

Once you've run a report, you can change the:
-Columns - add, remove, move, sort
-Grouping - 'Outlook-style' grouping

-Filtering - 'Excel-style' filtering

and save your changes for use next time.

15.1 General Usage

Reporting - Customizing Fields

You can arrange the fields in any order. To do so, click and drag the column
header to its new location.
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Actions  View Export
wH EEAEY" Xd»0EE @
|f-‘d| Records ﬂ |A|| Periods j From: To: Run

3
Drag a column fezAmourst x :ui by that column

MDate Amount X me ¥ ID_Mumber % Import_Mumber % SEC Code ¥ Transmission_log X

03/18:2015 -87.817.58 Que Delicia 100 PFD 100
03182015 -£535.06 Bottom-Dellar M... 100 PFD 100
03/18/2015 -52,873.06 Wartian Herkdu 100 PFD 100

Custom Layouts

If you prefer your report to be different than the default display, simply modify
the report to your preference.

The saved layout will retain all information in the current report, including filters,
groupings, summary information, and field order.

Afterward, click on the 'Save' icon.

The next time you run the report, it will be displayed per your settings.

Note: To remove the custom layout - click the 'Remove' icon, just to the right of
the 'Save' icon.

15.2  Grouping Data

Reporting - Grouping Data

Reports are only useful if they can be interpreted quickly and accurately. It is
both cumbersome and error-prone to be forced to scroll through tens or
hundreds of records looking for certain ones.

Advanced Reporting allows you to group report data on many different fields to
see a breakdown by category.
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In Figure 1 (below), the Advanced Reporting grid is displaying the All Records
report.

Actions View Export

@@ =E"xd»2=EzR @

[All Records | [ArPeriods | From: To: Run

Mame

Amount ¥ Date ¥ ID_Number X Import Mumber ¥ SEC_Code ¥ Transmission_log % ABA Routing_Number X Account(last4) ¥ Email_Status X

= Name : Antonio Moreno Tagueria (1 item)

Amount ¥ Date ¥ ID_Number % Import Mumber X SEC Code ¥ Transmission_log % ABA Routing Number % Account(Last4) ¥ Email_Status X
-£7,253.98 031872015 100 PPD 100 156530466 3432 No Email Address

= Name : Around the Horn (3 items)

Amount ¥ Date ¥ ID_Number X Import_Mumber % SEC_Code % Transmission_log % ABA Routing Mumbsr X Account(Last4) X Email_Ststus X
-§7,251.52: 03182015 100 PPD 100 248738184 9783 No Email Address
-56.371.97 031872015 100 PPD 100 248238184 9783 No Email Address
-59,238.62 031872015 100 PPD 100 248238184 5783 No Email Address

Name : Berglunds snabbkdp (4 items)
Name : Blondel pére et fils (4 items)
Name : Bottom-Dollar Markets (4 items)
Name : Bs Beverages (1 item)

Name : Drachenblut Delikatessen (1 item)
Name : Eastern Connection (1 item)
Name : Ernst Handel (6 items)

In this case, the records are grouped by Date. To create a grouping, drag the
header into the gray bar. Itis possible to create multiple groupings. For
example, to group by company name inside the date grouping, drag the
Description header onto the gray bar. To un-group, drag the header from the
bar to a position in the header row.

Selecting fields
The number of usable fields depends on your data. Follow the steps below to
select the specific fields you wish to view in a report. These fields are retained

in a user layout.

There are two ways to open the Field Chooser. One method is to click the &
button the toolbar.
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Hide/Display Columns n

Account (Last 4)
ACH_Status
Amount
Batch_Description
CHE_SAY

Date

Email_Status
Follow-up
ID_Mumber
Import_Number
Memo_Field
Mame

Ongination Account
Record Mumbser
SEC_Code

Text2

Text 3

Text4

Text5

Texth

Transmission_Log

!DDDDD!DDHD!!D!!DD!D!Q

153  Filtering Data
Filtering Data

Immediately below the column headers is the filter row. Each field in the report
can have its own filter. Select the type of filter for the field and then enter the
filter text into the appropriate box.

Selecting Type of Filter

For each field you want to filter, click the corresponding =) button. This will
display the filter choices.

For numerical filtering, your options are:

ACH Universal © 2019 Treasury Software



ACH Universal

= Eguals

# [Does not equal

= Leszs than

= Lessz than or equal to

= [Greater than

= Greater than or equal to

Note: The comparisons are based on the sign of the data. For example, if you
want to see issued checks larger than $10,000 and all issued checks have
negative signs, create a filter of "Less than" and enter -$10,000 as the amount.

For textual filtering, your options are all the above, plus:

# ke

= batches Regular Expreszion
[&] Starks with

[®] Caontainz

[A] Ernds with

|&] Doz not start with

i Does not contain

|A] Doz not end with

Textual comparisons use simple text searches for the filter text, with the
exception of "Matches Regular Expression™” which uses regular expressions to
create matches. Regular expressions, while powerful, create an extra layer of
complexity and normally are not needed for basic text filtering.

Entering Filter Data

In the text box next to the filter type button, enter your filter criteria. As you type,
the data in the report will be filtered automatically.

Summarizing Data

Advanced Reporting also provides the ability to create data summaries for any
fields you wish. The summary information available is:

e Count (number of records)

e Minimum

e Maximum

e Sum

e Average

These summaries are stored as a part of user layouts and can be exported with
the report data if you wish to retain them.
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To turn on summaries, select View from the main menu, then Enable Summary.
A Z will be displayed in each field. To enable summary information for a field,
click the Z in the field header.

The Select Summaries box will be displayed. Below is the box for the Amount
field. All other fields have Count, Maximum, and Minimum available.

= Select Summaries “

[T Biverage

™ [ECount

r .I"-'Iaximum
r .Minimum
™ Bsum

Cancel

To turn on a summary value, enable the check-box. When finished, click OK.

The summary information will be displayed after the last row of report data.

-$3.050.25
-$1.234.25

b a=irum = -5359.06
Count =101

To turn off summaries, select View from the main menu, then Disable
Summaries. Summaries are stored as a part of the user layout. Summaries
are automatically disabled when you switch reports.

154  Exporting Data
Exporting Data

Your report data can be exported from Advanced Reporting to an Excel
spreadsheet or a CSV file. Note: You can export to Excel without having Excel
installed, but it must be installed in order to view the exported file.
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All export options are accessible through the Export option on the main menu.
These options are:

Excel Export - All Export all displayed records. Records filtered out will
Records not be included. All visible columns will be exported.
Excel 'Copy' - Export all manually selected records. All visible
Selected Records columns will be exported.

CSV Export - All Same as Excel Export- All Records, but exports to a
Records CSV file

CSV Export - Same as Excel 'Copy' - Selected Records, but exports
Selected Records to a CSV file

Data Dump - All Exports all records (regardless of filter) and all columns

Records, All Columns (visible and not visible) to a txt file.

Also under the Export menu is the option "Open Excel when exporting to Excel
or CSV." Leave this checked if you wish to load the exported file immediately in
Excel (Note: Excel must be installed). To export to a file but not view the file,
select the option and uncheck it.

FILE HOME AUTOMATION PROFILES REPORTS SETTINGS QUICKBOOKS HELP
IE % 'ﬁ _’ % T =; = Legacy Main Menu
= =]
i , _ [#] Hide Ribkon Bar
All Untransmitted F'a;t 3 Import  Transmittal ABA Last ACH  View Archive . )
Reports Records Months  Logs Logs Numbers | File Created Folder R Ribbon Bar Min/Max
Reports View ACH Files Mavigaticn
Actions  View | Export
e = -
s :] j B Excel Expart - All Records
Excel 'Copy’ - Selected Records [same as Edit> Copy)
ISeIect a Report P To: | 02/28/2009 |~ Run

CSW Export - All Records
CSV Export - Selected Records

Open Excel When exporting to Excel or C5V

1.6 Automation and Integration

Automation and Integration - Overview
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Our Software Integration Kit (SIK) enables you to automate most routine
processes, such as importing files, creating transmission files (for ACH and
Positive Pay) and for running Automated Transaction Matching (for Bank Rec).

No programming is required--just simply point and click.

To access the Software Integration Kit for the first time:
ACH Universal - Automation tab > SIK

Bank Rec - Automation tab > SIK

Positive Pay - Settings tab > SIK

LACIS)
FILE HOME AUTOMATICN PROFILES VIEW SETTINGS QUICKBOOKS HELP

#t S

Software Basic
Int tion Kit

reate / Edit

Payroll

Automation - Software Integration Kit (Custom Menus)

L — . .
e Automation - This account
I— Thig window enables you to create and edit an automated process - including importing.
matching, file creation and transmizsion, az well as reporting. To start, simply select a process
3 and click, Add/edi’

Import Tra
MHame Group g
p | Selection 1

Selection 2

Add/Edit Selection 3

Selection 4

Selection 5

Selection &

Selection 7

ool ol o ol ool S

Selection 8

sl
=
=

Cloze

R

ACH Setup
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Notes:

Legacy (Basic) automation has been replaced by the Software Integration Kit.
The Software Integration Kit requires either ACH Universal Corporate or
Processor editions, Bank Rec or Bank Positive Pay automation edition.

1.6.1 Software Integration Kit - Advanced

Software Integration Kit - Advanced

This section is devoted to accounting software developers and other third party
developers (including end-users) who are looking to integrate Treasury
Software applications into a seamless and automated process for their users.

Our Software Integration Kit (SIK), unlike most automation development kits, is
included directly in the runtime edition and is available to both power users and
software developers in a Graphical User Interface.

Treasury Software's SIK includes full automation tools to seamlessly:

--import any file

--import all files within a directory

--archive (move) the imported files

--preserve the audit trail of archived files (append the file name of each file with
a date/time stamp to insure that each file is uniquely named in the archive
directory)

--provide summary reporting

and, of course

--perform any Treasury Software core module process including:

----ACH and Positive Pay file creation

----ACH and Positive Pay file transmission

----Automated Transaction Matching (ATM) for bank reconciliation

Note: The Software Integration Kit is referenced as the '‘Custom Import Menu
Setup' in some documents and will be used here interchangeably.

To access the Software Integration Kit (formerly called Custom Import Menus),
from the Automation tab select Software Integration Kit.
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O

FILE HOME AUTOMATION PROFILES VIEW SETTINGS QUICKBCOCKS HELP
Software Basic |

Integraticn Kit
Create / Edit

You can have up to 20 integration routines per account. Select one that is not
being used and click 'Add/Edit'.

Automation - Software Integration Kit (Custom Menus)

Automation - This account

Thiz window enables you to create and edit an automated process - including impaorting,
matching, file creation and trangmizzion, as well as reporting. To start, simply zelect a process
and click ‘Add/edit’.

\ MName Group ;l

p | Selection i

Selection 2 i

Add/Edit Selection 3 0

Selection 4 i

I Selection b i

Selection B i

9 Selection 7 0
Selection 8 i ﬂ

Run

Cloze
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1.6.1.1 Settings

Settings pages - Basic, Advanced and Automation

Automation - Software Integration Kit (Custom Menus)

Baszic lAdvanced] Autumatiunl F‘.epurtsl

Thiz window enables you to create custom import zelections fram the main menu. Typically used
when multiple import files of different formats are imported, or to access advanced impart
functionality, zuch as importing entire subdirectories.

v Mame|Payrol

What dao pou want ta impart’? Delimited filez only [BAI and ACH I zelected on advanced page)

" Single file

[=5) L
&+ Allfiles in a folder - all have the same farmat

|C:\Treasury Software
(" S0L Inzertion [Requires SOL Server Processor edition) SCL Inzertion - Select fields

Select a mapping template

I Custarn Menu 1 j

Thiz feature iz available on zelect versions.

Close Sequence H1 Save

Visible - Check this box if you want this process to be available to the user from
the main menu (Import submenu). This checkbox only drives visibility - it does
not activate or inactivate a process.

What do you want to import?
File - select the file
Folder - point to a folder. Note: Each of the files should have the same format.

Tip:
If you only want to import one file, but the file name is dynamic (keeps
changing), then use the folder option.
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Mapping Templates

Each custom process has it's own custom import layout. For example, here in
the 1st process, the system defaults to the Custom Menu #1 template in the
drop down list. The 2nd custom process will have a Custom Menu #2, and so
on.

This enables each custom process to have its own file layout.

Bank Reconciliation only

There will be two Custom Menu layout drop down lists. One is for the G/L (on
the left), the other is for the Bank data (on the right). If automating both bank
and G/L imports - create a separate process for each (and keep each set of
files in a different folder if using the folder import).

Fixed Width formats

If a fixed width files is to be imported, the file needs to be parsed. In a similar
manner, a second row of drop down lists will be displayed - these are for fixed
width files only. To display the second row of drop down lists, click on
‘Unsupported file formats' hyperlink on the second page.

Select a mapping template

O GL JEustDm Menu 1 | { Eankll:ustl:um Menu 1 |
| Custom Menu 1 ] H et Tlser defined T TR0

T hiz feature iz available on zelect versions.

Advanced - Second Page
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Automation - Software Integration Kit (Custom Menus)

Basic Advanced lAutumatiunl F‘.epurtsl

Archive
[v Archive - &fter importing, move file bo the archive directary. Maote: Fiked-width test files cannot be archived
|C:ATreasury Softwarehdrchive J
[v Append archived file name with date |WNMMDD |

[v Append archived file name with time IIIIIHIHE -

File [data] format
* Tabular - includes all Excel, comma delimited [csv) and tab delimited files
" ACH File [use the Mapping Template ACHZE xcel inthe prior tab).  [W Mew farmat [with text preface]
(" ACH Return File [use the Mapping Template ‘CH Betuns' in the prior tab)
" BalFile [ Bal AACH File conversions only [no impart]. Corverts on a 1-te-1 basis.

ACH-2-Excel and BAl-2-Excel output files will be located at:C:\Users \PublichTreasury SoftwarehReportsh,
Unsupported formats

Other Settings

[ Imported Amounts Need Decimals [divide by 100]
Owemide Mapping Requirements [Amount] - ze when importing non-financial data in conjunction with a
cuztom oroiect. Alzo supbrezses Void va. lzzsued' check warning

Cloze Save

Archive
This is used to preserve the audit trail and keep the original import file available for future research and
review.

The file is moved to the archive directory after a successful import. We recommend appending the file
name with a date/time stamp, as this will make the file name unique, and insure that when the file is
copied into the archive directory it will not over-write any existing files.

Note: Fixed width text files are not supported in the archive process.
Tip: Confirm that the user triggering the custom process will have rights/privileges to the archive

directory - as it will be performed under their security profile.

File format
Notes:
Tabular - includes Excel, comma delimited (csv) and tab delimited files.

Fixed width file notes:
Select tabular - and also click the hyperlink 'Unsupported file formats' to display the second row of
mapping templates.
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Automation - Third Page

Automation - Software Integration Kit (Custom Menus)
Basic | Advanced ﬁutDmatiDanepurtsl

Automating from the command line

Cammand Line Group # il E Change from O if autamating [this is the BUTO" valug)

Custom Action after import— [ACH File - Create and Transrmit |

Tip: our cammand line ta trigger is:
|"E:"~F'r|:|gram Filez [#8E]\T reasury Saftwarehversion 2015 D1A\BRCOM. exe MACCT="Payroll" /MEI

Go To Scheduled T aszk Window

Hioww to create an automation shortcut

Cuztom Date Formats

[ Use custorn date formats below. Over-ride global settings,
Select a format MMADDSAY - Embedded start position 0 E
Select a delimiter * Modelimiter © Aslash) O -[hwpen) O [colon)

Output directory for Bal-2-Excel and custorn applications.

|C:h L
Cloze Save

Command Line Group
This enables the process to be triggered from the Command Line Interface.

Processes are triggered by the numeric value set here. Therefore, all twenty
processes could be called from a single command line - assuming all has the
same value.

The basic syntax for the trigger is:
[path\BRCOM.exe /ACCT="sample" /MENU /AUTO=1

- Account (database) - /ACCT

- Include to activate (static to trigger) - /MENU

- Group to use (numeric value in the Command Line Group number
box)- /AUTO
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This example triggers the Custom Import Menu group #1 (AUTO=1) for the
‘'sample’ account.

Chaining multiple processes:

Select a numeric value in the Command Line Group number box. When
passed to the program, it will trigger sequentially all custom menu selections
with the same value.

Example:

You want to trigger three import processes and then create and transmit an
ACH file.

Import process 1 - Import a single payroll file

Import process 2 - Import all trade payable files in a directory

Import process 3 - Import all customer collection files in a directory

Create three separate custom menus, with all having the same Command Line
Group number (1). As the processes are sequenced based on the process
order (from the list top to bottom), make sure they are in sequence, as the last
one will contain the automation process.

On Import process 3 (only), select the ‘Custom Action After Import' to 'ACH File
- Create and Transmit'.

Custom Action after import

This can be:

ACH File - Create and Transmit
Positive Pay File - Create and Transmit
Automated Transaction Matching
Select as needed.

Custom Date Formats
Enables you to import non-standard date formats.

Question - How do you know if the format is a custom format?

Try opening the source file in Excel. If Excel opens the file and the date looks
appropriate, you do not need to enter any settings. However, if Excel has a a
problem interpreting the date - so will Treasury Software.
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1.6.1.1.1 SIK Testing
Triggers and Testing

Enables the automation of Custom Import Menus (Software Integration Kit) -
regardless as to whether the program is set for ACH Universal, Bank Positive
Pay or Bank Reconciliation.

Triggers
The syntax for the command line trigger is simply:
[path\BRCOM.exe /ACCT="sample" /MENU /AUTO=1

- Bank Account (database) - /ACCT

- Include to activate (static to trigger) - /MENU

- Group to use (numeric value in the Command Line Group number

box)- /AUTO

This example triggers the Custom Import Menu group #1 (AUTO=1) for the
'sample’ account. Detailed syntax information is available.

Supported Software Platforms and Portability

As the Treasury Software runtime contains and drives the automation process,
there are no restrictions as to the underlying development environment (VB,
VB.NET, C, C++, etc...) or as to the platform (rich client vs. ASP) used to
trigger the process.

All that is required is for the triggering application is to access a command
prompt (shell out) and issue a single command line.

Sample Testing Plan

There are three stages to testing

1. User interface (alpha)

2. Shortcut from the desktop (isolated)

3. Third party software triggers or scheduled task triggers (start to finish)

We recommend that you perform testing sequentially, starting at the user

interface.

1. User interface - primarily for ‘alpha'’ testing.
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From the user interface, select 'Import’, then the name of the process you
created. The system will walk you through the import process 'step-by-step'.

Tip: 'Step-by-step' is literal - there can be five clicks per file. If testing a folder
import, plan the number of files in a folder accordingly to minimize the test time.

Note: Actions after import, such as file creation and transmission, will only
occur from the command line (see testing methods #2 and #3 below to trigger).

2. Shortcut from the desktop - isolated

From within Windows Explorer, navigate to the Program
Files\TreasurySoftware directory, right click on BRCOM.exe and send a
shortcut to your desktop. Close Windows Explorer.

Right click on the shortcut, select 'Properties’, and in the 'Target:' (path) add the
trigger. A sample Target might look like:

c:\Program

Files\TreasurySoftware\BRCOM.exe /ACCT="sample" /IMENU /AUTO=1

3. Third party software triggers or scheduled task triggers (start to finish)
A complete test environment, which includes third party software testing or a
scheduled task from the host Windows Operating System.

For event driven triggering, such as from a the third party software:
--shell to a command prompt and send a command line trigger, such as above
in #2.

For recurring, scheduled actions:
--use the host operating system's scheduled tasks.

Notes - upon successful completion of testing:

--Migrate triggers to production third party environments.

--To conform with common Audit Trail requirements, ACH transactions which
have been transmitted cannot be deleted via the user interface. Either
manually delete with SQL tools, or create a new account.

--If creating a new account, copy your import mappings by entering into the
newly created account and selecting ‘'Import’, then '‘Column Mapping Templates
- Import' from the main menu. Remember - This copies your column mapping
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templates, but not your custom selections. Don't forget to re-click any custom
selections.

Remember: Settings and customizations are stored in each bank account's
database.

1.6.1.2 SQL Insertion

The SQL Integration feature enables other software systems to push data
directly into a Treasury Software SQL Server (not SQL Express) based
platform. This eliminates the need for 'pass-thru’ files.

This feature requires an advanced knowledge and skill set with SQL Server. It
is best used for high volume and highly automated environments.

We highly recommend printing out these instructions for reference.

Overview

1. You will populate data into the Treasury Software holding table. The holding
table exists in each SQL Server database.

2. Then, when Treasury Software is triggered, it will move the data from the
holding table into a permanent table and create an ACH file.

Settings
1. Start the Software Integration Kit.
Select the Automation tab > Software Integration Kit.
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Select an unused process and click Add/edit.

Automation - Software Integration Kit (Custom Menus)
Processes l
Automation - This account
Thiz window enables you to create and edit an automated process - including importing,
matching, file creation and transmizsion, as well as reporting. To start, simply zelect a process
and click ‘Add/edit’
I ame Group ;l
o s ) Selection 1 0
Selection 2 1]
Add/Edit Selection 3 n
Selection 4 1]
Selection & I}
Selection B 0
9 Selection 7 0
Selection 8 0 ﬂ
Eun
Cloze

2. Basic tab:

--Check the 'Visible' box (described later) and name this process (example
Daily Processing)

--Select 'SQL Insertion'. ****

--Click the 'SQL Insertion - Select Fields' link *****

Note: As the mapping templates are not used, you can leave the default.
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Automation - Software Integration Kit (Custom Menus)

Baszic lAd-.ranu:ed] Autnmatiunl Repurtsl

Thiz window enables you to create custom import zelections fram the main menu. Typically used
when multiple import files of different formats are imported, or to access advanced impart
functionality, zuch as importing entire subdirectories.

[v Mame |Dail_|,| Processing

What dao pou want ta impart’? Delimited filez only [BAI and ACH I zelected on advanced page)

" Single file

[=5) L
" Allfiles in a folder - all have the same farmat

[=5) |
* S0L Inzertion [Requres SOL Server Processor editionf SCL Inzertion - Select fields

Select a mapping template

I Custarn Menu 1 j

Thiz feature iz available on zelect versions.

Close Sequence H1 Save

3. SQL Insertion tab

After you click the 'SQL Insertion - Select Fields' link, you will be brought to the
SQL Insertion tab

Select the top selection 'SQL - Insertion'

Leave the Transaction Code option to the default Populating CHK/SAV field
only, unless you are a Financial Institution.

When complete, select the Automation tab.
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Automation - Software Integration Kit (Custom Menus)
Basic Advanu:ed] Autumatiunl Reports  SHL Inzertion

|Jze thiz window only for SOL Inzertion.  This means that pou will be programmatically inserting records into the
tbiHoldingGLIntegration table.

Warning: Thiz iz an advanced feature and requires advanced programming zkillz, and Treasun Software SEL Server
Processzor edition or equivalent.
Mate: This iz dezigned for high volume data entry, and supports only a subset of Treazury Software features.

50L Insertion - Requires: Name, Amount, Date, ABA and Account number. Optional figlds: 1D Numl:uer
SEE[EED PPD, etc..], Addenda record text and email address, H

Tranzaction codes - CHEASANY

—P {* Populating CHE/S2Y field only Leave default, unless yvou are a financial institution
" Populating Tranzaction Code field only [amounts should be absalute)
(" Leaving both CHE/SAY and Transaction Code fields emply.

Or-thefly [common) v, Profile-Based [rare)

* On-the-fly [most common - populate ABA, Account Mumbers, etc... as above)
" Praofiles - Name lookup [rare - already created profiles)
" Profiles - 1D loakuwp [rare - already created profiles)

" QuickBooks

" 0O
Return to previous tab

Cloze Save

4. Automation tab

Select a non-zero command line group number (typically 1).

Select an action from the drop down list (ACH File - Create and Transmit).
Copy the command line noted below. You will use this line to trigger moving
this process.

Click 'Save' when complete.

Note: Do not make any other changes in the other tabs.
Specifically, leave the default file format to 'tabular' and do not enable archiving.
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Automation - Software Integration Kit (Custom Menus)

Basic | Advanced Autornation l F‘.epurtsl SaL Insertion l

Automating from the command line
Cammand Line Group # 1 Chanage from O iF autamating [this is the AU TO" valug)

Custom Action after import— [ACH File - Create and Transrmit v | s—

Tip: Your command line to trigger is:
|:i|es (#2618 T reasury Softwareversion 2015 015BRCOM.exe’ AACCT = Payroll" MENU AAUT0=1

Go To Scheduled T azk Window

Hioww to create an automation shortcut

Cusztom Date Formats
Leave off (default)

[ Use custorn date formats below. Over-ride global settings,

Select a format |MM;DDM = Embedded start position 0 E
Select a delimiter (¢ Modelimiter O fslash] - [hwpen) O [colon)

Output directory for BAl-2-Excel and custom applications.

o Leave off (default) =

Cloze Save

Populating data into the Treasury Software holding table.

The following fields exist in each Treasury Software created SQL Server
database.

Notes:

--All fields are text fields and located in the table tbIHoldingGLIntegration.
--All are mandatory unless otherwise noted.

--You can add records as often as you want

--The table is automatically cleared (deleted) each time you trigger the
Software Integration Kit to run.

--Strip out special characters (especially apostrophes) in the Description/Name.

Due to our existing system processes, please note that not all
transaction types and fields are available for insertion.
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Field name Description
Mandatory fields
Amount Can import as signed or absolute amounts, depending

on whether or not you are supplying the Transaction
Type codes. Regardless of sign, always include a
decimal point as needed. Do not include commas or
dollar signs.

Tip: Typically you will sign the amount as positive when
you are collecting funds, and negative when you are
sending out funds.

Either:

1. If Transaction codes are supplied in the
ACH_CheckingorSavings field, enter all amounts in
absolutes (positive).

2. If Transaction codes are NOT supplied, indicate
whether the amount is a Debit (collecting funds, ie from
clients) by signing it positive, or a Credit (paying funds,
ie. employees and vendors) by signing it with a negative
sign.

Date The effective date, in MM/DD/YY format. Note: The
month and day can be one or two digit, the year can be
two or four digit.

International format? - Use your local regional settings.

Description Name of receiving party (no apostrophes or special
characters).

Textl Identification (ID#) of receiving party. Optional field.

ACH_Account Bank Account number of receiving party

ACH_Routing_ ABA Routing number of receiving party

Class_3 Letters Standard Entry Class code (PPD, CCD, WEB, TEL,
etc....). Optional field.

ACH_CheckingorSa Numeric entry only. Either enter:

vings 1. Simple checking (0) or savings (1) indicator
or
2. Transaction codes (22, 27, 32, 37, etc...)

Using Multiple Origination Accounts On-The-Fly (not profiles)?
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For Company Name - import into fldOriginationAccountText
For Company ID - import into Comp_ID_Resend
Note: Yes, these are odd sounding field names, but they are not a typo.

Testing

After you have performed your one-time setup, and then populated your data,
you can test your work.

Start the Software Integration Kit, select the process, and then click 'Run'.
Complete the import wizard.

Upon a successful import, the ACH file will be automatically created. The file
can typically be found (by default) at:
C:\Users\Public\Treasury Software\To Bank

Note: Your data that you populated will be cleared out of the
tbIHoldingGLIntegration.

No valid records? - Remember that the software will filter out invalid ABA
numbers. Make sure that you use valid ABA numbers in testing.

Need a test SQL script to populate the table?

Tip: Start SQL Server Management Studio and click on 'New Query' (make
sure that you're in the right database). Then copy the script below.
INSERT into tblHoldingGLIntegration
(tblHoldingGLIntegration.Amount,
tblHoldingGLIntegration.Description,
tblHoldingGLIntegration.Textl,
tblHoldingGLIntegration.ACH Account,
tblHoldingGLIntegration.ACH Routing ABA,
tblHoldingGLIntegration.ACH CheckingorSavings,
tblHoldingGLIntegration.Class 3 Letters,
tblHoldingGLIntegration.Date) VALUES

('123.45', 'ABC Company', 'ABCO1l',

'ggggssss’', '063000047', '0', 'CcCD', '12/31/2013")

Script for Multiple Origination Accounts On-The-Fly (no profiles)
INSERT into tblHoldingGLIntegration
(tblHoldingGLIntegration.Amount,
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tblHoldingGLIntegration.Description,
tblHoldingGLIntegration.Textl,
tblHoldingGLIntegration.ACH Account,

tblHoldingGLIntegration.ACH Routing ABA,
tblHoldingGLIntegration.ACH CheckingorSavings,
tblHoldingGLIntegration.Class 3 Letters,

tblHoldingGLIntegration.Date,

tblHoldingGLIntegration.fldOriginationAccountText,

tblHoldingGLIntegration.Comp ID Resend)

('123.45', 'ABC Company', 'ABCO1l',
'88888888','063000047', '0', 'CCD',
Corp.', '998765432")

VALUES

'12/31/2013",

'XY7Z

Automation - This account

M ame

o sy b | Daily Processing

Group

Selection 2

Add/Edit Selection 3

Selection 4

Selection &

Selection B

Selection ¥

Selection 8

Close

ol ol ol ool ol o) =

Automation - Software Integration Kit (Custom Menus)

Thiz window enables you to create and edit an automated process - including impaorting,

matching, file creation and transmizzion, as well as reporting. To start, gsimply gelect a process
- and click ‘Add/edit’.

]
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Production
Trigger the Software Integration Kit using the command line noted in the
Automation tab.

General notes
--This feature requires SQL Server (not SQL Express), and access to the
Software Integration Kit.

--This integration is designed to be run in an automated fashion. If you trigger
the import manually via the menu structure as noted in testing - once you are at
the review records screen, the records have been removed from the temporary
holding table.

1.6.1.3 Global batch processes - across many accounts

Global batch processes - across many accounts

In the previous pages, we discussed how to automate imports, archiving, file
creation and transmission for a single account.

Here we will address the issue of performing the same task for multiple
accounts.

The Global Batch Process saves you the 'pain’ of writing batch commands or
scripts to trigger processes in each account.

The system will start with command line group 1 and run the processes
sequentially.

The advantages of using the Global Process over batch commands:

--no need for scripts

--no need to try to estimate how long each process will take - minimizes overall
start-to-end processing time

--easy to trigger - table based.

The Global process is an advanced feature and requires:
--the Software Integration Kit

ACH Universal © 2019 Treasury Software



ACH Universal

--to be displayed, prior to accessing

To display the Global Batch Process

Settings tab > System tab > scroll to Suppress Automation - Global Batch
Process menu and set the option to 'Display'.
Close the window.

Exit and re-enter the account to redraw the menu.

FILE HOME SAMPLES oR SETTINGS QUICKBOOKS HELP
1 Encrypt Database v — [Z] HeaderInfo i@ = &t [T Import, System
L 1l * = eOg
s ] = %,

v T
- . = ans .
== Encrypt ACH File " . &= Offset Record . . - .—_FO Maintenance
Access ACH File  Transmissicn - ] ) Migrate to SQL Migrate to Remote  Citrix _
Control [=] Change Password Setup Options | 8 File Location Express, SQL Server Desktop, Citrix Maint ﬁ Archive/Restore
Security ACH File Settings Multi-User Advanced
Sample a

e Options u

|I'I1|JIJI1] Reports  System ]Resume Startup | Bank Cnde] Custnml

2

System ﬂ

Show Memo field in ACH Add/Edit |0ff
Suppress Security Segregation of duti Suppress

Import Transactions
5% a =Hiovarta
Thiz will suppress the Global Batch Pracess Menu from the Automation window.
Thiz menu zelection iz used when automating the processes of multiple accounts.
|
Go To Create AC

Cloze

R

ACH Setup

Access the Global Batch Process (after re-entering the account)

The icon to access the Global Batch Process - Across Accounts - will always be
to the right of the SIK.
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Click on the Automate Across Accounts to display the form.

Notice that no accounts are listed. Click the link 'Utilities to add/create’'.

Software Automate Across | B3
Integration Kit Accounts
Sutemanen List of accounts for global automation (across accounts)
BR Thiz is a global list of accounts for automation purposes and to perform mass creation of accounts.

There are two account lists:

1. Your local account isting - contains a shortcut to the accounts you work. with, and is visible from the main menu [File
» Open).

2. The Global list - kept on the server. You may or may not have access rights to these accounts. |f running Global
automation processes, the accounts accessed must be on the local catalog running the process.

Name Acct# [Bank)  Acct®(GL) | Sort | 1 2 3 4 ] 13

Notice that no accounts are listed by
default. To add accounts, click below.

Import Bank \
| 2

M \Hemove! Display 6 - 20 Uncheck sl  Check all

tilities b

We recommend using the auto-populate feature. Then click to return to the
main window.
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1. Click to auto-populate

Auto populate Global kst from pour local machine, Used when you have manually created accounts (File
» New) and want to auo-add them ta the Global list.

) Auto-populate your local maching from the Global ist. “ou should run this if you are going to nun a
r Global process from vour workstation. Mote: If an account is added to the Global ist, and you run the
Q process from your machine, and the account iz not on your local, it will skip the account.

the mass creation [below] The Excel fle should have no header records or blank rows. Colurmn

Import & kst of new accounts from Excel. Used for mass additions to the Global ist. You can then un
settings AN ame [mandatory); B:Acct # Bank [optional); C: G/L Acct 8 [optional)

alieady esst and which need to be created. 'vou must be logged on with sufficient SAL nghts [SOL S&

Create SOL accounts [databases] The system first scans to see which accounts in the Global list
@ of equivelent). Approx 1 and a hall mirutes per database

2 Bank - Import Ending Balances. Impost G/L - Import Ending Balances. Import a
r a spreadshest with 3 columns: A - Date; spreadsheet wath 3 columns: A - Date B -
"Q B - Account #; C - Amount Account #: C - Amount

Reconcile accounts | [4/172014 +|

Delete all reconds |
[ Daisy Chain - Fun G/L [Global 2) after Bank [Global 1)

Close | << Retum to Global list  gm— 2. ClICk to return

Your Main screen is now populated with a list of accounts that you have on your
computer.
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Fully populated

List of accounts for global automation {(across accounts)
This is a global kst of accourts for automation purposes and to petform mass creation of accounts.

Thete are bwo account lists:
1. Your local account listing - contairg a sharteut lo the accounts you work with, and is visible from the main menu [File

» Open).
2. The Global list - kept on the server. “You may or may not have access rights to these accounts. If running Global
autormation processes, the accounts accessed must be on the local catalog running the process.

MName Acct# (Bank)  Acct# [GL) | sort
ACH
BR

Cleanup

Remove the accounts you don't need, or simply remove the checkboxes. The
system will only run the process if there is a check box.

In this example, we are only using process #1 - we'll simply click 'Uncheck
all' (lower right corner), and then check the processes we need.
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List of accounts for global automation {(across accounts)
This iz a global kst of accounts for automation purposes and to perform mass creation of accounts.

There are two account hists:

1. *Your local account listing - contains a shortcut to the accounts pou work, with, and is visible from the main menu [File
» Dpen).

2. The Global list - kept on the server. You may of may not have access rights to these accounts. |f running Global
automation processes, the accounts accessed must be on the local catalog running the process.

MNarme Acct i (Bank) | Acct# (GL) Sor!_
ACH
BR

Triggers

The syntax for the command line is (assuming default location and command
line group 1):

c:\Program Files (x86)\Treasury Software\version 201X XX\BRCOM /GLOB=1

This may be copied into a user's desktop shortcut for on-demand processing,
or used in Windows Task Scheduler for after hours processing.

The GLOB=1 parameter indicates that it is process 1. GLOB=2 would trigger
processes with a command line group of #2 and so on.

This trigger - regardless of how it is called (you can use any third party utility or

program) can:
Import the source file(s)
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Archive the source file(s)
Create a transmission file and/or match records for bank reconciliation
Provide a Notepad style report of the activities.

This feature is a legacy feature of the Processor edition and will be retired
shortly.

Do not use this feature, or any other legacy feature in a new setup/configuration
- as it may not be compatible with all other features in our current product
offering.

Access to this feature has been suppressed by default and should not be
activated without authorization from Treasury Software support.

1.6.2 Command Line Syntax

Command Line Syntax

The Treasury Desktop™ contains a rich command line interface that allows
for full automation from other applications.

While the command line interface compliments a number of features which
are available in our point-and-click '‘Control Panel’, the interface allows for full
customization and control of output files' location/names.

Differences between Control Panel and Command Line automation:
Control Panel

1. Triggers are preset - at standard date/time and standard intervals.

2. Cannot programmatically change file names. Must specify source files or
output files.

3. Ease of use - has a point and click interface.

Command Line Interface:

1. Triggers - Can be triggered on command.

2. Full control over both source files and output files. Can programmatically
change file names.

3. The command line requires an intermediate to advanced knowledge of
systems.
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1.6.2.1 Command Line Interface

Overview

The Command Line interface is used to schedule import and transmission jobs through the Windows
scheduling system. This is similar to using the Scheduler, but by using the Command Line you are able
to schedule multiple jobs and do not have to load ACH Universal to do so.

Command Line Options
BRCom.exe /ACCT="account" /ACHX [/XMIT] /SRCE="file name"

/ACCT - specifies account by name

/ACHX - specifies to use the ACH Universal module

/IXMIT - directs ACH Universal to create and then transmit the file after creation
ISRCE - specifies file to be imported (using absolute positioning)

Example:

c:\Program Files\TreasurySoftware\BRCOM.exe /ACCT="sample" /ACHX /XMIT /SRCE="C:
\aaavb\1000\TutoriaN\GLData\ACH_with_Accounts.xls"

This example imports a source file named ACH_with_Accounts.xls at the specified absolute position
into the Sample account in ACH Universal (ACHX). After import, the system creates and transmits
(XMIT) the NACHA file.

Valid source files include comma delimited text files, tab delimited text files, fixed width text files and
Excel worksheets.

Notes for all applications:

- The order of the parameters is not significant

- Capitalization is not significant

- When specifying a file name (SRCE), use the full file path and name within quotes. When using
mapped drives, remember that the path should be centric/relative to the machine where Treasury
Desktop is located, not the machine issuing the trigger/command.

- Place the account name in quotes.

Working with multiple users and multiple account:
Each command line trigger - will create an independent instance of the application. There is no limit to
the number of instances.

If processing simultaneous command line requests, use different accounts (Samplel, Sample2, etc...)
to minimize any record locking issues. If this is not an alternative, consider processing sequentially, or
using our Control Panel.

For Web and Citrix based applications, please contact a Treasury Software support representative.

1.6.2.2 ACH Universal

ACH Universal

(ACH File Software)

- Account - /ACCT

- Data Import (include to activate) - /ACHX

- ACH File Creation and Transmittal (include to activate) - /XMIT
- Source File for import - /SRCE
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Syntax Example
If Treasury Desktop was installed in the default location:

c:\Program
Files\TreasurySoftware\BRCOM.exe /ACCT="sample" /ACHX /XMIT /SRCE="C:
\aaavb\1000\Tutorial\GLData\ACH_with_Accounts.xl|s"

This example imports a source file (identified with SRCE) for ACH Universal (ACHX).
After import, the system creates and transmits (XMIT) the NACHA file. This example
takes place in the sample account (ACCT).

Valid source files include comma delimited text files, tab delimited text files, fixed
width text files and Excel worksheets.

Notes for all applications:

- The order of the parameters is not significant

- Capitalization is not significant

- When specifying a file name (SRCE), use the full file path and name within quotes.
When using mapped drives, remember that the path should be centric/relative to the
machine where Treasury Desktop is located, not the machine issuing the
trigger/command.

- Place the account name in quotes.

Working with multiple users and multiple account:
Each command line trigger - will create an independent instance of the application.
There is no limit to the number of instances.

If processing simultaneous command line requests, use different accounts (Samplel,
Sample2, etc...) to minimize any record locking issues. If this is not an alternative,
consider processing sequentially, or using our Control Panel.

For Web and Citrix based applications, please contact a Treasury Software support
representative.

1.6.2.3 ACH-2-Excel

ACH2Excel

- Account - /ACCT

- Data Import (include to activate) - /ACH2
- Source File for import - /SRCE

- Output File - /OUTD

Valid source files include ARC, CCD, CIE, CTX, DNE, ENR, POP, PPD, RCK, TEL, TRC,
TRX, WEB, XCK. Note: Some formats may require further parsing.

Syntax Example
If Treasury Desktop was installed in the default location:
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c:\Program Files\TreasurySoftware\BRCOM.exe /ACCT="sample" /ACH2 /SRCE="C:
\transmit.txt" /outd="c:\testACHdetail.csv"

Reminder:
Turn on/off appropriate settings. From the main menu 'File', 'ACH File Conversion’,
'Output' tab - unselect open in Excel afterwards.

Notes for all applications:

- The order of the parameters is not significant

- Capitalization is not significant

- When specifying a file name (SRCE), use the full file path and name within quotes.
When using mapped drives, remember that the path should be centric/relative to the
machine where Treasury Desktop is located, not the machine issuing the
trigger/command.

- Place the account name in quotes.

Working with multiple users and multiple account:
Each command line trigger - will create an independent instance of the application.
There is no limit to the number of instances.

If processing simultaneous command line requests, use different accounts (Samplel,
Sample2, etc...) to minimize any record locking issues. If this is not an alternative,
consider processing sequentially, or using our Control Panel.

For Web and Citrix based applications, please contact a Treasury Software support
representative.

1.6.2.4 BAI-2-Excel
BAI2EXxcel
- Account - /ACCT
- Data Import (include to activate) - /BAI2
- Source File for import - /SRCE

- Output File Detail - /OUTD
- Output File Summary- /OUTS

A valid source file would be any file formatted in BAI version 2.

Syntax Example
If Treasury Desktop was installed in the default location:

c:\Program Files\TreasurySoftware\BRCOM.exe /ACCT="sample" /BAI2 /SRCE="C:
\aaavb\1000\Data\citi.txt" /OUTD="c:\testdetail.csv" /OUTS="c:\testSumm.csv"

Reminder:
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Turn on/off appropriate settings. From the main menu 'File', 'BAI File Conversion’,
'Output’ tab - unselect open in Excel afterwards.

Notes for all applications:

- The order of the parameters is not significant

- Capitalization is not significant

- When specifying a file name (SRCE), use the full file path and name within quotes.
When using mapped drives, remember that the path should be centric/relative to the
machine where Treasury Desktop is located, not the machine issuing the
trigger/command.

- Place the account name in quotes.

Working with multiple users and multiple account:
Each command line trigger - will create an independent instance of the application.
There is no limit to the number of instances.

If processing simultaneous command line requests, use different accounts (Samplel,
Sample2, etc...) to minimize any record locking issues. If this is not an alternative,
consider processing sequentially, or using our Control Panel.

For Web and Citrix based applications, please contact a Treasury Software support
representative.

1.6.2.5 Software Integration Kit

Custom Import Menus

Enables the automation of Custom Import Menus - regardless as to whether the program
is set for ACH Universal, Bank Positive Pay or Bank Reconciliation.

Settings

- Account - /ACCT

. Include to activate - /MENU
- Group to use - /AUTO

Syntax Example
If Treasury Desktop was installed in the default location:

c:\Program Files\Treasury Software\version 2012
01\BRCOM.exe /ACCT="sample" /MENU /AUTO=1

This example triggers the Custom Import Menu group #1 (AUTO=1) for the 'sample’
account.

Notes:
--The group number can be set for each Custom Import Menu selection. From the main
menu select 'Import', 'Custom Import Menu Setup', then select to edit. From the Custom
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Menus Setup window, select the 'Advanced' tab. Change the group number in the 'Other
Settings' section.

Notes for all applications:

: The order of the parameters is not significant
- Capitalization is not significant

: Place the account name in quotes.

Working with multiple users and multiple account:
Each command line trigger - will create an independent instance of the application.
There is no limit to the number of instances.

If processing simultaneous command line requests, use different accounts (Samplel,
Sample2, etc...) to minimize any record locking issues. If this is not an alternative,
consider processing sequentially, or using our Control Panel.

For Web and Citrix based applications, please contact a Treasury Software support
representative.

1.6.2.6 Bank Positive Pay

Bank Positive Pay

- Account - /ACCT

- Data Import (include to activate) - /POSP

- ACH File Creation and Transmittal (include to activate) - /XMIT
- Source File for import - /SRCE

Syntax Example
If Treasury Desktop was installed in the default location:

c:\Program
Files\TreasurySoftware\BRCOM.exe /ACCT="sample" /POSP /XMIT /SRCE="C:
\aaavb\1000\Tutorial\GLData\Check Register 2003-04-08csv.csv"

This example imports a source file (identified with SRCE) for Bank Positive Pay (POSP).
After import, the system creates and transmits (XMIT) the positive pay file. This
example takes place in the sample account (ACCT).

Valid source files include comma delimited text files, tab delimited text files, fixed
width text files and Excel worksheets.

Notes for all applications:

- The order of the parameters is not significant

- Capitalization is not significant

- When specifying a file name (SRCE), use the full file path and name within quotes.
When using mapped drives, remember that the path should be centric/relative to the
machine where Treasury Desktop is located, not the machine issuing the
trigger/command.

- Place the account name in quotes.

Working with multiple users and multiple account:
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Each command line trigger - will create an independent instance of the application.
There is no limit to the number of instances.

If processing simultaneous command line requests, use different accounts (Samplel,
Sample2, etc...) to minimize any record locking issues. If this is not an alternative,
consider processing sequentially, or using our Control Panel.

For Web and Citrix based applications, please contact a Treasury Software support
representative.

1.6.2.7 Profile Importing

ACH Universal Profiles
(ACH File Software)

To import Customer, Employee and Vendor (CEV) profiles

+ Account - /ACCT
 Import Customer, Employee and Vendor profiles - /CEVX
» Source File for import - /SRCE

Syntax Example
If Treasury Desktop was installed in the default location:

c:\Program Files\TreasurySoftware\BRCOM.exe /ACCT="sample" /CEVX /SRCE="C:
\aaavb\1000\Tutorial\GLData\CustomersEmployeesVendors1.xlIs"

This example imports a source file (identified with SRCE). This example takes place in
the sample account (ACCT).

Valid source files include comma delimited text files, tab delimited text files, fixed width
text files and Excel worksheets.

Notes for all applications:

- The order of the parameters is not significant

- Capitalization is not significant

- When specifying a file name (SRCE), use the full file path and name within quotes.
When using mapped drives, remember that the path should be centric/relative to the
machine where Treasury Desktop is located, not the machine issuing the
trigger/command.

- Place the account name in quotes.

Working with multiple users and multiple account:
Each command line trigger - will create an independent instance of the application.
There is no limit to the number of instances.

If processing simultaneous command line requests, use different accounts (Samplel,
Sample2, etc...) to minimize any record locking issues. If this is not an alternative,
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consider processing sequentially, or using our Control Panel.

For Web and Citrix based applications, please contact a Treasury Software support
representative.

1.6.3 Scheduler - Basic Automation

Scheduler - Basic Automation

Note - This feature has been replaced by the Software Integration Kit and
is no longer supported in versions 2013 and on.

This documentation is included for our existing legacy clients, and the inclusion
of this feature in future versions of software cannot be guaranteed.

Overview

The Scheduler is used to schedule single file imports and file transmission. If
you need to schedule multiple files during the same

routine, see Custom Import Menus.

Process

There are two steps to scheduling an automated file import and transmission
(from now on called a job).

1. Create the job. This would be the account to be used and the file to be
imported.

2. Running the job. This instructs ACH Universal on time and frequency the job
should be run.

Create the job

Select the Automation tab > Basic and you will see a form similar to the one
below.

Note: If you are using a version prior to 2013, select Control Panel from the
main menu. The Control Panel (below) will be displayed.
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This window enables you to:
--import your data, transmit to the bank and backup for any, or all, of your accounts,
--autormate these tasls with our scheduler,
--supports comma delimited {.csv), Excel (.xIs) and Access {.mdb) files
Accaunt Impart ACH Data Tranzmit ACH Backup/Publisl
MHame Import Import ACH File Mame When when
b7 | Checking - Mo Mo
Fayrall - Mo Mo
Sample r Mo Mo
Kl | 2
Help ‘ Wiew Logs Scheduler Fun Mow Cloze

Figure 1 - Control Panel

All the accounts are shown in the grid. In this case, Checking and Payroll have
been created for live data. (Remember: Never use the Sample account for live
data). They both can be scheduled to run at the same time, or you can choose
to schedule just one account. Note: It is not possible to schedule them at
different times and days using the Scheduler. See Custom Import Menus if you
need this type of setup.

To create ajob:
Enable the checkbox in the Import column of the account you wish to use.

Click the gray box under the Import ACH File Name to browse for the source
file to be imported.

Select how you wish the system to handle transmission of the ACH file. Your
choices are:

¢ No (ACH file is created, but not transmitted. You must transmit manually).
¢ Only when new records imported
e Yes, always (On every job, the file is transmitted using the method you set)

Schedule the job:

Click the Scheduler button.
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A screen will pop up requiring a Windows user name and password. The
Scheduler will use this user name and password to schedule the job. You may
leave the password blank, but the job may not run due to lack of authorization
as required by Windows.

After entering user name and password, click Next.

The Scheduler will now be displayed (below).

Select Dates and Time

v bdonday [v Friday 8:00 &AM
v Tuesday [ Saturday Start Time
v ‘wWednesday [ Sunday

[v Thursday Fepeat throughout the day

This machine must be OMN atthe scheduled time.

Delete Help Cancel < Back | |

Figure 1 - Scheduler

To schedule a job to run once a day on certain days and at certain times, select
the checkboxes for each day and then enter the time in Start Time textbox.

If you need to schedule a job to run multiple times per day, click the "Repeat
throughout the day" button.

Information shown in Figure 2 (below) will be displayed in the Scheduler
window.

Repeat tazk throughout the day [will start at the 'Start Time' abowve]

[ Repeat tazk throughout the day

11:59 P
j Idntil [end time]

Every| 1 |h-:uur$

Figure 2 - Repeat throughout day
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Click the checkbox.

The job can be scheduled to run in increments of hours or minutes. Enter the
length of time between job runs and then select hours or minutes from the drop-
down box.

In the textbox on the right side, you can specify the end time for the schedule.

For example, ABC Company wants to run their job every 30 minutes, but only
between 11 AM and 3PM.

In Figure 1, ABC would set the start time to 11:00 AM and choose the
appropriate days. In Figure 2, ABC would enable the checkbox, then enter 30
into the first textbox, change the dropdown to minutes, and put 3:00 PM in the
remaining textbox.

When completed, click Finish.

1.7 Advanced Topics
|

Advanced Topics - Overview

The articles contained in Advanced Topics deal with features of ACH Universal
that are not necessary to basic ACH file creation, but enhance your efficiency in
using ACH Universal.

1.7.1 Remote Desktop (Terminal Services / Citrix) Platform

Remote Desktop (Terminal Services/ Citrix) Platform

For the purposes of this Help page, the term 'Remote Desktop' will include
Terminal Services and Citrix.

Installation
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For instructions on initial setup and system requirements, please see our
Installation checklist at:
http://www .treasurysoftware.com/support2-Installation-Citrix.html

Turn On/Off

To turn Remote Desktop on or off:

Enter into an account and from the Home page, go to Settings > ‘Migrate to
Remote Desktop/ Citrix." In earlier versions of the software, from the main
menu select File > Maintenance > 'Remote Desktop' tab. Check / (uncheck) the
'‘Enable’ check box. Exit and re-enter into the system.

Understanding Remote Desktop mode

Simple (non-Remote Desktop Mode)

In a simple desktop or SQL Server environment, when a user starts Treasury
Software, the system looks for a settings file which contains a catalog of
accounts, Treasury Software licensing information, as well as user-based
preferences.

Typically only one settings file is on a computer. This file is opened in
‘exclusive’ mode in that multiple users should not read/write to the file. While
this is not an issue when a computer is in use by one person, it needs to be
addressed if the computer is a Remote Desktop Server.

Remote Desktop Mode

Once Treasury Software is turned 'on' for Remote Desktop Mode, the system
will protect the original settings file. Remember: the settings file is user
specific. More than one user should not access the file at a time.

WARNING - Unexpected results will occur if Treasury Software is
installed on a Remote Desktop Server and Treasury Software's Remote
Desktop Mode is not turned 'on'.

Technical discussion -'Under the hood'

Simple
In a simple environment, the settings file is accounts.brd and is located at c:
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\Program Files\Treasury Software\version xxxx\accounts.brd (or for Windows 7
.c:\\Users\Public\Treasury Software\accounts.brd)

Remote Desktop
When the system is 'switched' to Remote Desktop, the system protects the
accounts.brd from being accessed.

As each user starts Treasury Software for the first time, the system creates an
accounts.brd specific for that individual, and it is placed in the \users directory.
Notes:

The accounts.brd file is appended with their login id.

The users directory will be either below the Program Files\Treasury Software
tree (Windows XP), or in the Users\Public\Treasury Software tree (Vista,
Windows 7 on).

Planning - 'When' to turn on Remote Desktop mode

Remember: The system's accounts.brd is used as a template for each user's
accounts.brd file.

Everything that you do in the system PRIOR to a user logging in for the first
time will be included in that new user's accounts.brd.

Therefore:

If you create two new accounts (i.e., Checking and Savings) prior to any users
logging in, each user when logging in for the first time will have Checking and
Savings accounts in their catalog.

As a corollary, if you are the system administrator and make changes to the
system, such as entering new license codes, this information will:

--not be available to existing users (their accounts.brd's have already been
created)

--will be available to any new users, as the system will use the updated
accounts.brd as a template.

Making system changes after users have already logged in
1. Make Treasury Software temporarily unavailable to users.

2. Enter into Treasury Software through the Remote Desktop as an
administrator - not as a user through a published application (Citrix).
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3. Enter into an account.

4. Turn off the Remote Desktop function.

5. Exit, and then re-enter Treasury Software. Enter into an account. Confirm

that the Remote Desktop function is off.

6. Perform any maintenance, add any licenses, or add any accounts as needed.
As a reminder - you are now updating the accounts.brd file. This will be

used as a template for each of your users.

7. Turn the Remote Desktop function back 'on'.

8. Exit the software.

Optional
If you want to force this change to all existing users, you will need to delete the

user settings files. Then, once each user logs in, the system will create a new
settings file for them (using the newly updated settings file as a template).

Warning - Deleting the user's settings files will reset all of their settings to the
default settings file (which you just updated).

This includes:

--License information

--Account catalogs

--SQL Server server name and authentication method (no effect if using
Windows Authentication)

--Minor settings

To delete the user's settings files--using Windows Explorer--delete the contents
of the \users directory.
The files in the folder will have a syntax of [login id]_accounts.brd.

The \users directory can be located at c:\\Program Files\Treasury
Software\version XXXX XX\users\

If the folder is empty (on Vista or later), then look to the
c:\Users\Public\Treasury Software\users\ directory.

9. Make Treasury Software available again to your users.

If there is a setting that you missed, or wish to change, you can repeat this
process.
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1.7.2  Multiple Origination Accounts

Multiple Origination Accounts and Third Party NACHA (Processor)
Rules

What is an Origination Account?

An Origination Account is a bank account that you own (or control), that you
send payments from, or where incoming funds are collected.

For example, a company's payroll account that is set up for ACH service would
be an origination account.

How do we work with more than one account?

We are a large company and have two origination accounts--one for payroll and
one for vendor payments (A/P).

How do we work with multiple accounts?

Two approaches: 'Traditional' vs. 'Consolidated’

When working with multiple origination accounts, a company can choose
whether to create and send an ACH file from each account or to consolidate all
into one single ACH file.

|. Traditional approach

You would create multiple accounts (databases) within ACH Universal.

Each account will create an ACH file.
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©

Mew Account

Recent Accounts
Open Account

Delete Account Payroll Ai—

Recent Accounts Test ACH  ile—

Upsize / Copy Account Sample  Ae—

Backup

Restore

Fix

Enter / Remowve License Codes

Bt

The traditional approach is best used when there is a need to segregate duties
and access to data. Often, payroll will be a separate function, and the the 'net
pay' needs to be private.

Il. Consolidated (a.k.a. Multiple Origination Accounts - Third Party
Fiduciary NACHA Rules)

With ACH Universal Processor edition, we offer our customers the ability to
work with a single ACH file.

Example:

A benefit plan administrator (processor) needs to make payments weekly on
behalf of their 50 clients.

In this case, it is best to use the consolidated approach. What would have been
50 separate files is now a 'batch' within one ACH file.

The Batch Header provides the bank with the 'Origination' account.
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Lol 2000978310083012231094101BANK OF ANY TOWN YOUR COMPANY
522QABC COMPANY L 1650000000PPDAUTOPAY 100831100831
9783

622 0000725152 MARY ELIZABETH
632730888330823795428 0000663761 ABC's JOE WILSON
622549040602999918281 0000231437 JANE NIKE
622549040602999918281 0000415033 ROBERT ADIDAS
622549040602999918281 0000053906 SUE DUNLOP
82200000050 Q000000000000000020892891650000000

522§DEF INCORPORATED | 1652222222PPDAUTOPAY 100831100831
622 800, Q000095319 AMY GOODFRIEND
622671523505774740428 0000122745 DEF's | MARK KLINGON
6227748076787 57415759 0000330823 STEPHEN ROBERTS
6227748076787 57415759 0000325460 ANDREW STOLLER

§22000000403002012230000000000000000008743471652222222
Advantages

By using a single, consolidated file, the processor can minimize the tedious and
error-prone process of transmitting (and confirming) 50 individual files. Also, if
the processor is normally charged a service fee of $15 per ACH file by their
bank, for instance, the processor saves $735 each week (49 files not
transmitted x $15).

NACHA compliance

By placing the originating Company Name in the batch header ('5' record,
positions 5 - 20), you will stay in compliance with NACHA's Third Party Rules
and Regulations.

Not just for processors
The Processor edition of ACH Universal is for:

 Law firms - or other fiduciaries who cannot co-mingle escrow accounts

« Company administrators - with divisional/regional/sites and consolidation or
sweep accounts

« Company administrators - who need segregation of duties for disbursements,
payroll and depository accounts

* Service providers - ACH processors who collect funds on behalf of others

* Qutside legal ownership - such as a payroll company drafting on others'
accounts

1.7.2.1 On-The-Fly based

Working with Multiple Origination Accounts without the use of
Origination Profiles
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(Also known as 'On-The-Fly").

Setup

1. In the Processor edition of ACH Universal, please turn on this feature by
selecting ACH Setup from the Home screen, and continuing to screen 6 of 7.
Check the 'On-The-Fly' option, and then complete the wizard to save this
selection.

feOe
H SAMPLES  PROFILES
# Ej o R S r-|- [3 E’ 3 oot |

SETTIN QUICKBOOKS

Home Backto Qum ACH File Import Add a Untransmitted Go To Create All Email
Welcome Start Setup Transactions = Record ~ Records ACH File Page Reports 4 Creste Reversals -
Navigation Getting Started Common Activities Cooocops
Sample
! Third-Party Service Providers and Fiducianes - Multiple Ongination Accounts On/Off
L Separate Batches by Origination Account
Multiple Source (Origination) Accounts - Typically used by pawoll processors and other service bureaus handling
i multiple source/onigination accounts. Select 1 option below. Requires Processor edition.
W On-TheFly no profiles). Include Company Name and Company ID in your transaction impart file.

[~ Profile-based [create profiles prior to entering transactions). Supports all fields.

ACH-Edit (ak.a ACH-Merge single fles)
Check to enable importing ACH files, editing them and then creating a file. Map with ACH-2.Excel template. Do not
[~ use with Multiple Origination Accounts or other standard ACH file creation. Create a separate account as needed -
this should be the only activity in this account.  Requires Processor edition.

Pre-notification and $0.00 entry handling
" Do not import $0.00 entries [Note: You can still create pre-notes from the ‘Add a recard screen’

' Create pre-notes from $0.00 entries imported
Note: Pre-notes can either be Debit (collecting from clients) or Credit [paying employees and vendors).
Please select vow default [DH: Collect funds - Customers ﬂ

ACH Setup

Importing transactions

2. Prepare your import file. In addition to the fields that your file would typically
have (Name, Amount, ABA/Routing number, Account Number, etc.), the file
should also contain:

--Company Name

--Company Identification
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Field Map in ACH Universal as Appears in the ACH File
Company Company Name - Origination Acct  Batch header (5 - 20)
Name (On-The-Fly)

Company Company ID - Origination Acct (On- Batch header (41 - 50)
Identification The-Fly)

JNumn Viapping

This screen lets you select each column and decide: Select a Mapping Template

-0 skip the column, and do nol import (red) -
import the column and assign it to a field [green). ACH Transactions =l
‘You do NOT need to map every field [ save as default

To collect funds (from customers) - use positive amounts

To pay funds (vendors, employees) - use negative amounts
To 'flip’ the signs of the amount, use Amount_Reverse_Sign',
rather than ‘Amount’.

Only map the columns you need to import [click the column to select).
- Bank_aAccount_M | ABA_Routing_Nu |Compary Mame - Ongination Acct [(On-The-Fly]| Company |D - Ongination Acct [OneThe-Fly)
Field 3 Field 5 | Field 6

Account Compary Name [Mult Ong Accts) Company ID (Mult Orig Accts)

130009783 JEL Company 1750000000

823795428 JEL Company 1750000000

657340609 MMO Incorporated 1752222222

362060253 MMO Incorporated 1752222222

=gt | AVTAEANEN Fl P amem mei ] TE AN
1|

|h|H°b| Help Cancel | Bach | Mext > I

ACH File

When the ACH File is created, it is batched taking into account the Company
Name and Company ID, thereby enabling you to satisfy NACHA Third Party
Rules and Regulations
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L] sample_account_transmit.txt - Notepad - B “
IFile Edit Format View Help l
101 Town Your Company 00000000 A
522QJKL Company 1750000000EPDAUtOPaY 150630150630 12028810&€0000001
622240238104 1300097583 P00l ey 8] Around the Horn 0202881060000101
622730888330823795428 0000663761 Berglunds snabbkép 0202881060000102
622722887268973059050 0000555986 Seven Seas Imports 0202881060000103
8220 000 202881060000001
522MNO Incorporated 1752222222EPDAutoPay 150630150630 1202881060000002
6227808339565 7390009 UoouUg531IT Familia Arquibaldo 0202881060000104
622860847885362060253 0000703654 Santé Gourmet 0202881060000105
622774807678757415759 0000695228 Ernst Handel 0202881060000106
Lo
Notes:

The fields below are only accessible in the mapping window if this feature has
been turned on (see Step #1)

Company Name - Origination Acct (On-The-Fly)

Company ID - Origination Acct (On-The-Fly)

If the value of either field (Company Name or ID) is blank/null in the import file,
the transaction is not considered to be a valid transaction (no blanks are
allowed--these are mandatory NACHA fields).

Balanced files (or offset records) can be created using the default information
entered in ACH Setup (screen 4 of 7).

If offset records are required based on the origination account, use our profiles-
based multiple origination account feature.

If you need to perform profile-based file importing, use our profile-based
multiple origination accounts feature.

In addition, use profile-based multiple origination accounts for QuickBooks
automation.

1.7.2.2 Profile based

Profile Based Consolidation of Multiple Origination Accounts -
Third Party Fiduciary NACHA Rules

Creating the accounts
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FILE HOME AUTOMATION PROFILES VIEW SETTINGS QUICKBOOKS HELP
4 QuickPay %ﬁ = B E 5 =
- 1] [y - P " - F\-]-
G Recurring T+ ---i a T+ —--i DD + —--i
View/  Add Import View/ Add Import View/ Add Import
+ Pre-Notes Edit~ - - Edit Edit
Create Profile Based Transacticns Customers, Employees and Vendors Government Agencies (CCD-TXP) Multiple Originaticn Accounts

From the Profile tab, create an Origination Account for each bank account that
you will be using.

Examples:

If you will be creating entries for your (1) Payroll and (2) Accounts Payable bank
accounts, create two origination accounts here--one for each.

If you have a large number of accounts, and you would rather import an Excel
(or CSV) file with this information, follow this link to 'Import Origination
Accounts'.

If you are creating the Origination Accounts one at a time, you will be presented
with the following:

Header tab
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B3 Add/Edit an Origination Account = d

Thig window iz used to add/edit an ongination account. Origination accounts are uzed when one file iz
uzed to zend tranzactions oniginating from more than one account.

| orrset

Lookup text - Should match pour data's 'Ornigination Account' field [for intemal |client 1
uze, not zent in ACH file). *Required*==
Company Mame - Batch Header pozition 5 - 20, Vigible to recipient. Mote: Mo |'&'BE Campany
apostrophe's. Highly recommended [may fail withot].
Compary |0 # - Batch Header position 41 - 50, Nat visible to recipient. & |1E50000000
unique number must be used when multiple settlement accounts are required.
Typically it iz the number 1, followed by the Federal ID 8. *=**Required*=*
21 30 40

Dizcretionary Data - Batch Header position 21 - 40, and not vizible to 12345878301234587830

recipient. Allows companies to include codes of significance only to themn.,
tultiple codes may require farmatting specific to voaur processor. [optional]

Cancel Save

Offset tab

Only fill in the information in the Offset tab if your bank notifies you that they
require an offset record.
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B3 Add/Edit an Origination Account = d

Thig window iz used to add/edit an ongination account. Origination accounts are uzed when one file iz
uzed to zend tranzactions oniginating from more than one account.

Header

Your bankAfinancial institution may require an 'Offzet’ [settlement] recard within each batch. Thizs record will
determine the offzet account of where funds are taken out of or zent o, Al entries below will appear in a
tranzaction detail record, and appear on your bank, statement.

ABA/R outing Mumber - Detail record poszition 4 12 |2?DDDDS?9
Account Mumber - Detail record position 13 - 29 |4|:|?|3?1 47
40 50 54
012345678901234

Carmpary 10 Mumber - Detail record pozition 40 - 54, Typically used for |
codes similar to header. |f ot specified by your proceszsor, leave blank.

Compary Mame - Detail record pozition 55 - 76, Tepically the zame 'Company
Mame' as on the previous screen. Add a suffis, such as 'offzet’ to help identify ||:|ffSEt 1
the record.

Mumber aof days PRIOR - Are vou a payroll proceszor aor ather TP - that needs

to collect funds prior to digtribution? Mote: The offzet record is by default the ID_E
zame day [0] . Increaze the # of business days prior that you want the offset

record to ocour [effective date).

Cancel Save

When finished adding information, click Save.

A dialog box will be displayed. If you need to add more origination accounts,
click Yes. If finished adding accounts, click No. You can always add more
accounts at another time.

Need to edit an account?

From the Profiles tab select View/Edit in the Origination Accounts (Multiple)
section.

1. Select the record
2. Click 'Edit' from the Reports menu.

This will bring up the Origination Accounts. After updating, click save.
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Actions  View Export Add  Edit Record 1—9
cH @E*Y" XHd» 5 HE@
|Muhiple Crigination Accourts j |—]I Periods J From: To: Run

Drag a columgdeader here to group by that column

Compamn ¥ Loockup_Text x
'§ ABC Company i client 1

DEF Incorporated client 2

GHI Partnership client 3

Bank of America Bank of America

Bank of Mexico Bank of Mexico

Hershey International Hershey International

Hershey USA Hershey LS4

1.7.2.2.1 Importing - Multiple Origination Accts
Importing Multiple Origination Accounts

Rather than adding Multiple Origination Accounts one at a time, you can import
a file with this information.
Prepare afile

Create an Excel or a comma delimited (CSV) that contains as much information
as possible (below).

A B C E F H
1 Lookup field Company Hame Company ID Offset ABA Offset Account Offset Name
2 |client 4 JEL Company 117532332 248233184 30009733 Offzet JKL
3 |clients MNO Corp 507793020 730883330 'B237095428 Offzet MNO
4 |client& PQR Inc 202881065 208441640 456630883 Offzet PAR
5 |client 7 STU Partnership 265477588 720873395 'B57340609 Offzet STU
6 |client & WX LLC 774740428 860247235 362060253 Offzet VAKX

Start the Multiple Origination Account Import Wizard

From the Profiles tab select Import.
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REPCHERTS TTING il OKS HELR
= 5 REE KEE
Add DO e Add  Import View! Add Import

Select the source fle by mport OR
Cit and Paste the dats liom Excel Lo the gid bedow,

Select a fle o impoit, of

IE:\.LI sersiPubbch T reasuny Softwans TutonalACH D atadM wtiphs Dingnstion Accounts sl p

Paste from Excel
—

Then click "Mext’

Follow the Import Wizard prompts.
At the Mapping screen, map your fields, using the screen shot below as a

template.
Reminder: You may not have all the fields shown below. That is okay.
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% ACH Column Mapping ﬁ

Thiz zcreen lets vou zelect each column and decide: Select a kMapping Template
-t gkip the column, and do nat import [red] N

-impart the colurn and azsign it ta a field [green). O 00 SRS j
“ou do HOT need to map every field [ zave as default

To collect fundsz [from customers] - uze pogitive amounts

To pay funds [vendars, employees] - use negative amounts
To 'tip' the zigns of the amount, use ‘Amount_Reverse_Sigr',
rather than ‘Amount’,

Only map the columng pou need o import [click the column o select],
Select ... j i
Lookup_Field | Compary_Mame | Company_|D | Dizc_Data | Offzet_ABA

F2 F3 F4 F5

F&

I Bals Vel il Company Mame  |Company D [Dizcretions | Offset A8 [ OFffzet Ao
i lignt 4 JEL Campary 117832332 |CER 248238184 113000378
MO Corp BO7738020 |CER 730888330 |82379542E
FARA Inc 202881066 |CB5 208441643 |45ER3088:
STU Partnership |265477588 |C55 Fa0873395 |67 340605
| [ f
|°E|ﬂ| Help| Help | Cancel | et

Complete the Wizard as prompted.
1.7.2.2.2 Setup - Multiple Accts

Setup of Multiple Accounts

ACH Setup - Turn 'On' Multiple Origination Accounts feature (only
available in Processor edition)

From the Settings tab select ACH Setup and proceed to the 6th screen.

Check the 'Third-Party' checkbox

Check, if needed, the 'Offset Record' checkbox. If you do check this box, make
sure that you have an entry in Offset ABA/Routing Number, Offset Account
Number and Offset Description.

Complete the Wizard and save.
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3 ACH Setup

Third-Party Service Providers and Fiduciaries - Multiple Origination Accounts OnA0f

Separate Batches by Origination Account
hultiple Source [Onigination] Accounts - Typically used by payrall proceszors and other service bureaus handling

[v ‘multiple sourcefongination accounts. [default un-checked)

Tip: If uzing offzet/balanced records, make sure that a default account and ABA, is entered in the prior screen.

ALH-Eat [ak.a ACH-Merge single hlez)

Check to enable importing ACH filez, editing therm and then creating a file. Map with ACH-2-Excel terplate. Do not
[ wze with Multiple Onigination Accounts or other standard ACH file creation. Create a separate accourt as needed -
thiz should be the only activity in this account.  Reguires Proceszor edition.

Pre-niotification and $0.00 entry handling
(" Do notimport $0.00 entries [Mote: You can still create pre-nates from the 'Add a recaord screen’

{ Create pre-notes from $0.00 entries impaorted
Mate: Pre-notes can either be Debit [collecting from clients) or Credit [payving employees and vendors).

Please select vour default |DH: Colect funds - Customers ﬂ

Screen B of 7 Help | Cancel | < Back | Mest » |

Mapping the 'Origination Account' field in the Transaction Import Wizard

Start the Transaction Import Wizard. Select a file to import and continue until

you arrive at the Mapping Screen.
Map the field with the lookup values as 'Origination_Account’. Tip - Click the

'Show all field selections' link.
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A [§ ACH Transaction Column Mapping “

Thiz screen lets vou select each column and decide: Select a Mapping Template
-t zkip the column, and do nat import [red) EE——

-import the column and aszign it to a field [green). |I:Ir|g|nat||:un Acoounts j
Yaou dao MOT need ta map every figld

[ zave as default

To collect funds [from customers] - uge positive amounts

Tao pay funds [vendarz, emplovess] - use negative amaunts
To flip' the zignz of the amount, uze Amount_FReverse_Sign',
rather than ‘Amount’.

Only map the columnz you need to import [chck the column to sel /
10 Mumber Shu:uw all field =Efections

I Drlglnatlun Aocount... v

- ABA_FRouting_Mu | Bank_Account_M |Amount_Feverze IIr||:||n:|hur| A
F3 F4 F& FE
ABAFouting Aocount Aot Originatian I
156530466 156373452 $7.29398 client 3 I
248238184 130003783 $7.251 62 client 1 I
Fa0eas3an B237a54.2a $E.637.E1 / client 1 !
463454569 B22714542 $2.387 client 3 I -

Each value in your import file should have an origination account
|'Elﬂ| Help| Help | Cancel | et

Complete the Import Wizard as usual to save the mappings.

Confirmation.

Now, create the ACH file as you normally would -- Go To Create ACH File
Page > Create ACH File.

Your ACH file should have characteristics similar to the file below.
Each batch header contains the information regarding its origination account.

101 202881066 130009783100830722310941 071 BanNK OF ANY TOWN YOUR COMPANY
5220ABC COMPANY4— Istbatch header — L 650000000PPDAUTOPAY 100831100831 120288
0222482381841 30009783 0000725152 MARY ELIZABETH 020288
032730888230823795428 0000663761 JOE WILSONM 020288
02254904060299991 8281 0000231437 JANE NIKE 020288
022549040602999918281 0000415033 ROBERT ADIDAS 020288
022549040602999918281 0000053906 SUE DUNLOP 020288
2200000050262624831 000000000000000002 0892891 650000000 20288
5ZZ0DEF INCORFORATED W— 2nd batch header— 00222222 2PFDAUTORAY Tuss1100s 5 120288
6227808733295657340609 0000095319 AMY GOODFRIEND 020288
622671523505774740428 0000122745 MARE KLINGON 020288
6227748076787 57415759 0000330823 STEPHEN ROBERTS 020288
62277480767 8757415759 0000325460 ANDREW STOLLER 020288
§22000000403002012230000000000000000008743471652222222 20288
322UGHT PARTNERSHIP 165333333 3PPDAUTORPAY 100821100851 120288
62277447 283897 2028784 0000979761 HUNGRY COYOTE IMPORT 5 (020288
622587900542767058390 0000724281 WARTIAN HERKKU 020288
622840508886574286212 0000522945 SIMONS BISTRO 020288
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1.7.3  Copy Settings From Existing Account
Copy Settings From an Existing Account

This page is designed to walk you through the process of copying settings data
from another account and applying them towards a new one.

1. From within the software go to 'File’' > 'Upsize/Copy Account'.
2. Select 'Next' on the Wizard.
3. Next select "..." to browse to the account you want to copy.

B3 Copy Settings and Data from Another Account — O x

Source account - Where do you want to copy from®
Click here

Desktop account [brd file] - Select an account by clicking on the button

o N
SOL Express and SOL Server - Select an account belov
(™ | Enter the name of the account
OR
r~ Select [if dizplayed]

Cancel <Back |i Hewt>
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4. Copy all settings and transactions you want to move over to the new account
and click next.

B3 Copy Settings and Data from Ancther Account — O *

Copy: Settings and Profiles (data on next tab)

R ecommendation - Click each of the top four copy routines. Only select the
lazt [fifth] copy routine if you are migrating Bank. Rec data.

Copy All Common Options

Copy Prafiles, Automation and TranzactionSite Settingz

Copy Impart and Expart M appings

Copy Advanced Secunty Settings

Copy Perindz [required only if copring data]

Cancel <Back | Het> |

5. If you want to bring over any transactions, choose the appropriate radio
button and select 'Copy Transactions'.
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l Copy Transactions (Data)

(" Dnant eonw anu basactions zkin this sten - click 'Mest]

{(* Copy the past 30 days of ranzactions

™ Copy the past 60 davz of tranzactionz

" Copy all records after the date [select a date) Wj
" Copy all

Copy Transactions |

Mate: Thiz iz a migration utility and does not check: far existing or duplicate records.

Cancel < Back MNest >

6. Click 'Next' and then 'Finished'.
1.7.4  Authentication File

Authentication File

Depending how your account is set up, you may need to initiate the
release/processing of transactions.

While this is typically performed by an IVR (Interactive Voice Response) dial-in
system, some banks may require a secondary file.

Note: This process is only required for a handful of banks. Unless your bank

specifically requested it, you can skip this topic.

Setup
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From the Settings tab select Transmission Options > Local File tab >
Authentication File sub-tab.

8 Transmission Options

Dynamic Namingl E-mail Local File l Firewalll EmaiITextl Ad'.ranced.l'Lega-:'_.r] A

General Authenhcation File l

[v Create and Tranzmit Authentication file

Thiz feature enables vou to create an authentication file az specified below,
IE FTP iz wour transmizzion method, it will be sent with your tranzmittal file,
Enter the text in the field below, using the following tags as variables [they
will be right justified, zero padded):

[DRE_AMOUNT], [CRE_AMOUNT] [DR_COUNT], [DR_COUMT].

|£YDT.TRCDMPANY [DRS_AMOUNT] [CR$_AMOUNT] 2125551212
123456878301 23456785901234567890123456789012345678301234

1 Z 3 4 L
|12 E MHumber of pozitions for the Amounts [if ueed]
|1 E MHumber of pozitions for the Countz [if uzed]
|94 E MHumber of pozitions for the tatal recaord [will pad trailing spacesz). Tip:

bduzt be non-zero - or elze your file will be empty.

[ Include decimals in amaunts

Cloze | Help |

Enter the text that you want sent in the file.

For items that will be dependent on the transmission file, such as amounts and
counts, please use the following tags in your text. The system will substitute
these tags with the actual values.

[DR$_AMOUNT]

[CR$_AMOUNT]

[DR_COUNT]

[CR_COUNT]

Notes:
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--Tags: Include the brackets, and capitalization

--The ruler on the bottom is a guide for your use and is not used in the file
creation. Therefore, it is possible that the tag may not be the same length as
the output value you have specified--this is fine.

For example, your bank may require that your amount fields be 15 positions in
length. However, when you enter the text "'[DR$_AMOUNT]" into the line, it only
takes up 12 positions according to the ruler. This is okay and to be expected.
Just make sure that you specified 15 positions in the first numerical text box.

--If this feature is activated, it will create an authentication file in the same
location as the ACH transmission file.

You can manually transmit this file, or if you have selected 'FTP' (not WS_FTP)
as the transmission option, it will be automatically sent as well. Any advanced
modifications, such as name, extension, and other transmission methods will
need to be performed outside of Treasury Software.

Use

Once turned on, the file will automatically be created and transmitted (if FTP is
selected). No further action is needed on the user's part.

1.7.5 No Write Permissions to Users-Public

No-Write Permissions to Users-Public

Installing on computers where there is no user write permissions to the
\Users\Public folder.
Background

Treasury Software uses a working directory to store account lists, tutorials,
reports and persistent workstation settings from one session to another.

This information is independent of the account databases, and is therefore

needed regardless if the software is on a desktop (brd file), SQL Express or
SQL Server platform.
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By default, Treasury Software creates this working folder at:
C:\Users\Public\Treasury Software

Note: This folder is not created at installation, but is created at the time of first
use

Issue

In certain environments, for security concerns, users are restricted from writing
or modifying data in the C:\Users\Public\ folder.

Steps to resolve this issue

1. Install Treasury Software as usual (this requires administrative rights).

2. Start Treasury Software (while still logged on with administrative rights).

3. Select 'ACH Universal' from the Welcome New User screen--or any account
if you have already created accounts.

4. From the Settings tab select 'Migrate to Remote Desktop Services' to start

the Wizard. On the second panel of the Wizard, select the directory that you
want to use.
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5 Migrate to Remote Desktop Services (Terminal Services and Citrix) = =

ol

Your ugers need a working directany to save transmizzion and report filez, and archive impart files.
By default, the spstem uzes a directom tree in Users\Public to guarantee access to all users.

Select awaorking directory for your users

However, if other users have access ta thiz computer, it may be a security risk to leave the directom tree in this path.
whe would then recommend zelecting anather location.
For clustered environments, select a drive location o a non-clustered server.

Usze the user directory tree Treasury Software’ in the default lozation at;
C:\zerg\Publich Treaszury Saftware

{* Move to the directany below. The system will create a subfalder for you and copy the files.

T\ sershloe J

Cancel < Back | Mest » |

Complete the Wizard, exit the software, and you are done.

You can now log off as the administrator.

Summary

You have changed the working directory to the directory of your choice.

In doing so, you have engaged our Remote Desktop feature. Please make sure
that you have the appropriate license required for this.

While no data will be written or stored in the C:\Users\Public\Treasury Software
going forward, the 'pointer/shortcut’ to the new directory is stored there. Please
do not delete this folder. Make sure that the user has read rights to the folder.

Important Reminders:
--Do not delete the files at C:\Users\Public\Treasury Software.

--The user will need read (not write) access to the C:
\Users\Public\Treasury Software folder.
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1.7.6  Placingrecords on hold

Placing Records on Hold

This feature enables you to place transactions on hold, until you are ready to
process them.

How it works

Import records as usual, whether from an integrated accounting package,
Excel, a comma delimited file, or even from another ACH file.

Run an Untransmitted ACH Records report and select the records to
place on hold.

Select the record(s) and then select the red button.

The records you select will be placed on hold and will not be included in an
ACH file.

The next time you run the report, you can see the status of the records in the
first column:

Actions View Export  Add Edit Record
cEHEA* " XEdr2eeEERe
[Untransmitted ACH Records | [All Periods ~| From: | 01011990 [v] To: [12312029 [w] [ Run

ACH_Status ¥ Date

% ID_Mumber X Import_Number X ABA_Routing_Number X Account(Lastd) X SEC Code ¥ Email_Status FE

-57.817.58 QUEDELICIA i1 903439079 4429 FPD No Email Address
-57.25152 AROUND THE. 101 248738184 5783 PPD No Email Address
~64,150.33 BOTTOM-DOLL. No Email Address
1211312006 -5523.06 BOTTOM-DOLL.. 101 543040602 8281 FFD No Email Address

Run an Untransmitted ACH Records report and select the records to
release for payment

Select the record(s) and then select the green button.
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Adions  View  Export Add Edit Record
G H B E =X ™ 5| @ S-EiEr@———Reclcase hold
|Untransmited ACH Records = | [All Periods =] From: | 01011980 [v| To: 123112029 [v] [ Run

Select transaction

Drag & column header here@roup by that column

ACH_Status 75 ¥ Amount X Mame 3 ID_Mumber X Import Mumber X ABA Routing Number % Account(last4) X SEC_Code ¥ Email Status X
12113/2006 -57.817.58. QUE DELICIA 101 503435079 4479 FFD No Email Address
12113/2006 -57,251.52 AROUND THE. il 248238184 5783 FFD No Email Address

-54,150.33: BOTTOM-DOLL .| i No Email Address

1213/2006 -5539.06 BOTTOM-DOLL 101 545040602 8281 FFD No Email Address

Notes:
--This feature is available in ACH Universal 2013 and later.
--Records placed on hold and subsequently released are classified as manually

added for audit trail purposes, and can be reviewed in the Manually Added
report, as well as the Transmission Log details.

1.7.7 Federal Reserve Bank Transmissions (FRB)

Federal Reserve Bank Transmissions (FRB)

Are you a bank and sending files directly to the Federal Reserve?

If so, please note that you reverse the ID numbers in the File Header (1
record).
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3 ACH Setup = m X

Please erder a5 provnded by wour bank. Didn't ged mefructions from your bank? That's ok - see the examples below.

Your Bank’s ABASRouting rusnbet Fed: Fiouting Mumber
[trrenediabe Dastinabion [0, positions 4-131 IEx e D0ERET0CE

Youi Bank's Mame FED Bank Name
[Frreveechabe Deshnabon MName, postions 41-63) lE le Bank of Anj Town'
Typicaty "' followed by you Fed IDE [10 digis total, no dashes) |BMHMMNM

(imenediate Diigmn I, postions 14-23) Example 120009783

Your Company Mame _ [Bank Name
(Imevechate Ongin Mame, positions §4-856] Ex "Vour 7

Popadate header endnes fiom an esisting ACH il [more infio]

& Quack Sebup - Lz common defaults, highly recommended for st time sess.
Tip: Start vath the defauks, you can sbuvays rebum bo thes wizard to update.

~ Advanced Setup - Access all oplions - ncluding
Diffset Recods' for balanced flss

Help Cancal cgack || ners | Erish |

| {3 ACH Setup = [ | x

If your benk did not supply these values, use our Auto-fill festure ‘_-';
Batch header recoed (9 recond) Please enter a: provided by pour inancisl nstitution.

T

Compang Mane - our compangy’s "shoet” name which wil be displayed on pour MMJ
cuestomner’s, emplopes’s, vendors bark statements. Max of 16 characters. [positions |Company Name/Bank Name
520) E wample *'our Company’

Compary |D - [denifies pour company, divesion of subr-unst, Typically vour immediate |Company FID/Ta¢ D)
Ouigin 1D, [5' positions 41-50 and 8" position: 45-54) E rample 130009783

Ouiginating DF - Typically your Immediate Destination code, vathout the haiing check  [Banks Reuting numbed
digh. B digs frecords 'S pasitions S0-E7, B’ paditiors B0-87 and '8 poctions BO-87). Examele 20288106

Standard Enry Clazs [SEC) Code
Select the primaiy [defaul} SEC Code & All ewcept CTAED! [PPD - Pessonal
O CTXEDI Subsets  [EPN STPEZD

L]

Screen 3ol 7 Help Cancel < Back “ Nest > i : I
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178 Same DayACH
Same Day ACH

The ACH network started accepting these same-day transmission files on
September 23, 2016 (for Originator's credits/payments out).

On September 23, 2017, the ACH network will begin accepting same-day
transmission files for Originator's debits/deposits in.

Important concepts with Same-Day ACH:

--The effective date has always, and will continue, to control whether it is same
day or not.

--The features noted here are to satisfy the requirements of many banks that

are requiring the cutoff code in the descriptive date field (positions 70 - 75) of
the batch header (5 record).

1. Setting the effective / transaction date

If you are including a date within your import file, simply map the field as '‘Date’.
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LB

¢ ACH Transaction Column Mapping o
Tmﬂiclﬁ:mmewh r.:d-..lm[ and decide: Select a Mapping Template
-to skip ' riot import (red) : -
~import the column and assign it to a field (green). [MH Transactions :‘
You do NOT need to map every field [~ save as default

To colkect funds (from customers) - use positive amounts

To pay funds [vendors, employess] - use negalive amounts
To fip' the signs of the amount, use ‘Amount_Bleverse_Sign',
rather than Amount’

Orily map the columns pou reed to import (o

|

Field 1 Field 2 Field 3 Field 4

Vendor Code/Des| Date Account AR

dround the Hom  |12/31/2018 130003783 248

Berghunds snabbke (124312018 823735428 730

Famiba Arquibaldo (124312018 E57340609 780

Santé Gourrnet 12/31/28 362060253 ﬁlll
»

Payimce M ama aam a9 P PO T ENE NE T

o |

|Bn|He|  Hep | Cancel Next >

If you do not have a date within your import file, the system will use the default
date. To set the default date, start the ACH File Setup Wizard and update the
default date on the fourth panel to read 'Same Day'.

ACH Universal © 2019 Treasury Software



ACH Universal

5 ACH Setup = EoR ="

Preferences

Description on your recipient’s bank statement. A simple entry such as: Dues, Payroll, ePay will
suffice. [Comparw Entry Descrption, 10 characters max, record 5, posibons 54 - 53] AuboP ay

Compary Discretionary Data [not displaved on recipient's statement]. Batch Headert [recond 'S,
posttions 21 - 40]

Default effectrve date. Only used if a date iz not ncluded in the imported file. Default is set to the

next available banking day. which if the data is imported on S aturday or Sunday. is calculated from  [EEAET -
the most recent banking day [Friday)

Motes: Same Day ACH
-Holidays are not taken into account.

-The effective date provides the default value for the descrptive date,

-If *Same Day' it selected. the curent date will be the default date [nchedes weekends)

~Inchude dates in vour impot file for maxiomunn control.

Discretionary Data [not displayed on recipient’s statement). Transachon records (6, positions 77 - [—
78). Rarely used, except in Canadian onginations [insert either US or CA)

[T Create separate batches for debits and credits [appends Company Entry Description above with a D" or 'C)
Aszsign batches different Company |D's based on SEC and Debit / Credit

ScreenSof 7 Help | Cancel | < Back | Mext » | |

2. Populating the batch header's descriptive date field (70 - 75) with a
cutoff indicator

In addition to setting the effective date to today, many banks will want you to
insert a cutoff indicator into the batch header.

This indicator will either be a code for Same Day at 1:00 p.m. (SD1300) or for
5:00 p.m. (SD1700):

SD1300

SD1700

If you need to set this field with the cutoff time indicator, navigate to the Same
Day ACH options in the toolbar and check the top box, and select a default
cutoff time.

Notes:

--ACH Universal will only insert the default cutoff indicator for those
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transactions that have an effective date for that day and that are not IAT
(International) transactions.

--International transactions are never valid Same Day ACH transactions.

--The NACHA Rules are phasing in debits and credits over a three year period
and currently have a $25,000 transaction limit.

Same Day ACH

ACH Same Day (Rules changes effective ¥232016)

This form covers the ingertion of "'SD1200" and "SD1700 into the batch headers
To change the effective date of the transaction, please either:

=|nclude the date in your import file and map it or

=Change the default date on the ACH File Setup \Wizard,

Please remamber that ACH Same Day Rules take effect on 222/16 and should not be used for
transactigds before that date.
™ WMctivate Same Day ACH - check to tum On {inserts 1300 / 1700 into batch headers)

& Default to 1:00 pm cutoff (SD1300)
" Default to 5:00 pm cuteff (SD1700)

Indicator for cutoff times

Check if some transactions are for 1:00 pm and some are for 5:00 pm, and you are
n mppslcrg a field to Same Day Indicator that represents the cutoff time (ie *1" is for
S01300, 5 is for SD1700).

Text for 1:00 pm cutofi l J
Text for 5:00 pm cutoff | |

OK Cancel

Rare - Mixing cutoff times

If you need to specify some transactions for the 1:00 p.m. cutoff and some for
the 5:00 p.m. cutoff (rare), you can map the column as the "Same Day /
Descriptive Date" field and populate that field as either SD1300 or SD1700.
Each record must be populated.

If your in-house system is unable to prepare the file with SD1300 and SD1700,

ACH Universal © 2019 Treasury Software



ACH Universal

but can create an indicator, you can enter this into the Same Day ACH Option
window as well.
Each record must be populated.

W Activate Same Day ACH - check to turn On (inserts 1300 [ 1700 into batch headers)

* Default to 1:00 pm cutoff (S01300)
(" Default to 5:00 pm cutoff (SO1700) Rare - Mixing cutoff times

Indicator for cutoff imes

Check if some transactions are for 1:00 pm and some are for 5:00 pm, and you are
[¥ mapping a field to Same Day Indicator that represents the cutoff time (ie "1"is for
SD1300, 'S is for SD1700).

Text for 1:00 pm cutoff |'| |
Text for 5:00 pm cutoff |E- |

Exception notification popup window

* Automatic (detects current rules/limits based on operating system date)
" Manually set to Phase | (Sept. 23, 2016 - Sept. 14, 2017)

" Manually set to Phase || (Sept. 15, 2017 + thru Phase [l

(" Suppress display of exceptions

OK Cancel

1.8 Email
|

Email Notification

ACH Universal enables you to notify your customers, employees and vendors
of ACH transactions.
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From =
L]
To... ‘accounting @aroundthehorn. com'’

Send
Cc..

Subject: Payment - ABC Company

We have scheduled $22,862.11 to be deposited into your account on 9/17/2013. al

Please confirm receipt of this deposit with your bank, as posting cut-off times are
bank dependent and the actual date of fund availability to you may vary.

Transaction details:

Amount Description |
$7,251.52 # 17709 Delivery (1st of month)
56,371.97 # 14852 Monthly charge
$9,238.62 # 24230 Delivery (15th of month)

L I

--Each email only contains information regarding their transaction.

and the email template (body) can be fully configured by you.

--You do not need everyone's email to use this feature.

For example, if you are collecting funds from your customers, but only a
percentage have provided you with their email address, that's okay.

ACH Universal will send out emails for the transactions with an email address,
and simply skip the others.

--Includes check stub information

If consolidating your records, or using QuickBooks, easily include one
consolidated email to each customer, employee or vendor.

--Send by Outlook, our hosted email, or any SMTP server
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53 Email Setup

Transmission method

Select a transmiszion method

~ | B i '-,-‘, nﬂ Outlook, Integration [very easy - highly recommended!)
N\

Createz emailz into pour Outlook, Outbox to enable review prior to zending.
Once zent, emailz will be placed into your Dutlook Sent bos.
Workg with Outlook 2007, 2010 and 2013, Also works with Exchange Server.

" Advanced setup - Use anly if Outlook is not installed or available. Requires IT support or code [below).
Ilze a Treasury Software hosted email account [Quick Code]. Reguires a subscription or support,
Gmail [Populate zerver zettings]

Screen 2of B Help | Cancel ‘ < Back | Mest > |

Does it work with QuickBooks?

Yes, and there is a special integration feature that enables you to send the 'stub’
information for vendor payments.

Other types of emailing

Do you need to email the ACH file to your bank, or do you need to notify them,
(or an internal colleague) by email that you've created an ACH file? If so, see
email notification at the file level.

1.8.1 Email Setup

Setting Up Email Notification

From the Home tab select Email > Email Setup.
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fee

FILE HOME SAMPLES PROFILES VIEW SETTINGS QUICKBOOKS HELP 0
N — =k e = 3] CH-2-
#0#R 8 5 B C 5 @ vz
'_ ) . - s Delete Entire Imp : :'.i'_ ACH-Merge
Home Backto Quick ACH File Import Add a Untransmitted  Go To Create All Email )
Welcome Start Setup Transactions * Record = Records ACH File Page Reports O Create Reversals - Q ACH Return Files ~
MNavigaticn Getting Started Common Activities Qoooops {3 Sendand Resend
— ? Email Setup
Sample e

Welcome screen

Covers basic concepts and reminds users that they will need ACH Universal
Corporate or Processor level editions.
Check the box to activate the feature and click 'Next'.

5 Email Setup - O

Welcome To Emall Setup

v f,i‘«ctivate amail featurs - send emails to yaour customers, employees and wandars with
payment information. 5

Enter email addreszes:

--[urinig the import proceszs map the email addrez: az "ACH_Email_Address’, or

--For QuickBooks users, enter email addrezzes in pour CluickB ook Customer, Employes and Vendor profiles, or
--Stare in ACH Urniverzal profiles [if using profiles).

Yau da not need to zend emails far all ranzactions, just the ones you want,

Thiz feature iz available with ACH Univerzal Corporate and Procezzor editions.

Screen 1 of B Help Cancel | et » |

At this screen you have two main choices:
--Outlook Integration
--Advanced setup

This page follows the instructions for Outlook. See the next page for the
Advanced setup.

ACH Universal © 2019 Treasury Software



ACH Universal

Note: If you have Outlook (or Outlook/Exchange)--always select the
Outlook option.

5 Email Setup - O

Transmission method

Select a tranzmizsion method

{* | & i -___.‘ nil Outlook, Integration [very easy - highly recommended!]
[\

Createsz emailz into pour Outlook Outbox o enable review prior to zending.
Once sent, emailz will be placed into your Dutlook Sent box.
Wharks with Outlook 2007, 2010 and 2013, Alzo works with Exchange Server.

" Advanced setup - Use anly if Outlook is not installed or available. Requires IT support or code [below).
Uze a Treasum Software hosted email account [Quick Code]. Reguires a subscription or zupport,
Gmail [Populate server settings)

Screen 2 of B

Help Cancel ¢ Back

Settings - Subject line and cc/bcc

Enter the subject line.
If another user needs to be cc'ed / bcc'ed enter it now.

Notes:

--If you cc yourself, you will 'spam’ yourself. Remember, the email will be in
your Outlook 'Sent' mail folder.

--The 'From' address will always be your default Outlook profile.
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53 Email Setup
Seflings
Email subject
Bazic
Tar |Individuall_l,l addreszed Autornatically filled in by ACH Universal
Subject: |Payment - Your Company Enter a subject line. Example 'Tranzaction from ABC Corp.'

Additional email addresses [optional - rarely used).

CC: | Carbon Copy yourself or an ‘archive' account. Optional.

BCLC: | Blind Carbon Copy vourzelf or an ‘archive' account. Optional.

If mare than one address, separate with a semicolon.

Rarely used - already in Outlook

Soreen 3of Help Cancel < Back | Mest » |

Email body (template)
Here you can fully customize the email message/body.
Please note the tags below (capitalized and within brackets) - such as [DATE],

[AMOUNT], etc.
These tags merge data from the transaction into the email body.
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5 Email Setup = =

Emall body (template)

MNote: Separate templates for credits and debits

Personalize each email with tags, suc OUMT], [DATE] and ICHECK_STUE]
Reminder: There are 2 templat ar Debitz, ane far Credits.

Debit: Collect Funds - Customers l Credit: Pay Funds - Direct Deposit, ‘u’endnrs] Help/Tags, Check Stub

We have scheduled a [AMOUMNT] payment from your account, on [or after] [DATE].

“w'e appreciate the oppartunity to zerve pow, Quality service and security iz top of mind. [F any part of this transaction is
inaccurate, please contact ug immediately.

A dditional [nformation for [MAME]:
(0]

Addenda Information [if any): [ADDEMDA]
[CHECK _STUE]

HAWE QUESTIONS ABOUT YOUR ACCOUMT?
Please do not respond to individual messages through thiz email addresz. It iz not secure and should not be used for W

Screen 4 of B Help Cancel < Back | Mext > |

After pressing Next you will be on the Check Stub screen. Here you can
consolidate ACH transactions into one ACH transaction so
that only one email goes out.
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& Email Setup
Check Stub

Overview | QuickBooks Integration Al other uzers

Conzolidation overview

ALCH Univerzal transmitz one email record per ACH transaction.
Therefare, if you have multiple transactions with the zame party, you would be sending out multiple emails.

[Jzing this feature, vau can conzolidate similar ACH tranzactions into ane ACH tranzachon, and therefare one email.
The conzolidated tranzaction will contain a detailed check stub of the individual amounts, ID# and description zuitable for
Lze with the check ztub tag.

==\farning, this iz not juzt an email zetting - it effectz the ACH file, =
This feature not compatible with:

--Tranzactions requiring addenda recards [ie. CT# and 1AT)
~[atabase enciyption

~QuickBooks
@ review documentation [required to access On 01 sw@ Continue to Ond0H switch >
Screen b of B

Help Cancel ‘ Meut » |

With the exception of the To: field (which is automatically filled in by ACH
Universal), all fields will be used for each email notification.

CC Comma-separated list of email addresses to be copied.

BCC Same as cc, except the notified party will be unaware of the copy.
(Quickbooks users should always use bcc rather than cc.)

Subject Provide a subject for the email. It should indicate the purpose of the
email. For example, "Transaction pending by TL Supply"

From List the email addresses to be used as the reply-to email. The
Email:  recipient can reply to this address. This address will be used to catch
bounced emails.

From The name to use for the email. Recommended is to use your
Name: organization name or subgroup instead of a person.

Click Next.

You will be be on the email template screen (Figure 3 below).
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Note: There are different templates--one for debits and one for credits.

Information on this tab will be used for notification regarding all debit or credit
transactions. A basic notification email is provided by default. You may
customize the email as you see fit by editing directly in the window. Click the
Credit tab to modify settings for credit notifications.

There are variables available for use in the emails to provide customer-specific
information. This list is available in the Help/Tags tab as well as at List of
Transaction Tags.

Note: The Memo tag holds the information for QuickBooks vendor 'stub’
information.

-

~

B Email Setup =NN=N X

Crebit: Collect Funds - Customers Credit: Pay Funds - Direct Deposit, ‘u’endnrs] Help/Tags l

DEBIT Tranzaction Meszage Body - vou can personalize each meszzage with information zpecific to that
trangzaction. A working sample haz been provided. Mo modifications are neceszany. Bracketed words,
such az [AMOUNT] represent information that will be populated by the tranzaction.

Wwe have scheduled a [AMOUMT] payment from pour account, on [or after] [DATE]. -

e appreciate the opportunity to zerve vou, Cuality service and secunty is bop of mind. If ange part of
this tranzaction iz inaccurate, please contact us immediately.

Additional [nformation for [MARME]:
(0]

.

Addenda Information [if any]; [ADDEMDA]

MEMO] Holds "stub’ detail from QuickBooks vendor payments, or
any detail imported from Excel/csv into the Memo_Field

HAWVE QUESTIONS ABQUT YOUR ACCOUMT?
Pleaze do not regzpond to individual meszages through thiz email address. [t is not secure and should

Screen 4 of B

Help | Cancel | < Back

When finished editing all tabs, click Next.

In Figure 4 (below), you will provide the settings needed to transmit emails
using the email account you listed earlier. These settings can be obtained from
your email client (for example, Outlook) or from your system administrator.
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Enter the name of your SMTP server into the textbox. Click the 'Security -
Authentication' tab.
You will see Figure 5 (below).

Exchange Server:

1. Configure these panels to connect to your SMTP port.

2. Initially test with an internal address (within your domain)

3. Tip: The Exchange console setting under the Server Transport--choose the
internal connector.

4. Tip: Exchange's Network tab--add the IP address of the computer that will be
sending emails to the Exchange Server.

B Email Setup =NN=N X

Server Mame ] Security - Authentication l MNeed help finding your server?

b ail Server [SMTP Server)

Outgoing bail Server [SMTP] 1smtp.abcmail.net Test Email Setting

'SMTP.ISPHOST.COM', and 'MAILABCCORP.COM' are syntax examples. Use your ISP's SMTP
gerver, ar if you host email internally, ie. Microzoft Exchange, use the SMTP port.

First test [abowe] with an internal email addrezs to confirm connectivity,

Then test with an external email addressz. [ the external test failz, confirm that you are
authenticating on the 'Security - Authentication' tab.

bicrogoft Exchange Tips

Test resultz r

Screen 5 of B Heln Cancel < Back | Meat = |

Security - Authentication panel

Enter your email credentials on the left side (‘Outgoing email server requires
authentication”).

Tip: Are you only able to send emails internally (to your domain), but fail when
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sending outside your domain? If so, check your settings here. Make sure 'My
outgoing server requires authentication' is checked, and your User Name and
Password are correct.

If your SMTP server is configured with either SSL or TLS (gmail), then check
the box and leave 'explicit' as your initial setting.

I It

B Email Setup =NN=N X

Server Name  Security - Authentication l Meed help finding your server?

Outgoing email zerver requires authentication by email server iz SMTP-550 or SMTPS-TLS
[+ My outgoing server requires authentication In addiitan ta the ather settings an this
) window, please review the selections below.
SMTP[S] Server [Dutbound] [nformation
" Uzer Narme: idoEeabcmail.com Using a S5L ar TLSserver [such as
= |I B Gmail and other [nternet hosted zitez)

Pazsword: | xxxxxxxxxxx

Laog anta POP server before transmitting ** Euplicit {highly recommended)

POF Server | " Implicit

|Jzer Mame: |
- | " Autormatic

FPazzword:
" MNone
Port Humber [SMTF] |25
Screen 5 of B Heln | Cancel | < Back | Meat = |

When all settings are entered, go back to the Server Name tab and click Test
Email Setting. Enter your email address. If your settings are correct, you will
receive a system-generated test message. If your settings are not correct, ACH
Universal will display a message.

When everything is correct, click Next.
Preferences

You will be on the final screen.
The first two options are for our users integrating with QuickBooks:
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1. QuickBooks stub information - Check this to populate the Memo field with the
check stub information from within QuickBooks.

Important - Remember to have the [MEMOY]' tag placed in the body of the email
in the Debit (or Credit) template. See Screen number 4 above.

2. QuickBooks account information - Typically unchecked for QuickBooks
users, this will display in the [MEMO] field your chart of account name for each

line item detail.

3. To transmit emails automatically, enable the 'Automatically... ' checkbox.
These emails will be transmitted on a workstation level when you exit ACH
Universal. If you do not check this box, you can trigger the email blast from the
Home tab by selecting Email > Send.

5 Email Setup = =

Preferences

General Preferences

When to create emailz:
* Automatically - On ACH file creation. [default]
" Marwally - Select Email Mark./Unmark.

[¥ Send for all available - (Uncheck to only email notifications once they have been included in an ACH file

o

<

Screen B of B Help Cancel < Back | | Finizh |

Click Finish to complete email setup.

How to enter email addresses
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If you are:

--importing transactions, map 'ACH_Email_Address' to identify the email
address column.

--using ACH Universal Profiles, make sure that an email address is entered in
the Profile

--integrating with QuickBooks, enter an email address in the QuickBooks
Vendor, Employee or Customer profile.

Note: It is also possible to enter email addresses manually before transmission.
See Editing Untransmitted Records for more information.

Troubleshooting
Can't get an email out?

1. Check that your anti-virus software is not blocking you.

Norton Anti-virus and other packages may quarantine the file:
TreasurySoftware_email.exe

when it attempts to send out emails. Make sure that you add this file to your
‘white' list.

2. Confirm that there are no firewalls, such as Microsoft Windows Firewall, that
could be blocking you.

3. If using Exchange server, make sure that you have proper permissions, and
that your computer IP address has been added to the sender’s list.

1.8.2  List of Transaction Tags
List of Transaction Tages - Overview

Below are the tags you can use in email notifications to tailor each email to the
individual recipient. To use the tag, insert it into the appropriate space in the
email.

Transaction Tags

Tag Definition
[DATE] Effective transaction date
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[AMOUNT] Transaction amount
[NAME] Name of party receiving the notification
[ID] An identification number for the receiving party. For

example, employee ID or vendor ID. Do not use
Social Security number. If you must use the SSN,
see [ID_LASTA4]

[ID_LAST4] Uses only the last 4 digits of [ID]. Useful when a
Social Security number must be used to mask the
majority of the number.

[ACCOUNT] For backward compatibility. Does exactly the same
as [ACCOUNT_LASTA]

[ACCOUNT LAST4] Display only the last 4 digits of the account number.

[ABA] ABA/Routing number

[BATCH_DESCRIPTION] Description of the batch containing this transaction.
Rarely used.

[ACH_CHECKINGORSA Displays '‘Checking' or 'Savings' for the appropriate

VINGS] account type

[ADDENDA] Display the transaction's addenda record, if any.
Maximum length of 255 characters.

[EMAIL] Display the email address being notified

1.9 Remote Desktop Services (RDS)
|

Remote Desktop Services - RDS (formerly called Terminal
Services)
and Citrix Server

This topic covers both clustered and single server configurations.
Overview

Treasury Software is a ‘client-server' application, in that there is a front-end,
also called an executable, and a back-end where the data is stored.
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In a sense, one can even think of Microsoft Excel as being a client-server
application, in that the program is installed on each user's computer, and that
the data is stored in a back-end spreadsheet.

Treasury Software Server (back-end)

In Treasury Software, the data can be stored in our single-user desktop
database, or it can be stored on a SQL Server.

Using SQL Server enables many users, each running the client on different
computers, to access a central database.

The limitation of this scenario is that if there are 20 users, the software needs to
be installed on 20 different computers.

What if you have an application server, or if you only want to install the software
once and have your users remote into this one computer? Use our Remote
Desktop Services (or RDS) feature.

Treasury Software Client (front-end)

By default, Treasury Software can only be used on any given machine in a non-
concurrent manner.

However, with the introduction of our Remote Desktop Services feature, you
can configure an application server, or any computer, to enable multiple users
to concurrently use the software,

Note: This feature is available with SQL Express and SQL Server platform
licenses.

Setup:

To start the Remote Desktop Services Wizard - enter into any account and
select the Settings tab > Migrate to Remote Desktop Services, Citrix. Select

Next.

Tip: To minimize your time, enter license codes and migrate to SQL prior to
enabling Remote Desktop Services.
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s e Migration Wizard to Remote Deskiop Services

This wizard enables you to hawve multiple users remote in using Remote Deskiop Services
(formerly named Terminal Servicas) or Citrix.

This feature provides for:
—Concurrent use
—User specific account listings (catalog security)

This feature requires either a SOL Express or SOL Server Treasury Software license.

Cancel | Meut > |

Select a Working Directory

Your users need a working directory to save transmission and report files,
export to Excel, and archive import files.

By default, the system uses a directory tree in the Users\Public folder to make
sure all users have access.

However, if non-Treasury Software users have access to this computer, it may
be a security risk to leave the directory tree in this path.

We would then recommend selecting another location, and securing it for your
Treasury Software authorized users.

Clustered environments: Make sure that you select a drive location on a non-
clustered server.

Note: Treasury Software does not support working directories for desktop
platform databases on a different computer.

Click Next.
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B3 Migrate to Remote Desktop Services (Terminal Services and Citrix) — O X
— Select a working directory for your users
mmEE B

Your users need a warking directony to zave transmizzion and report filez, and archive import files.,
By default, the spztem uses a directomy tree in Uzers\Public to guarantee access to all users.

Howwever, if ather users have access to this computer, it may be a security rizk to leave the directory tree in this path.
We would then recommend selecting another location.

For cluztered environments, select a drive location on a non-clustered server,

Uze the uzer directary tree 'Treazum Software' in the default location at:
C: A gershPublichTreasun Software

{* Move to the directory below. The systemn will create a subfolder for pou and copy the files.

|5- 4 ACHusers J

Cancel < Back | Mest » |

Confirm and complete the migration.

Click Next
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(5 Migrate to Remote Desktop Services (Terminal Services and Citrix) — O X

Click 'Next' to cornplete the rmigration.

For future reference:

|F you need to update the default zettingz and need to exit out of Remate Desktop mode, on the
Settings tab, click Maintenance, the Other tab, then Feset Remote Desklop - or preferably [and
zimply] uze 'Citrix Maintenance' alzo on the Settings tab.

Cancel < Back

Congratulations! - Click Finish.

***% Exit and re-enter into Treasury Software to initialize your changes ****
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(5 Migrate to Remote Desktop Services (Terminal Services and Citrix) — O X

Flease exit and then re-enter into Treasury Software to
initialize your changes.

[ s | Einish

Remate Services installation checklist

19.1 RDS - Maintenance
Remote Desktop Services - Maintenance
How it works

Prior to enabling this feature, Treasury Software creates a directory tree in the
Users\Public folder.
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File Edit View Tools Help

Organize « @ Open - Share with = E-rail Burn Mew folder
4 || Treasury Software - Mame
) Archive ]
| Archive
. CustomOutput
. CustomOCutput
. Data
| Data
 Import
, Import
. Reports
. Reports
. To Bank
] . To Bank
» 0 Tutorial ]
] , Tutorial
» ) UserDefinedReports i
| UserDefinedReports
| Users
Users

— (l accounts 201201 brd )
|&] bankformats.brf

L | br 201201 bt
| screen_201201 et

m

The software uses the file ‘accounts_201201.brd" to hold (where 201201 is the
year-version number), amongst other items: account catalog information, the
SQL Server name, the SQL ID and password (RSA encrypted).

The 'accounts_201201.brd' file is user specific. It is not designed for concurrent
use.
Therefore, this would not be the correct infrastructure for multiple users.

To accommodate multiple users, the software needs to create an
accounts_201201.brd for each user.

Once Remote Desktop Services is turned on, the system will look into the
c:\Users\Public\Treasury Software\Users directory for a user's file.
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Organize = Include in library = Share with = Burn Mew folder
> . Public Videos - Mame
4 | || Treasury Software
|&} accounts_dglasser_201201.brd
. Archive
| & accounts_gbush_201201.brd
. CustomOutput )
: |&| accounts_jdoe_201201.brd
, Data
|&] accounts_jmeontana_201201.brd
, Import
. Reports
. To Bank

» 0 Tutonal
» . UserDefinedReports
) Users |
|l
The syntax for the account would be accounts_[Windows login id]
_[version].brd.

When a user starts the software for the first time, the software looks to see if
they have afile. If not, the system will create the file in the c:
\Users\Public\Treasury Software\Users directory.

The system will use c:\Users\Public\Treasury Software\accounts_201201.brd
as a template and copy it to the directory. The system will also insert the user's
windows login ID to the newly copied file.

Using the example above, after migrating to Remote Desktop Services and
having four users log in, the system will create four account files in the Users
folder of Treasury Software.

Once the software creates the user accounts, by design, there is no active link
between these files and the template.

Maintenance:

Normal Maintenance - Leave Remote Desktop Services On

For all normal maintenance, leave Remote Desktop Services on and repeat the
entry with the users.

This includes license keys, new accounts, etc.

Non-recurring Maintenance - Turn Remote Desktop Services Off
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What if there is a global change for all users, such as a new SQL Server?

1. Turn off Remote Desktop Services in Treasury Software (File > Maintenance
> 'Other' tab > 'Reset Remote Desktop Services' button). A password will be
required. Exit and re-enter into the software.

2. Enter into Treasury Software and make your changes.

3. Delete the user's (typically all) files in \users\public\Treasury Software\users\
using Windows Explorer

4. Turn Remote Desktop Services in Treasury Software on (File > Migrate to
Remote Desktop Services)

When the users log back in, the updated accounts_201201.brd from the root
will be used as a template for each user. This file will, of course, have the
updates.

1.9.2 RDS - Directory Location

Remote Desktop Services - Directory Location

Why does it matter?

By default, the software creates the working directory tree in
\Users\Public\Treasury Software.

If you are creating ACH files or running reports, a copy of this information will
remain in this tree structure (\Archives, \Reports).

If this computer is accessible to non-Treasury Software users, this would
provide these users with access to sensitive information.

To prevent this, we recommend using the Remote Desktop Wizard to create a
new directory for your company. This folder structure would then be locked
down to other users by your network administrator.

If you have not yet migrated to Remote Desktop Services within

Treasury Software, you will have the ability to select the parent directory in the
Wizard.
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If you already migrated to Remote Desktop Services within Treasury
Software:

1. Turn off Remote Desktop Services in Treasury Software. From the Settings
tab select Maintenance > Other >Reset Remote Desktop button. A password
will be required. Exit and re-enter into the software.

2. Enter into Treasury Software and start the Wizard again (Settings tab >

Migrate to Remote Desktop Services)
Select your target directory and complete the wizard.

Note: Treasury Software only supports SQL Express and SQL Server when a
working directory location is selected on another computer.

1.9.3 RDS - Clustered Servers

Remote Desktop Services - Clustered Servers

There is no difference in the use of clustered servers versus single servers.

Below are tips to minimize the work during installation and maintenance.

Installation

1. Install the software on one server. We will later refer to this as the 'original’
server.

2. Start the software. Upon starting Treasury Software, it will copy the working
directory tree to C:\Users\Public\Treasury Software. We will refer to this
directory as the 'root'.

3. In the root will be br_201201.txt (where 201201 is the year-version).

If you open it, you'll see the last three lines as:
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7] br_201201.xt - Notepad B

File Edit Format Wiew Help

[[FileLocation] -
Accounts=C:\Users\Public\Treasury Software\accounts 201201.brd

[Cther]
FirstTime=False
BAFonly=True
TitleBar=""
BapkCode=0

,EEtIix=F615E
( CitrixTestDrive=False
CitrixTestDrivelUserPath=x:

N

L A

***Note - Never manually update this file.***

This tells you:
Citrix=False
You have not enabled Remote Desktop Services yet.

CitrixTestDrive=False

If you are using a directory other than the default directory. If you continue to
use c:\Users\Public\Treasury Software as the default directory, this will be
'False'. If you change the directory, it will 'True'.

If you have not yet enabled Remote Desktop Services, this will be False.

CitrixTestDriveUserPath=x:
If you are not using the default location, this will hold the new location of the
working directory.

What you'll want to do is update all of your settings on one server, and then
copy this file, along with some other files, to the other servers (details to follow).

4. Migrate to SQL Server (Settings tab > Migrate to SQL Express, SQL Server).

Enter your license ID. Enter all information that you can (you can always
update later). Exit and re-enter the software.
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5. Migrate to Remote Desktop (Settings tab > Migrate to Remote Desktop
Services).

Select a non-clustered location for your working files. Exit and re-enter the
software.

If you look at the BR201201.txt file now, you'll see the updates:

"] br_201201.xt - Notepad L] ]

File Edit Format View Help

[[FileLocation] -
Accounts=C:\Users\Public\Treasury Software\accounts 201201.brd

[Cther]
FirstTime=False
BAFonly=True
TitleBar=""
BankCode=0

yECitrix=True
( CitrixTestDrive=Irue
\EitIixTestDriveUserPath=5:\Accuunting\Users

Finished with the first server. Repeat this for all the other serversin the
cluster.

1. Install the software on the next server (current server).

2. Copy the entire directory tree from the original server to the current server.
Specifically, copy from the original server C:\Users\Public\Treasury Software\
to the current server C:\Users\Public\Treasury Software\.

Include all the subdirectories.

Test this for permissions before you go to the next server. Simply start
Treasury Software on the current server and make sure it loads and exits

properly.

Note: This can only be done with SQL Express and SQL Server platforms. It
will not work with the Desktop edition.
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Once you have tested, repeat with the balance of your servers.
At this point, you have set up the servers exactly the same.

No other maintenance is needed.

1.10 QuickBooks Pro, Premier and Enterprise
|

You can create ACH (also known as NACHA) files directly from
your QuickBooks data.

ACH Universal allows you to easily create ACH transactions for:
* Direct Deposit for employees

* Collections from customers

» Payments to vendors and governmental agencies

Starting with ACH Universal 2011, ACH enables direct integration with
QuickBooks, enabling you to store your banking data on each profile in
QuickBooks.
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VENDOR MaME | Bayshore Water

CURRENT BALAMCE 3.00 How do | adjust the current balance?
Address Info CUSTOM FIELDS
vENDOR TYPE | Utility -
Payment Settings DISCOUNT AVAILABLE
BANK ACCOUNT NUMBER | 333333333
Tax Seftings

ABA ROUTING NUMEER | 081000045

Account Settings
% cHisar |CHK

Additional Info

/

Enter banking information in QuickBooks profiles.

Define Fields

Vendar is inactive @ Cancel Help

Benefits of direct connection:

--Simple to install and use. Doesn't change the way you work with QuickBooks.
Keeps all of your processes the same. Pay vendors and employees, collect

from customers as you currently do.

--Create ACH files for your bank with ‘one-click’

--Avoids duplication of processes and transmissions

--Full control over payments and collections with your bank. Enables you to
temporarily hold a transaction, stop a transaction, and even resend a

transaction.

--Assists with the transmission of the ACH file to your bank. Your bank, not a
processor, will handle the transactions.

--Send email notifications to your customers, employees and vendors. Send a

detailed payment stub to your vendors including invoice number, net pay
amount and discount taken.
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Date Bill Paid Disc Taken Ref. No.
03/05/2011 $5,555.00 $0.00 510
03/05/2011 $385.89 $5.99 511

Direct Integration is available if you are on QuickBooks
--Professional,

--Premier, or

--Enterprise.

The editions must be 2003 or later and US-based.

Direct Integration is also available with QuickBooks Online.

Not on one of these packages? Don't worry--many of these features are
available with our Treasury Software profiles-based integration.

QuickBooks® is a registered trademark of Intuit
1.10.1 Setup - QuickBooks based profiles

Setup - QuickBooks Based Profiles

Step-by-step checklist

ACH Universal and QuickBooks are installed on the same computer.

Note: If you have a multi-user edition of QuickBooks, you do not need to install
ACH Universal on all of the other computers. Just install it on the computers
that will be creating ACH files. For now, just install on one.

Need to download? Go to http://www.treasurysoftware.com/download/index.aspx

Start Treasury Software and at the 'Welcome New User' screen, enter into
ACH Universal (top selection).
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Welcome New Users Utilities

ACH Universal BRI earzeco
Create and transmit ACH (NACHA) files

Bank Positive Pay ‘“{:-;"' ACH-2-Excel
Create and transmit Positive Pay files E‘E

ACH-Merge

BAI BAl Creator
| +

Create a new account in ACH Universal

From the main menu select File > New Account

=D

Open Account
Delete Account

Recent Accounts

Clone [ Copy

Backup

Restore

Fix

li,? Enter / Remowve License Codes

i Exit

The top option “Create an Account and Add it to your Catalog” should already
be selected. Click Next.
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Enter a name for the account. This name is strictly internal and should help you
identify the purpose of the account. For example, if you are using ACH
Universal for payroll, you might name the account Payroll. Once the name is
entered, click Next.

Congratulations! You have finished creating the account. Click Finish to begin
using this account.

If prompted to edit/modify your transmission information, click No.

Congratulations! You are done with your basic setup.

Next step - Connect to your QuickBooks company

QuickBooks® is a registered trademark of Intuit
1.10.1.1 Connect to QuickBooks

Connect to QuickBooks

First time connection (a one-time setup)

Before you begin, confirm that:

--ACH Universal and QuickBooks are both running on the same computer, and
--With QuickBooks open, you are logged in as the administrator for the
QuickBooks company you want to work with and you are in single-user
mode.

Start the connection process

Enter into your account and select the QuickBooks tab > QuickBooks
Integration.
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HOME | SAMPLES RE SETINGS  QUICKBOOKS
A0 R % 8 5 B E\.@ @ (B | gy Biorice
+ 0 |:§‘ Delete Entire Import .!{_A H-Merge
Home Backto C! ick ACH File Canadian Import Add a Untransmitted  Go To Create emier, Online ~ Email R
Welcame Start  Setup Format Trangactions *  Record * Records ACH File Page E Edition Create Reversals o &] ACH Retum Files

Navigation Getting Started Comman Activities

ks Integration

Switch to your QuickBooks window

If nothing appears to be happening, QuickBooks is waiting for you to grant
permissions.

Click on your Windows toolbar to access chkBooks

The first time ACH Universal attempts to connect to your QuickBooks company,
you will be prompted by QuickBooks to grant access.

Note: You can leave the bottom check box un-checked.
Please grant access to continue.
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An application is requesting access to the following QuickBooks company
file:

Rock Castle Construction

Access may include reading and modifying CluickBooks data as well as
enhancing the QuickBooks user interface.

THE APPLICATION CALLS ITSELF
Treasury Software

CERTIFICATE INFORMATION

Description: BRCOM

Developer: Treasury Software Corp.

Developer identity has been verified by:
Thawte Code Signing CA- G2

QUICKBOOKS SOLUTIONS MARKETPLACE
+ Learn about applications that integrate with CluickBooks

Do you want to allow this application to read and modify this company file?
T Mo

T Yes, prompt each time

® ¥es whenever this QuickBooks company file is openi d—

T Yes, always; allow access even if QuickBooks is not running

Allow this application to access personal data such as Social Security Mumbers and
customer credit card information. Tell me more

Continue... Cancel Help

QuickBooks will prompt your confirmation.
Click 'Done'.
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¥ou have chosen to grant the application
Treasury Software

access tothe CQuickBooks company file
Rock Castle Construction

whenever this QuickBooks file is apen.

Access rights:
- Read and modify QuickBooks data
(MOT including persanal data)
- Enhance the QuickBooks userinterface

e

Done o Back

Note: If you do not grant access, you will be unable to continue.

Congratulations, you have connected.

Treasury Software ﬂ

Connection successful

] 4

Note: If you upgrade Treasury Software, change versions in QuickBooks, or
install the software on a new computer, you may be prompted to grant
permissions again.

Next step - Integration Wizard

Troubleshooting - Can't connect?
See Troubleshooting connections

QuickBooks® is a registered trademark of Intuit
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1.10.1.2 Integration Wizard
Integration Wizard

Once you have connected to your QuickBooks company, you can complete the
Integration Wizard.

Reminder: You should be in single-user mode in QuickBooks with only
one QuickBooks company open for the initial setup.

Enter into your account and select the QuickBooks tab > QuickBooks

Integration.
feoe
HOME = SAMPLES  PROFILES  REPORTS  SETTINGS  QUICKBOOKSg  HELP
7 ey - - — R Delete Records = B ACH-2-Excd
* ; .. x * _)E_ ] Es3l D E’ P &) % Delete Records 3 ACH-2-Exce
. - + i =2 - - D:" Delete Entire Impart H .!{_A'\'"-.‘,ie';e
Home Backto Cuick ACH File Canadian Import Adda  Untransmitted Go To Create Pro, Premier, nline Email L _
Welcome Start Tranzactions = Record * rds ACH File Page Lac um Files =
Naviga Utilities

Note: This is the same menu choice you selected earlier to establish a
connection. Once a connection has been made, the settings are automatically
saved--it is a one-time setup.

Welcome to the QuickBooks Integration Wizard

Click 'Next'.
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5 QuickBooks Integration u

Transactiunsl Utilities

Accnuntsl Common Seﬂingsl ACH Settings  Startup wizard

'

Welcome to the QuickBooks Integration Wizard

Thizs wizard is desighed to assist new users in setting up QuickBooks integration.

If you are an experienced user, or you need to re-visit your settings, zee the "Settings’ tab of thiz window,

Help | Catcel | | Mest > |

View the list of your QuickBooks accounts - select your bank account

Have more than one origination account? We'll cover this in settings.
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5 QuickBooks Integration u
Transactiunsl Utilities  Settings l

Accnuntsl Common Seﬂingsl ACH Settings  Shartup Wwizard

/ Select a bank account in QuickB ook for your electronic funds transfer [ACH] tranzactions.

Ag we are in a QuickBooks sample company, simply select the 'Checking' accognt.

10100 - Checking
10300 - Savingz
10400 - Petty Cash
1. Select your main checking account 12000 - Undeposited Funds

Help | Catcel | < Back | Mest > |

Confirm that 'QuickBooks profiles' is selected, and that the profiles you
want to work with are checked.

This step will create three Custom Fields in your profiles.
QuickBooks Pro, Premiere and Enterprise should leave the default top option
selected. (See below)

If a profile group is unchecked, and it is one you need, stop here and close the
Wizard. You may need to remove some existing custom fields for that profile

group.

[Note: If you are using QuickBooks Online, select ACH Universal profiles.]
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5 QuickBooks Integration u

Transactiunsl Utilities  Settings l

Accuuntsl Common Seﬂingsl ACH Settings  Shartup Wwizard

Wwhere do you want to keep vour banking information? Default setting is QuickBooks

QuickBooks profil_es - &)l banking in

formation is stored in QuickBooks profiles [default - easiest). Profile groups
zelecte i HE/Say fields created i ik Fl

e
auant Murber SRS Bobing Blymbe

[+ Customer profiles [ Employee profiles [v endor profiles
v Fopulate helds with sample ABA, account numbers and checking or savings account ndicators

. . Custom Fields
Creates 3 fields in Bank Account Number

QuickBooks for zach ABA Routing Number
Customer, Employee and  cHk/sav
Vender prefile.

" ACH Uriverzal profiles - All banking infarmation is stored in ACH Uriversal profiles requires advanced computer knowledge)

Help | Catcel | < Back

You must be in single-user mode and logged in as an Admin. If you need to,
make the changes in QuickBooks, then close QuickBooks and re-enter.
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5 QuickBooks Integration u

Transactiunsl Utilities  Settings l

Accuuntsl Common Seﬂingsl ACH Settings  Startup Wwizard

|4 sample Lony s Landscaping & Garden Supply -G
EFiIe Edit View Lists Favorites Company C

Mew Company...

o Restore C . . . .
pen oristens Fempny You should be in single-user mode in QuickBooks with

Open P i » .
Pl S only one QuickBooks company open.
Create Backup...
Restore Previous Local Backup b i i siral 4 N i
Ol are In single-user mode and on ave One Ccompany open, im|
Create Copy... # 9 Iy pany open, simply

continue by clicking 'Mexst’
Close Company/Logoff

If you are in multi-user mode or have more than one company open,

Switch to Single-user Mode you'll need to address this just for the setup,
Remote Access . . ) . .
Utifties ) From the QuickBooks main menu select File and switch the settings

accordingly.

Accountant's Copy L . .
! " Afterwards, exit and restart QuickBooks.,

MNate: To close QuickBooks, you'll need to exit thiz Wizard - click the

5 PDF.. red %' in the upper right cormer.

Print Forms »

Printer Setup...
Send Forms...
Shipping »
Update Web Services
Exit Alt=Fd
Help | Catcel | < Back

Click 'Finish' to save your settings
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5 QuickBooks Integration u
Transactiunsl Utilities  Settings l

Accnuntsl Common Seﬂingsl ACH Settings  Startup wizard l

/ Congratulations. Click 'Finish'.

W Edit Vendor EI@
Vendor Name Bayshore Water
CurrentBalance :  0.00 How do I adjust the current balance?
Address Info I Additional Info I Account Prefill |
Enter banking information in
pccountNo. 33251 .
QuickBocks profiles
Categorizing and Defaults Custom Fields
Type Bank Account Mumber | zas53553
& ) l Vendor is
Utility hd ABA Routing Number | ng3000047 inactive
Terms CHEfSAV cHK|
MNet 30 -

Catcel < Back | | Finizh

In QuickBooks - enter banking information

Now working in QuickBooks, enter in the banking information as shown above

for the customers, employees and vendors that you want to collect from or pay
electronically.

To enter banking information for:

Customers - From the QuickBooks main menu select Customers > Customer
Center.

Double click on the customer, and then select the 'Additional Info' tab. Enter
their banking info, then click 'Save'.

Employees - From the QuickBooks main menu select Employees > Employee
Center.
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Double click on the employee, and then select the 'Additional Info' tab. Enter
their banking info, then click 'Save'.

Vendors - From the QuickBooks main menu select Vendors > Vendor Center.

Double click on the vendor, and then select the 'Additional Info' tab. Enter their
banking info, then click 'Save'.

Next step - ACH Setup - Entering your company's info

1.10.1.3 ACH Setup
ACH Setup

Access the ACH Setup Wizard by clicking either the ACH Setup icon on the
ACH Universal home page (below), or on the ACH Setup icon under Settings,
in the top toolbar.
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Import Transactions Add A Record

Go To Create ACH File Page

R,

ACH Setup

Welcome to the ACH Setup Wizard
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B3 ACH Setup — O X

In house testing?

You do not yet need to complete this wizard to
create an ACH file.

|.| Testing with your Bank?
Go ahead and click 'Next'.

Canadian Userz

| | Esh |

Enter the 'file header' info (see below). This identifies you and your bank.
1. If you received this information from your bank, enter it exactly as noted.
2. Otherwise, if you have already created ACH files using Notepad or another

software process, and you have access to this file, ACH Universal can import
the settings from that ACH file. Simply click on the link 'Populate header entries

from an existing ACH file'.

3. Or, you will enter this manually. Follow the text in the Wizard.

ACH Universal © 2019 Treasury Software



ACH Universal

B ACH Setup - B

Pleaze enter az provided by your bank. Didn't get ingtructions from pour bank? That'z ok - zee the examples below.

“rour Bank's ABA/Routing number |2|:|2331 0BG
[Immediate Destination [0, pozitions 4-13]. Example ‘202851066

Your Bank's Mame |Eank af &y Tawn

[Immediate Destination Mame, positions 41-63). Example Bank of dny T owr

Typically 1" followed by vour Fed ID# (10 digits total, no dashes) |1 30009783
[Immediate Origin 1D, positions 14-23). Example 130009783

“our Company Mame |Y|:|ur Company

[Immediate Ornigin Mame, pozsitions 64-86]. Example "Your Company’

Populate header entries from an exizting ACH file [rmore info]

5 Buick Setup - Uze common defaults, highly recommended for first time ugers.
Tip: Start with the defaults, vou can always return to this wizard to update.

" Advanced Setup - Access all setup options

Help Cancel < Back | | Finizh

Enter the 'batch header' info. This is often a subset of the file header.
1. If you received this information from your bank, enter it exactly as noted.

2. Otherwise, if you clicked on the link 'Populate header entries from an existing
ACH file', do not modify your entries. Your entries have been populated.

3. Or, if you entered the prior screen manually, click on the 'Auto-fill' link. This
will populate your entries based on your earlier entries.

Leave the Standard Entry Class as defaulted (PPD), unless noted otherwise.
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ACH Setup

Batch header record ['5' record] Pleasze enter a: provided by your financial institution,
Company Mame - v'our comparny's ‘zhort’ name which will be displayed on your

customer's, employee's, vendor's bank staterments. Max of 16 characters. [positions
5-20

Company |D - ldentifies your company, division or sub-unit. Typically vour Immediate
Origin 1D. ['' positions 41-60 and '8' positions 45-54)

Originating OF1 - Typically your Immediate Destination code, without the trailing check
digit. 8 digitz [records '5' positions 80-87, 'B' pozitionzs 80-87 and '8’ positions 80-87).

Standard Entry Class [SEC] Code

CoEE

If your bank did not supply these values, use our Auto-fill feature '_'_‘ /
Auto-fill [more info]

uto-fill [more info

[ir'our Compary

E=ample *our Compary'

[1657777777
Example 130009783

|20288108
E=ample 20288106"

Select the primary [defaull] SEC Code

¢ Al except CTH-EDI |F'F'D - Perzonal

™ CT#EDI Subsets |EF'N STP 820

Screen dof 7

Help Cancel

< Back | Mest = |

Finish the Wizard

If your bank requested a balanced file, or an offset record, check the box at the

top of this screen and enter the information.
Click 'Finish' to save your work.
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B ACH Setup - B

Offzet alanced' Files [only if requested by your bank)
[ Enable offset recard Frequency [can be used for any purpose] Mote: Always only
‘vour 4B&/Routing # 156530466 e offfs=! lEca e el
- I (" tdultiple tranzactions per batch [default, most comman)
(" Forze one tansaction per batch [do not uge with 14T
Yaur company name Offzet

Offzet 1D (optional)

Advanced Offzet Options

Congratulations.
You have completed the Basic setup. Click 'Finish'.

If you have specific/advanced needs, feel free to zelect Advanced' setup [click ‘Advanced'
below).

Motes:
--Basic setup accommodates virtually all installs.
-If you enter the Advanced setup, you may skip through the formz. There are no required entries

Screen d of ¥

Help Cancel < Back Advanced »

Next step - Create an ACH file - for testing or sending to your bank

1.10.1.4 Troubleshooting-Setup

QuickBooks Troubleshooting - Setup

When setup is successfully completed, three custom fields should have been
created within QuickBooks (see below).

However, if the software brought you to this page, the setup didn't create the
three fields needed.
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ab Sample Larry's Landscaping & Garden Supply - QuickBooks Pro 2015 - [H
= File Edit View Lists Favorites Company Customers Vendors Employees Banking Reports Window Help

VENDOR HAME Bank of Anycity

CURRENT BALANCE 0.00 How do | adjust the current balance?

Address Info CUSTOM FIELDS

VENDOR TYPE

Payment Settings 333333333

ABA ROUTING NUMBER 081000045

TJax Settings

CHK
Account Setfhss You should have these three custom fields in QuickBooks, and
Additional Info they should be spelled exactly as shown here.

Define Fields

Vendor is inactive “ Cancel Help

To fix/check this, we need to go to QuickBooks

In QuickBooks, navigate to either the Customer, Employee or Vendor Center.
In this example, we'll navigate to the Vendor Center.

The first profile (vendor) will be displayed by default. Simply click on the edit
button on the upper right.
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ab

Sample Larry’s Landscaping & Garden Supply - QuickBooks Pro 2015 - [Vendor Center: Bank of Anycity]

File Edit View Lists Favorites Company C: Viendgrs  Empk Eanking Reports Window Heilp

Active Vendors

8 NewVendor. ¥ & MewTransacions ¥ & Print v [ Excel v [ Wod

Vendor Information . 2

* Bank of Anycity Main Phone  415-555-8135
P © Lisa Holzhauser Fax 415-565-9153
Biled From - Bank of Anycity Main Email lisah@samplenam
NAME BALANCE \ Lisa Holzhauser
Bank of Anyci 0.00 - 1935 Main Street
Bayshore CalOil Service 0.00 Middlefield, CA 94482
Bayshore Water 0.00 . .
Brown Equipment Rental 0.00 Map | Directions In QuickBooks, select any profile -
Cal Gas & Electric 137.50 . . .
Cal Telephone 45.00 then click to edit the profile
CalQil Company 0.00
Campion, Patrick, CPA 0.00
Chris Markley 0.00
g'g :: a?::;::;d ggg Transactions Contacts To Do's Notes Sent Email
Computer Services by DJ 0.00 :  seow Al Transacti.. - FLTEREY Al - DATE  This Fiscal Year - 10/01/2019 - 09/30/2020
Conner Garden Supplies 0.00 '
Employment Developmen... 0.00 MNUN ATE = ACCOUR
Express Delivery Service 0.00 Check 1465 12/15/2019 Checking
Creat Statewide Bank 699.12 Check 1462 11/28/2019 Checking
Gussman's Nursery 0.00 Check 1460 1112212019 Checking
Internal Revenue Service 0.00 Check 1461 10/28/2019 Checking
Mendoza Mechanical 0.00 Check 1459 10/22/2019 Checking
Metal Works 0.00
Middlefield Nursery 0.00
Mike Scopellite 0.00

On the profile window, click on the Additional Info tab, then 'Define Fields'

ab Sample Larry's Landscaping & Garden Supply - QuickBooks Pro 2015 - [f
File Edit View Lists Favorites Company Customers Vendors Employees Banking Reports Window Help

VENDOR NAME Bank of Anycity

Address Info
Payment Settings
Tax Settings
Account Settifigs

Additional Info

ACH Universal

CURRENT BALANCE 0,00

1. Click on Additional Info

Vendor is inactive

How do | adjust the current balance?

CUSTOM FIELDS
VENDOR TYPE "
SPOUSE"S NAME Ch[ig

BIRTHDAY

DATE OF LAST CONTACT

WAILABLE

www.anycity.com

2. Then click on Define Fields

™~

Define Fields

Cancel Help
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ab Sample Larry's Landscaping & Garden Supply - QuickBooks Pro 2015 - [f
= File Edit View Lists Favorites Company Customers Vendors Employees Banking Reports Window Help

VENDOR NanE Bank of Anycity

CURRENT BALANCE 0.00 How do | adjust the current balance?
Address | Set up Custom Fields for Names x
Payment S Use for:
Label Cust Vend Empl “
Tax Settind |Spouse's Name v v - Ia cancel
Birthday - o
AccountS| Date of last contact - v v Help
» Discount Available o o - ;
Additional Web UL . . . nycity.com
Bank Account# <—Typo - 'Numberiushould be spelled out
ABA Routing Number )
CHKISAV v
‘\.,“‘
If you renamed or deleted a field,
you can fix it at this screen.
v Define Fields

Vendor is inactive “ Cancel Help

The three field names that should appear exactly as shown are:
- Bank Account Number

- ABA Routing Number

- CHK/SAV

If you had a typo or had to re-enter a field, you can stop here, close the edit
window and try the Integration Wizard again.

Tip: Don't forget to check the boxes for the profiles you want to display
(Customers, Employees, Vendors).

| don't have any of ACH Universal's fields.
You may not have enough available custom fields.

The maximum number of custom fields in use (checked boxes) for each profile
type (Customers, Employees, Vendors) is 7 for Pro and 12 for Enterprise.
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Use for:
Label Cust Vend Empl “
Spouse's Name . . - B Cangel
Birthday o o
Date of last contact < " P Help
Discount Available v v v
Web URL
e -~ Waming |
On call list You cannot use more than 7 custom fields for
vendors.

Receives newslatter

7/ field limit for Pro
12 field limit for Enterprise

To fix: Uncheck fields that you do not need.

Set up Custom Fields for Names " Set up Custom Fiekds for Names *
Use for. Use for:

Lave st . Labe cust_yoog_enp L
- . - .
Spouse's Nama - - Cancel Slp-ouses Mame - - cancel
Birthday Birthday
Date of last contact Help 'Date of last contact | Help

Discount Available Discount Avadable
Web URL

First contact

On call hst
|Receives newslotier

-

-

- Wab URL
- * First contact
- On call list
-

| Receives newsletter

LI N L)

LI L N Y
L S S 4

Uncheck check-marks
for fields not needed

Pro and Premiere users:
As there is a 7 field limit, the most check-marks that you can have in a column
is 4 (as ACH Universal will need to create 3 in each profile).

Enterprise users:
As there is a 12 field limit, the most check-marks that you can have in a column
is 9 (as ACH Universal will need to create 3 in each profile).
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Tip: You only need to unmark check-boxes for the profile types (Customers,
Employees, Vendors) that you will be using with ACH Universal.

Once you have updated the fields, click OK and close the profile edit window.
In ACH Universal, you can reselect the QuickBooks Integration Window and

click 'View Transactions'. You will get the same message as before, but on the
following screen you can opt to re-run the Wizard (please do so to complete).

Note:

If you have upgraded, and did not have a CHK/SAV field, you can over-ride this
verification:

Select the Settings tab > click 'Import, System' > ‘Import’ tab > QuickBooks
suppress field warning > select 'suppress'.

1.10.2 Creating ACH Files

Creating ACH Files
Once you have completed your setup, you can create ACH files.

If you just need to send a Test file:

1. Change your 'From' and 'To' dates to historical/old transactions which you
have already fulfilled. You can then send that ACH file up to your bank for
testing.

2. Just starting out and don't have any historical data? See our Utilities tab to
create a pre-note file.

Step 1. Adjust dates, if needed, and then click on the 'View transactions’

button.

This will display all available records within the date range.
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5 QuickBooks Integration u

| utiities | Settings |

i Tranzaction

9 I Thiz window dizplays transactions in QuickB ooks that need to be sent to ACH Universal
“=n

WView of QuickBooks transactions
Step 1. View QuickBooks data

From: | 117207 j Tor [12/31/2019 j Yiew tranzactions |

Meed Help with transactions?

Step 2. After reviewing the records, click the 'Send to ACH Universal’
button.
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5 QuickBooks Integration u

Transactions | Utiies | Settings |

9 I Thiz window dizplays transactions in QuickB ooks that need to be sent to ACH Universal
“=n

WView of QuickBooks transactions
Step 1. View QuickBooks data

From: [ 1717207 j Ter [T2/31/2018 j W s | [v H!de transact!ons mizzing banking infarmation
[+ Hide tranzactions already processed

Do not send [terporary) | Do not send [permanent] | Send [over-ride) | E dit Memao figld | Expart to Excel J

Date Ref # I arne: D[Eatt'oiﬂlg]':t [Emglzﬂgésﬁe%tms] Merma QB Account Mame 3
p | A7 101 | East Bayzhare Auta Mall $532.97 (Monthly Truck Pay | 10100 - Checking

mAe17 102 | Bank of Arycity $3,495.82 | 941 Deposit for De| 10100 - Checking

mAe17 103 |Federal Treazum $100.00 (FUTA Payrment - 410100 - Checking

mAe17 104 | 5tate Board of Equalizatic $208.09 | State Unemployme [ 10100 - Checking

mAe17 105|5tate Fund $1.214.31 [worker's Compen: | 10100 - Checking

mAe17 106 | State Board of Equalizatic $308.34 10100 - Checking

mA817 107 | QuickBooks MazterCard $12,362.89 10100 - Checking

mA517 108 | Caldil Compary $3.521.00 10100 - Checking

mA517 109|5tate Board of Equalizatic $3.146.88 [ABCD 11-234567 | 10100 - Checking

M2z 110|Sergeant Insurance $712.56 | 706-35 10100 - Checking

M3z 111 | Bayshare 'water $24.00 | Monthly WWater - F1 10100 - Checking

M3z 112 | Bayshare 'water $205.00 10100 - Checking

/37 113|CU. Electric $532.00 10100 - Checking

/37 114|Cal T elephone $623.00 10100 - Checking

msaA7 115|Patton Hardware Supplie: $13,759.00 10100 - Checking ﬂ

Step 2. Send tranzactions ta ACH Universal
Debits Credits Tutal
Amount | §55259.93 | $563634.15  |[$508.374.22)
Caunt | 19 | S| 522

Send transactions to ACH L niversalé

Meed Help with transactions?

Congratulations! Note the location of the ACH file.

The file will always be saved at this location.
Want to change the location, or see archived ACH files? Go to our Creation

page.
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View the file?

Would you like to view the file?

Thefile is located at Ch\Users\Public\ Treasury Software\To
Bank'\sample_account_transmit.bt

Yes Mo

Transmission
Once the file is created at your location, it must be transmitted to your bank to

be fulfilled.
Otherwise, it's like writing a check, but not mailing the check.

Next step - Transmitting the ACH file

1.10.3 Transmitting ACH files to your bank

Transmitting ACH Files

How you transmit to the bank depends entirely on your bank's options or
directions for receiving the files.

To view the options available to you through ACH Universal, select the Settings
tab then Transmit to Bank.
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i Transmission Options

{ Transmission Method l FrP'] FTP Advancedl Drynamic Naming l E-mail] Local File »

Select transmizzion method

* Mone - The file will be created but not transmitted.
(" FTP and SSL-FTP [FTPS] Meed certificates? Use S5H below.

~ ) ) .
SSH-FTP [SFTF] - Secured ugzing SSH2 SEH Catings

~ Wwheb Upload - After file creation, the system will open your internet
browser. ou will then perform pour upload routine.

|http:a".-"www.treasur_l,lsnftware.u:u:-m.-"an_l,ltu:-wn.html

¢~ Email - After file creation. the spstem will attach the file to
an email.

~ Other - Command line interface [shell] to anather software package
such as |pawitch's WS_FTP

r S55H. OpenPGF and 551 with cerdificates with "WS_FTP integration
[zee tab "SSH, DpenPGP, S50 with certificates’ for zetup]

|f not integrating with \WS_FTP, enter the command line below:

| Test

Cloze | Help |

There are five choices available as a transmission method.

Methods

None The ACH file will be created and archived, but it will not be
transmitted. You must transmit the file manually.

FTP After creation, ACH Universal will transmit the file to the FTP server
you specify. This should be your bank's FTP server. Includes SSL
capability. Contact your bank for information on their requirements.

Web After creation, your default Internet browser will be started to a

Upload specified web page that corresponds to your bank's upload portal.
Upload the created file.
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Email ACH Universal will email the created file as an attachment to the
email addresses specified. This method is not recommended as it is
unsecured.

Other For integration with third party utilities. Enables the use of SSH, SSL
with certificates and OpenPGP. Note: OpenPGP is not the same as
PGP.

Web upload

The vast majority of our clients upload the ACH file through their bank's web
portal.

If this is the case with you, select the third option 'Web Upload', and enter your
bank's URL address to login.

Then, whenever you create an ACH file, ACH Universal will open an instance of
your default browser to that login page. Think of it as an ‘electronic sticky-note
reminder'.

See Changing File Transmission Method to set up the transmission method as
required by your bank.

1.10.4 Paying some vendors by check - some by ACH
Want to pay some vendors by paper checks - and some by ACH?
Yes, it's easy to do with ACH Universal.
ACH Universal can write back a unique reference number to QuickBooks, using
a different numbering sequence - even alphanumeric (such as ACH100,
ACH101, etc...).
This enables you to run ACH transactions first - then when you go to

print vendor checks - those processed by ACH Universal will not print
paper checks.
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ab Sample Larry’s Landscaping & Garden Supply

= File Edit View Lists Favorites Company Customers \Vendors Employees Banking Reports

# Go to... | @ Print... | @ Edit Transaction [ QuickReport & Setup Bank Feeds

05/13/2021 owars Office Equipment 25 a7
CHK Office Supplies

07/23/2021 Brown Equipment Rental 48,90
CHK Job Expenses:Equipmental Rental

pritcuts

Note: This feature is designed for Vendor payments. Employee payroll checks
cannot access this feature due to security set by QuickBooks.

One-time Setup

Turn ON - From within the QuickBooks Integration Window, click on Settings >
ACH Settings > Other Settings and check the box below.

Want to set additional options? Click on the "Write back Options' - and this will
open the settings screen (2nd screen shot).
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ACH Universal

[ QuickBooks Integration

Transactmnsl Utilities ~ Sething lCDnnect]

Accountsl Commaon ACH SEHIHQS
Dther settings$FACH File Header information l
ACH Settings

Getting Invoice and other information onto your Customer's, Employee'’s and Yendor's Bank. Statements
oh the other party's bank statement

MACHA allows for a 15 alphanumeric field [|dentification field] for you to place supplemental remittance information.  Thiz will be displayed
Select the field

If the field above is blank, use

|Account (ID] Mumber: Fram the Customer, Employee or Wendor Profile
|Elank

=l
=l
Additional Filtering - On Check [Reference) Mumber
{* Darat perform any additional flkering

Filter tranzactions on the check number field to only allow check numbers that are blank., O [zero] or that start with:
Mote: Transactions queued 'To Print’ will aleo be filkered out

—

Where do you want to keep vour banking information? Default setting is QuickBooks
- Qui

QuickBooks profiles [recommended) - All banking information is stored in QuickBooks profiles. Bank &ccount Mumber, ABA Routing
MNumber, CHE/SAY fields will be created in QuickBaoks.

7 ACH Universal profiles - Al banking information is stored in ACH Urniversal profiles (not comman)

Write Back to QuickBooks and other settings

(r Wihite back reference numbers o QuickBooks for completed tranzactions

¥ Email - Include ‘stub’ detail for paid bills and checks (must be on Corporate or Processor edition). Same option as in Email Setup
v .

v HTML bazed email [recommended) - Advanced alignment for stub detail. Only applicable if email option above turned on
[ Split Deposits [Deposit paproll into multiple accounts] - OnAD

Enable Encroption - Encrypt Account and ABA numbers within QuickBooks

¥ Check all profiles for encyption during each import junchecked only checks profiles used in the curent transactions)

Sawve

Write Back Options
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85 Options — [m| X
~
QuickBooks
I QuickBooks Options
[ =]
=0
This window enables tyou to set additional options for QuickBooks Pro. Premier and Enterprise
Write Back Oplions
Prefix to differentiate from printed checks (not required)
Sequence number - next number to be used (numbers only)
‘We recommend a maximum of & combined positions. to make sure that the entire
number is visbile in QuickBooks’ reference number field. For example,
ACH100 and DD1000 would each count as 6 positions.
QuickBooks fields to write to
Reference Memao
(Check) Field
Number
Checks (Write a Check’) and Bill Payment
v r checks. Note: Payroll checks cannat be written
to as they are locked by Intuit.
r v Payments [Received from Customers’)
r v Sales Receipts
‘when to write back to QuickBooks
(¥ Before Transmission Option (default option). Highly recommended.
After Transmission Option. Warning - closing QuickBooks or ACH Universal prior
. }_0‘ completion of writing could lead to loss of audit trail and/or corruption of data
les.
v
0K Cancel

1.10.5 Holding and resending transactions

Holding and Resending Transactions - Advanced Record Control
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From the QuickBooks Transactions window (from the QuickBooks tab >
QuickBooks Integration), once you click in 'View Transactions', several
advanced record control options appear.

Note: All of the check boxes are checked by default.
Yieww of QuickBooks ransactions
Step 1. View QuickBooks data

o 17172007 j To: [z/3172019 j Wiem iR | [ H?de transact@ons mizzing banking information
[# Hide transactions already processed

Do not gend [temporary] | Do not send [permanent) | Send [over-ride] | Edit Memao field | Export to Excel J

Hide transactions missing banking information

As you may not be collecting and paying electronically from all of your
customers, employees and vendors, this option suppresses those profiles who
you are not paying or collecting from electronically.

Example: You have 50 employees and 40 of them have signed up for Direct
Deposit.

By default, when viewing this screen, only the 40 employees on Direct Deposit
will be displayed, as these are the electronic transactions you will be creating.
If you want to view the other 10 employees who will be paid by paper check,
uncheck the box.

Note: Viewing the other 10 will have no effect when creating an ACH file. They
will not be included in the ACH file as these employees do not have their
banking information stored in their profile.

Hide transactions already processed

If the date range you select includes a previously processed transaction, by
default ACH Universal will suppress displaying the transaction.

Note: Viewing previously transmitted transactions will have no effect when
creating an ACH file. They will not be included in the ACH file, as these
records would be considered duplicates.

Caution: If you are using a multi-user version of QuickBooks, but only a

single-user version of ACH Universal, not all transactional history may
be in your desktop audit trail.
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Electronic transactions processed by others will not be marked as duplicates
(already imported) in your system.

You can accommodate for this by marking these records as 'Do not transmit'.

Advanced Record Control

To use any of these Advanced Record Controls - first select the transactions
(the row will highlight in blue), and then click on one of these buttons.

Do not send (temporary)

Enables you to temporarily hold a transaction from being sent to ACH Universal
and, therefore, not being included in the ACH file.

Caution - This is a temporary marking.

If "View transactions' is clicked, or the report is re-run, your selections will be
reset.

Example of use: A customer authorizes you to draft funds from their account,
but at the last minute asks you to wait another day to perform the draft.

Do not send (permanent)

Enables you to permanently hold a transaction from being sent to ACH
Universal and, therefore, not being included in the ACH file.

Your selections are saved to the ACH Universal database. Clicking 'View
transactions' or re-running the report has no effect on your selection.

Example of use: You received goods from a vendor and created the payment in
QuickBooks.

However, before processing, you realize the goods are damaged and the
vendor is not being cooperative. Select this transaction and place it on
permanent hold.

When you have come to terms with your vendor, you can mark it to be paid by
using the 'Send' button described below.

Send (over-ride)
Enables you to resend a transaction that (ACH Universal says) you have
already sent, or to send a transaction that you have placed on hold.

Example of use:

--You marked a transaction as 'Do not send (permanent)’, but now want to
release payment. Use this button.
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--If you sent a payment to a vendor or employee, but the transaction was
returned as they closed their bank account and neglected to tell you. You can
resend the transaction using this button.

QuickBooks® is a registered trademark of Intuit
1.10.6 International (IAT)

Creating ACH-IAT files from within QuickBooks.

With this feature, you can create a NACHA compliant ACH-IAT file to upload to
your bank.

One-time setup

1. Create a new account within ACH Universal

Click on File > New Account.

Note: You will need to create a separate account within ACH Universal, apart
from your typical transactions.

We recommend that you call the new account 'International’ or similar to help
you distinguish it from your other accounts.

2. Click on the QuickBooks Integration icon to start the Wizard.
During the setup wizard:

--select the ACH Universal Profiles option, and

--check the box 'Process only International transactions'

continue and complete the wizard.

When finished, simply close the QuickBooks Integration Wizard to continue.
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B QuickBooks Integration

Trartsml Utiiities  Seettings |
Accounts | Common Settings | ACH Settings  Startup Wizerd

4

Where do you wanit to keep your banking information? Defaull satting i QuickBooks

~ QuickBooks profiles - All banking information is stored in QuickBooks profiles (default - easiest]. Profile groups
selected below will have Bank Account Mumber, ABA Routing Number, CHE/SAY fields created in QuickBooks.

[T Custo roliles [T Employee profiles ™ Wendor profile Enable all profles
r Popda!s he{-cl.: with ample banking nfamum
Custom Fields
Bank Account Number

Creates 3 fields in
QuickBeooks for each ABA Routing Number
Customer, Empleyee and  crjsav

Vendor profile.

(+ ACH Universal profiles - All banking information is stored in ACH Universal profilles.

3. Enter your banking information for the IAT record.
On the Home tab, click on the lower half of the Add a Record icon. From the

drop down, select Internatlonal
FI].E HO E REPORTS SETTINGS QUICKBOOKS HELF
o
o ~\ 5 5 B B
ﬁ ] v 585 B B
Back to ':Jh_ Ak Canadian Import Add a Untransmitted Go To Create
Welcome Start Setup Format Transactions = ord ~ Records ACH File Page
. nternational
International

The International Window will open.
On the left-side, enter your banking information as appropriate.
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3a. Click on 'Save to Profile'
3b. Then, click on 'Set this profile as the default'

International 1AT Payments

Lize thizs form to creats International [LAT ) payments and collections

Exchange
Effective Date $USD Foreign Amount Refetence [Rate|
[¢2472m8 +| [smmm of Credst .., ﬂ [$0.00 {000 [
Your information [branzaction onginator) Other party [transaction receiver)
[Hesshey US4 -] [Getect =]
M arme [Hershey 54 Hame |
Street address [4567 Kiss Shest Sheet addess |
City / State [Hershey [Pa City / State | |
Zip / Country {17033 |us =] Zip / Country [ [us =]
Orriginates D 2277 G ntal IDosT tion #
Typicaly Federal ID# ] s Sy
B ank Bank
" us
Mame |Bank of Hershey & Fousign Name |
Branch Couniry / Cumency IL!S ;I[LISB ;I Branch Country / Cumency IUS j IUSDI j
E xchange Indicator Fued to Foeed [FF) d ABA/Routing o ID# |
Exchange Reference n'a ;I Mumber [above] quakfier IN!-tif.‘ll'lH Cleanng System ﬂ
ABA/Mouting, 1D, BIC 063000047 frm I
Giateway Operstor ABA [mmqr Checking/Savinge Iﬁreck'ng ﬂ
Description

. Foreign Trace
ngr?memmf [Payrol ISaluy | — I
tanzaction Type

Addtional remiltance infoimabon

Enmbry iz inbound/outhoud

" Inbound f?n-.tba.nd‘//l

Set this profils a3 the defaull Save to pofie Save to profile
Help  Foreign Comespondent Banks and OFAC screening Save and New Save and Close Close

4. Enter your vendor's banking information for the IAT record.
When finished, click 'Save to profile'.

To add a new profile, click on the name drop down on the top and select <<Add
a Profile>>.

Continue adding as many international profiles are as needed.
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Important: The names that you enter MUST MATCH EXACTLY as to as you
have entered the name within QuickBooks.

International IAT Payments

Ise this form to create |nternational (IAT) payments and collections

Exchange
Effective Date $USD Foreign Amount Reference [Rate]
(42472018 - [Select Debit or Credit .. =] Is0.00 [0.00
Your information [ransaction originator] Other party [transaction receiver)
lHershey Usa ;I I.JoeWolker Ll
Name [Hershey LUSA Name [oe Worker
Street address |456?' Kiss Street Shreet address [5?50 Mississauga Rd
City / State [Hershey P&, City / State [Mississauga |ON
Zip / Country [17033 [us | Zip / Country [L5M 2L3 [ca =]
Onginator 1D | ;
Tg&h Federal ID# 22TTTTTIT r E;:gmental ID or Transaction # [*323?8-13
Bank o US Bank
Mame |Bank of Hershey & Foreign Mame  |Bank of Canada
Branch Country / Curency ILIS ;"USD j Branch Country / Cuniency ICA ;I IL‘AD ;I
Exchange Indicator [Fixed to Fixed (FF) | ABA/Routing of ID# 063000047
Exchange Reference n/a ;I Numnber [above) qualifier INatimaI Cleanng System ;'
A Moulog: 01, BIC 063000047 Account B [458475412
Gateway Dperator ABA |DSBDEI]E|4? Chel:kingﬁavings |Checking ;I
Description Foreion Trace
Company Entry Description / [Payrol S allary LI 9 INcne
Transaction Type - : .
Addibonal remittance information
Mone
Entry 15 inbound/outboud
" Inbound & Outbound \
Set this piofile as the default Save lo profile o profil
Help  Foreign Conespondent Banks and OFAC screening SaveandNew | Save and Close | Cose |

Daily use
Enter transactions into QuickBooks as usual.

When you are ready to create your transmission files:
1. Within ACH Universal, enter into your ‘typical’ account.
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When you create your 'typical' transmission file - the International transactions
will not be included in it.

2. After you complete step 1 - within ACH Universal, switch to your
‘International’ account.

When you create your 'International’ file - only the International transactions will
be included.

Transmit both files to your bank as instructed.

Release notes:

This feature will be fully released on May 15, 2018.

The release applies to QuickBooks Pro, Premier and Enterprise.
The release will not initially support encryption.

1.10.7 Settings - ACH Universal

Settings - ACH Universal

The Settings tab can be accessed from the ACH Universal main menu -
QuickBooks > QuickBooks Integration > Settings tab.

Within the Settings tab, by default, the General and Advanced tabs are
available.

General tab

In the General tab, you can add or change the QuickBooks bank account that
holds your transactions.
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QuickBooks Integration

Accounts l Commaon Seﬂingsl ACH Settings l

Standard I Muttiple Origination Accnuntsl Access and Automation ]

Settings - Select the QuickBook b ot to use. e
checking2
10100 - Chep ng
:}gigg g::;_:,lnasash Select pour mtain acoaunt
12000 - Undepasited Funds > | [10100" Checking

e ﬁ Save

W'ant to inmport from multiple 3ccounts?

Remove

Heed Help with settings?

Common Settings

ACH Universal
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5 QuickBooks Integration

Comman

Wwhat effective date do you want ta use when importing recards?
7 whichever date iz latest [default)
7 ACH Univerzal - 3/24/2015 [change default in File > ACH Setup)
+ Lse the tranzaction date from QuickBooks

Wwhen clicking on "Send tranzactions to ACH Universal
v Automatically create a tranzmizzion fle

7~ Donot create afile. Records will be stored in 'Untransmitted records’, where you can add, edit or delete records. Create 2
transmizzion file from Treasum Software's Create’ page.

Legacy Settings

[V Suppress viewing legacy “iew Simple Additional Accounts' on Accounts tab (for backward compatibility)

Detault date range of reparts

Save

Re-run QuickBooks |ntegration \Wizard
Connect bo another QuickBooks company [display 'Connections' tab]

Reset settings for QuickBooks inteqration

QuickBooks® is a registered trademark of Intuit
1.10.8 Troubleshooting-Connections

QuickBooks Troubleshooting - Connections

Note: You must be logged on in QuickBooks as an administrator and in
single-user mode (just the first time).

If nothing appears to be happening, QuickBooks is waiting for you to grant
permissions.

Check to see if there is a pop-up screen in QuickBooks prompting you to grant
access.
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Click on your Windows toolbar to access QuickBooks.

Please grant access to continue.

- QuickBooks - Application Certificate

An application is requesting socess to the fdlowing QuickBooks
company file:

Rock Castle Construction
Access may indude reading and modifying QuickBiooks data as well as
enhandng the QuickBooks ucer interface.
The Application Calls Ttself
Treasury Software

Certificate Information

Description:  BRCOM
-y Developer:  Treasury Software Corp.
ey Developer dentity has been verified by:
SIS Thawte Code Signing CA

i Search for nformation sbout this applicaton at the
& QuickBooks Solutions Marketplace

Do you want to allow this application to read and modify this company fie?
No
Yes, prompt each time

@ Yes, whergver this GuickBiooks company e is oper
Yes, always; alow access even if QuidBosks is not running

1 Allow this application to aress personal data such as Sodal Security NMumbers and
" customer aedit card information. Tel me more

If not, confirm the following:

1. In QuickBooks, you must be logged on as an administrator (repeated
from above).

2. Switch to QuickBooks single-mode and have only one QuickBooks
company open.

If you changed either #1 or #2, completely exit out of QuickBooks and restart
QuickBooks.
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Steps #1 and #2 account for virtually all connection issues. Below are some of
the additional steps that our support department may check for in rare
occurrences.

3. Is there a pop-up or notification in QuickBooks? If so, close the pop-
up.

Note: If you have been prompted to update QuickBooks, please do so. You will
not be able to connect until you have updated.

4. 1s QuickBooks installed on the same computer as Treasury Software?

5. Areyou running a QuickBooks Pro, Premier, or Enterprise edition -
U.S. version - of QuickBooks 2003 or later?

6. Have you or your administrator turned off access to the QuickBooks
database?

From within QuickBooks, select from the main menu Edit > Preferences >
Integrated Applications > Company Preferences. Verify that the checkbox to
disable integration remains unchecked.

- e x|

B Accounting A My Preferences Company Preferences OK

% Bills You canmanage all applications that interact with this QuickBooks company file here. Cancel

B caendar ¥ must be unchecked

a Checking Dont allow any applications to access this company file: Help

aﬁ Desktop View MNotify the user before running any application whose cerificate has expired Default

Finance Charge APPLICATION § THATAAVE PREVIOUSLY REQUESTED ACCESS TO THIS COMPANY FILE

1 General ALLOWACCESS | APPLICATION NAME BESOLS ee
Integrated Applications | W Treasury Software - Properties... General
ltems & Invento =

o Y this must be checked Remove Senvice

5 Jobs aEstimates e ST

% Multiple Currencies Reauthorize

% Payments

B Payroll & Employees

:E\L": Reminders

.lil Reports & Graphs

m Sales & Customers
7 Learn about applications that integrate with QuickBooks
% Sales Tax

ﬁ Search
[3 Send Forms

% Service Connection
Spelling
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7. Using Vista?

Vista's User Access Control must be enabled. This is a limitation under Vista
only.

From your Windows Operating System, select Control Panel > User Accounts >
User Access Control.

8. Do you have proper security rights in QuickBooks to grant access?
Check this by entering into a sample account within QuickBooks. Then try to
connect from within Treasury Software. If you can connect to the Sample

account, but not your other account, this is a permissions issue. Have your
QuickBooks administrator grant access to Treasury Software.

QuickBooks® is a registered trademark of Intuit
1.10.9 QuickBooks Security

QuickBooks Security

The default user security enables all users for all versions of QuickBooks
to run Treasury Software.

This page is for Enterprise users who grant specific user permissions, and

want to make sure that each user has the lowest level of rights granted.

From within QuickBooks select Company > Users > Set Up Users and Roles
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nstruction - Infuit QuickB

Eile Edit View Lists Favorites Accountant feflylidt

Cystomers Vendgrs Employees Hanking Beports Window Help

Home Page .
VEMDORS
Company Snapshot

alendar E‘}" kg E

Bocuments L Enter Bil
pnbory Afgainsg!

L&ad Cenler
Creale & new company file Inventor

My Shoricuts aced Senvdice Adrminisiration

company f

St Up Users and Roles
Customer Credit Card Protection iew Users
Change You Password

5 ERS
St Closing Date ELZl Zis
Planning & Budgetin ¥ =l
2 qeling
To Do List —
1 2]
Beminders Cradit Cards
Alerts Wanager
Chan of pcoounts Cirl=A |
™ My Shoricuts Make General Journal Eniries =
Manage Cumency ] Fa
B view Balances
Manape Fied Assets -
W Run Favorite Fe &
) Enber Vehicte Milsage -
B Open Windows | Fmance Statements
Prepare LeMers with Envelopes » Charges

D More With QuickBooks EMFLOYEES

m§ Turm on Payroll C = v
B Accept Credit Cards % Ej o %

Payrall Enter Pay Pay
& Order Checks & Supplies Cenled Tirne Employees Liabdlities

4 QuickBooks Online
Accountant

C EM‘T“I]L

On the pop up window, select Role List > the role you want to edit (in this
example Accountantl4) and then 'Edit'.
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Users and Roles

Useriist’ Role Listle="

Edit...

Accounts Payable

Accounts Recevable [Duplicate...
Admin

et
Banking -

A

Description Users Assigned

This role is designed for your Limited
bookkeeping or accounting

staff. Access to areasiactivitios

such as Joumnal Entries, Chart

of Accounts, Setting Closing

View Permissions Close

There are only two 'Areas and Activities' that ACH Universal requires: Centers
and Reports.

Centers

Click on the plus sign next to Centers. ACH Universal requires at least 'Partial’
access for all three areas within Centers. Even if you're not utilizing all three
areas, follow the instructions as the system needs to loop through each,
regardless (at that point, the system will see you're not using it).

Note: For Customer Center, the 'View Balance' needs to be checked.
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Role Name  Accountant1d How do | setup a new role?

Descripion | This role is designed for your bookkeeping of accounting stall. Access to
areasfactivities such as Journal Entries, Chan of Accounts, Selting Closing
Date & Password, Accountant & Taves and Company & Financial reponts.

ROLE ACCESS
Area and Activities

7 () Accounting
7 () Banking _
- @ Centers None

(=] Custormer Center © Full

& Employes Canter & partial

@ Vendor Center
- ) Company # View List
1) Custorners & Receivables

ACTIVITY ACCES S LEVEL

() Employees & Payroll Create Enftries
' 8':"@ Modity Entries
i Lists

7 @ Repors Delete Entrias
1 () Time Tracking Print List

#-{_) Vendors & Payables
+ \iew Balance

Tell me more about Areas and Activities “ Cancel

Reports

Click on the plus sign next to Reports. ACH Universal requires at least 'Partial’
access for:

-Accountant & Taxes

-Customers & Receivables

-Employees & Payroll

-Vendors and Payables

Even if you're not utilizing all areas, follow the instructions as the system needs
to loop through each, regardless (at that point, the system will see you're not
using it).
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Edit Role

Raole Name Accountant1d How do | setup a new role?

Description  This role iz designed for your bookkeeping or accounting staff. Access fo
areasiactivities such as Journal Entries, Chart of Accounts, Setting Closing
Date & Password, Accountant & Taxes and Company & Financial repors

ROLE ACCESS
Area and Activities

- i@ Reporls
o X
@ Accountant & Taxes Detail None
@ Accountant & Taxes Summary ) Eull
() Banking
() Budgets & Forecasts
7 () Company & Financial & View
+ l'::l Customn Transachion
@ Customers & Receivables
&@ Employeas & Payroll
() Find Report
) Inventory
5 Jobs
() Memarized Report List
) Mileage
() Purchases
) Sales
) Time
@@ Vendors & Payables
o (™) Time Tracking b

Tell me more aboutAreas and Acthities “ Cancel

AREA ACCESS LEVEL

® Partial

Print

Click OK to save your work.
You're all set!

Reminder: We've documented above the minimum permissions to use ACH
Universal. For the initial setup, please use a QuickBooks admin account.

QuickBooks® is a registered trademark of Intuit
1.10.10 Direct Deposit

Direct Deposit with QuickBooks Integration
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During the initial Integration set up, three fields are automatically created in
each employee’s profile. These fields are Bank Account number, ABA /
Routing number, and the Checking or Savings field.

When these fields are filled, ACH Universal knows the employee is to be paid
by Direct Deposit, rather than by check. Once banking information is complete
for all employees paid by direct deposit, you'll be ready to run your first payroll.
Payrolls containing both direct deposit and check payments can be processed
with one of two methods:

1. Method one is to run a single payroll. If you're already running payroll this
way, your current process won'’t change. However, checks will be
printed for all employees--both those paid by Direct Deposit as well as
those paid by check. This means the checks printed for employees on
Direct Deposit must be voided.

2. Method two is to run two payrolls--one for the employees paid by Direct
Deposit and one for those paid by check. We highly recommend using
this method, first, because you won't need to void checks and, second,
because it creates a clearer audit trail. While this option requires some
initial set up, the QuickBooks Scheduled Payroll feature makes it easy.
You simply separate employees into two groups according to how they
are paid--one group for those getting checks and one group for those
paid by Direct Deposit--and run payroll for both.
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B QuickBooks Integration

Transactons | Utites Sefings |
General | Advanced  Starup 'Wizad |

‘K WWhisie do pou want b kssp your banking rfarmatien? Defsul settng & QuckBodk:
e QuickBooks profiles - Al barking infommation i stored in QuickBooks profiles defaull - sanest) Profile groups
sedected belovw wil have Bank Account Mumber, ABA Routing Mumbes, CHESSAY felds l:.rocdc\dnﬂmll Blocks

¥ Customer profies ¥ Employes profles ¥ Wendor profies
W Populste Felds with campls 8B sccount rassbers ard chisching o tavings sccourt indic stor

Custom Fexids

Creates 3 fields in Sank Account Number

GuickBooks for each ABA RouRng Mumbes

Customar, Employee and oOwsay

Vendor prefile. g . '

™ ACH Ureverssl peofiles - All bardkung information i siosed in ACH Univers

If you want to use Method Two (above) and simplify your payroll, this is how you
can set up groups quickly and easily using Scheduled Payments.

To create a scheduled payroll group, from QuickBooks main menu select:
Employee > Add or Edit Payroll Schedules.
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60 Semple Lamy's Landiicaping & Garden Supply - QuickBooks Preveier Edition 2011 - el
|File Ede View Lsts Fevores Company Customers Vendors M Baniking !wi Online Senices  ‘Window  Help
i “ & & | Erripicyen Cardes L‘ = w | 9
| Home Search | Company Seapchot Customer Center  Vendor Cont Payrll Ceze er Repert Conter | App Center | Melp  leweic
o Home Py Employees :‘
.- Aad or bdit Payroll Schedules Yo arr using 3 samp
-:i- :...., :‘h :I. Ediet/id Pay hasc iy * :J ooy
> s Receve : 5
=] - - Payroll Tan Forms & W-2¢ SPa—

lreya £01K
_;j e Workers C ompensstion L
Irtust Heath Benefits

(5 ] q.usnﬂc-u’

My Payrold Serace L

Pay with Direct Dapoat O =
Sty s

% bf Payroll Setup |
_;-' # Mansge Pryroll Bems ¥
i_ﬁ =2 Get Payvell Updates B Accoont Ralences
’ Hame 2 dlarce
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- Arcounts Recen naw
_j [ >.‘5 i -4 gﬁ #...- g:;cl:rdu:l :_q:g |
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Sarmple Larry's
Fie Edit View Liwia Favosites Company Customars VYendors Employess Banking FReports Onlne Services Window  Help
e § & a > ol -] ) = ] ! ]
Home Sesrch | Compeny Snapshet Custorer Cemter Vendor Certer  Employes Certer  Online Baniong  Doc Center  Repost Center | App Certter | Melp e
A piome
1 o e
a
=
A
* r e
‘j.' - =
plarice
o
35810
3 ;
L3
b
) 5
sl Hea : CrdeM TR T L
it Pryroll Scheduled CrrE - — .
Oy Chids & -
Delete Payrold Schedule o —
E Make Payrodl Schedule Inactive 0 Llsale s
i @ = ——
E B Craskt a

On the Payroll Schedule List screen, select: Payroll Schedule > New. We will
call our group No Checks but you can choose any name. Select your payroll
frequency, enter the next period end date and payroll date, then Okay to finish.
Repeat this process to create a second group called Print Checks for the
employees receiving checks.

ACH Universal © 2019 Treasury Software



ACH Universal

&% Mew Payroll Schedule |?IIE||§|

The information you provide will be used to create a payroll schedule. What is a payroll schedule?
You can set up multiple payroll schedules if you need to. Why do I need multiple schedules?

Tell us how you'll be processing payroll using QuickBooks: How do 1 set up a payroll schedule?

What do you want to name this payroll schedule? (e.g., "Weeldy”, "Biweeldy”, "Monthly”, etc)
How often will you pay your employees on this schedule?  |Bweeldy (Every other wesk) =
What is the pay period end date? (@]

What date should appear on paydhecks for this pay period?

The following is based on the information supplied above:
You pay your employees DD days after the pay period end date in this payroll schedule.

[7] schedule is inactive O [ Cancel

Next, assign each employee to a group. Select Employee Center and Edit
Employee.
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dmur@;mmpum&m&m Qucﬂ‘oauprﬁmhmmll l‘iﬂﬁ
| File Edt View Lists Favorites Company Cuﬂnrnen Vendors Employess  Banking Reports Online Services  Window Hd:p
e 9 & = = = ] & 2 ] p @"
Home Search | Company Snapshot Customer Center Vendor Center Employes Center  Online Banking Doc Center Report Center | App Center | Help  Invoic
2 Employee Center: Duncan Fisher =
“H newEmployee.. F Manage Employee Information =5 Printv ™7 Excelr 7, word~
Emphoyees ] Transactons | Payrod | || Employee Information d  Attach Ed:t&wlﬂ«: Reports for this
[l [ sew mctveEmpioyess =N : Hame Duncan Fisher o 555-3286 . CussReport |l
Address  Duncan Fisher ¥ . B 5 .
— o iy o Bayroll Sumemge ff
T —— S s | o
s Paved Transs:
! Jenny Miller Hag | Dactions 'I
| | EE A R —
| L . ™ i P

Show Al Trargact... = | Date | This Calendar Year = | 04012015 - 1373172015

Transscton Type Date - Paid Through Acoount Amount
|P‘d'!‘d‘\e€k 12/282015 12/25/2015 Checiing
Payched 12152015 12152015 Chedking |
Paycheds 12115/2015 12/15/2015 Chedking
Paycheds 12152015 12152015 Cheding
Paytheds 1211572015 115/2015 Chedhing
Paycheds 1215/2015 13152015 Chedhing
Paycheds 121572015 11512018 Chedhing
Paycheds 120172015 12012015 Chading
Paychedk 1 INE1E L1701 Chadiing
Paycheck 1LO2015 BLORA0E Checling
Paychedc 107202015 202015 Chediang
Payched 10062015 MOS[2015 Chadiing
Payched 9122015 0922015 Chediang
Paydheds O808/2015 09082015 Chediing

From the Change tabs drop down, select: Payroll and Compensation Info.
This employee signed up for direct deposit, so we’ll select No Checks in the
payroll schedule drop down.
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4 Edit Employee EI
Information for: Duncan Fisher [I]
o ERNRE T Sl rol and Compensation Info__ [ [ cancel |

Personal B Faywolland Conpenastion Info Info
| Employment Infa o
Mr. s ... Workers Compensation
Legal Name

Last Mame | Fisher

Print on
Chedks as

55 No. 444-55-6665

Duncan Figher

Gender -

Date of Birth (=]

4 Edit Employee = =

Information for: Duncan Fisher

Change tabs:  Payrol and CompensationInfo = | Cancel

Payroll Info Notes J
. What is & pavrol schedula? —
L Fayrol Mo Chacks s L ke ]
Item Name Hourlyjannual Rate | Schedule v ployee 5
Regular Pay 17.25 = o p < Add New > Five
i Biweek

Overtime Rate 25,83
Chedks

Addtons, Deductions and Company Contributions
Ttern Name Amount Limet | Taxes...

E A ——
Health Insurance 12.50 -00.00 Y T

Direct Deposit ]

| Employee is covered by a qualfied pension plan
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Repeat this process to assign each employee to a group according to how
they’'ll be paid. As a reminder, our custom banking fields were created on the
Additional Information tab. ACH Universal uses the information in these
fields to create your ACH Direct Deposit file. If an employee’s Bank Account
and ABA Routing number haven’t been entered, a transaction will not be

created.
1 Edit Employee =R
Infarmaton for: Duncan Fisher | o |
Change tabs:  pPersonal Info - Cancel |
Personal | AddessandContact | Additional Info (oo
Lte |
Account Mo, Employee s
(Emgloyee ID) Custom Fislds nactive
Spouse’s Name Ronit
Brthday T
Bank Account Number | 222227222 Ll'
ABA Routing Number 08 1000045 Order Business
Cards

Now we're ready to process our payroll. If you're processing a single payroll
and haven't divided your employees into groups, at this point you'll process
your payroll as you normally would. If you're processing payroll for two groups,
from the main menu select Employees > Pay Employees > Scheduled
Payroll.
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&) Sample Lanry's Landscaping & Garden Supply - QuickBooks Prermier Edition 2011 = = &8
& § & =] = -] wy .-'- = - ? L]
Home Search | Company Snapshot Customer Cener  Vendor Center  Employee Center  Online Banking  Doc Cemter  Report Cenber | App Center Helg  Imeoice

;’ Emgloryee Center: Payroll Center =N
= Print+ _'?.- My Payroll Service T Learning Resources =
Lrrpsoees Trarsachions | Payroll
Sl riglian Slaluues Prooess Payrol by... o For Payrod Schesiule ol Py Period
—5 L2200 [Snbesicly L2 BEI200T - 1L229/2007
B i Uhedd i
Sample A t Pay 12752015 Theda FTF T T
v o P ploy B8 s = o
Free Pagrol Support sty Paprol Actabed v | | Unacheduled Pagrol SLg 1 Schabdud Payral . t;.
Wty ore my pavments overue?
- F DoeDate Stbs  Payment Hethod Perod &na,..
4 IH“"' .1‘
: Sm Ma T We Tfl:r 52 DLFLE 1S Upcoming  [CA Withholdng and Desabdity [ JOheck Deec X015 93 S
L 1 (RRFRAGT Upooming | Federal 39154 ek
1 2 3 4 5 -] OLIE  |Upcoming [Health Insurance Treech
& 7 8 9% M I 12 Pay D20 1T1E Upcfirey (DA LI e Esplerymainit Tramn. . |Onckl
13 415 B 17 B B Srhedubed u2RLLE Upcenirey |l 340 ek
BN NN MK X Linkdlties
T A N XN
Tobal Seleched Themas 0.00
Riated Paymeril Aot - view Pay
Mangiary - 2016
Sa Mo Tu We Th Fr Sa
i 2
3 4 5 & T 8 9% Chek Progess Pavroll Fomms to prepare your pavyeod forms.
T - L T T I P
T BB N MDD _'j ¢ SRR OET) % TS
& 8 8 0 R 5 X File Tan
k11 Formea:
Fupblpd Form AltriDes ™ Proceks Pa ol Forrg...

First select the No Checks group. Enter hours or update the payroll as you
would during any normal payroll process.
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W Seeple Lamy's Landscaping & Ganden Supply - QusckBooks Premier Edition 2011 = & u
File Edt Vipw Lnks '-; "r'.. --;r-. Cuttormers  Werndesn  Employest  Bankbng  Repests ribeer Sonazes  Wnde Helg -
] & = e & A = t A
Home Sesch | Company Snapshet  Customer Cendey  Vendor Cenley  Employes Condey  Owidine Banking  Doc Center  Report Comter | App Conter | Help  fwvoice
3 Emgieyee Center Payroll Conter =g
= Print* :%mm-pml‘iﬂrvn “? Learming Resources =
Emplcyesy | Trarmsctons | Payroll |
suibacrphon Statwies Frocess Peyrad by, o For Papral Schedle . nd Pay Pericd - weh Crepgs D
.:2'?91":'.5 Mg Chedis /2015 - LL'I?.':'.‘{II'F LL??.':'.‘CII'ELQ‘
i Sampie Aocount frirelr ] kg ML - AR LR 1%
Free Paorol Supoor]
- Decembser - 2015 ¥ et
Upooming (T4 WithPaoideeg and Disabdty [
5a_Ho Te We Th ﬁ' Upcomirg  |Fadersl B4 54
1 2 =] ooy Ml Insuranoe
@ T B8 % FPay QLUL1S Upcoming (T U and Bmgloyment Trann.
B oM 15 W Sethadabid FR R Upcomirg  [Fedenal 40
®nnn Liabdtics
T E B XN
Tt Sapabriid | vy .03
Aeisted Papment Actieies. = e Fay
Th fr %a
P2
B & Chck: Propeas Paryroll Formas o prepane your paptoll forms
5 36
;: n -4 § Gupperted Tax Fared
8 X File Tax
Tarms
Rt Form Actvites * Process Paprol Fomg,.
8 Enter Payroll Information =0 ol =]
=
t} Enter Payroll Review & Creste Print & Distribute
Infarmation Paychecks Paychecks |
Preview Paycheck i
Pyl Infermation Duncan Fisher Py Period | 12/16/2015 [M] - | 12/29/2015 [M]
Payroll Schedule: Mo e Drect Deposit  Class Lacciscapiey =
Erpbovees Seiected tal Ebem Fame Sate Hous W Code Cusibomes: Job ] Tk Avadabie 5500
Raguiar Pary - 17.35% 00 - * = Vacaton Aval, [ L
Chiirtme RLabe 2%.88 Sk Aerued
Vac. Accrued
o not scoue mohiac
Tertals: 158,00 B:00 brs
’ . Qher Payrol Tbems Employee Summary fow ae thess itees cafcula bed?
| Uncheckdd | | Open) | [ fiem bame Rate Chuanbty | | them Hame amount (i)
Health tnsurance «12.50 = |Reguar Pay 138,00 502000 =
o Employes Chvertime Rate 0.00 517.60
| Ouonfohe | rieaith Insurance -13.50 400,00
Federal Withholding 0.0 L5200
- |Sooa Secunty Employes 4.5%5 -2.252.99
Mo Empiyee .00 52691
Coppany Summary How e Sxege iter CRUMED? | CA - Withhokding £.00 380,59
Chem Faame Amount o (CA - Desabdity Employves 0.00 413,21
CA - Ernplgyes Traring Tax .00 00 =
horer i | e s
Socal Seaurity Company a5 225355
Mpdcars Compary .00 e
W I 15 18 | | Federsl Unemployment 0.00 56.00 -
17 18 15 20 28| (ea - nemployment Company 0.00 ¥150 . [Check hmount 11455
e - N |
n
Save & Coe cacal | [ hep Enter net/Calculate gross
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From the Bank Account drop down confirm that the checking account
selected during Integration setup is the default account.

£ Enter Payroll Information =8 EcR ="
Enter Payroll Review B: Create Print & Distribute
Information Paychecks Paychecks
) m i
Payroll Information
Payrol Schedule: No Checks Pay Period Ends | 12/29/2015 (] Bank Account: | Chedking -
Employees Selected to Pay: 1 Check Date 12/25/2015 [H] Bank Account
Unichedk All Open Paychedk Detail... Sort By |Employee Name - Show Hide Columns I
J Employee Regular Pay Overtime Rate Total Hours |
Durican Fisher 8:00 8:00] -
How do [ yse this window to enter payvroll information? I Finish Later Continue

On the next screen change the Paycheck Option from 'Print paychecks from
QuickBooks' to ‘Assign check numbers to handwritten checks'. While the
check number field can contain more characters, keep it simple and enter DD,
for Direct Deposit.
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& Review and Create Paychecks

=)

Enter Payroll Review & Create Print & Distribute
Information Paychecks Paychecks
o4 { i ?
Payroll Information
Payroll Schedule: No Cheds: Pay Pericd Ends | j>f2a2015 | Bank Account: | Cheding -
Number of Paydhedks: 1 Check Date 12/79/2015 W | Bank Account Balance: 91,905.04
Paydhed: Options
@ Print paychecks from QuidkBooks Assign check numbers to handwritten checks Expiain Printing Options
First 0o Printing Pref
Taxes Deduchons Mot Pay  Empioyer Taw Conbribubons Total Hours DeectDep. |
-10.55 -12.50 114,95 10.55 0,00 8a00 -
-10.55 =12, 50 114.95 10,55 0,00 - Hii] I
Firish Later | Creste Paychecks |
[E==Eon ===
Review & Create Print & Distribute
Paychecks Paychecks
Howe do 1 m !
Payroll Scheduls: Mo Checks Pay Period Ends [ 12/29/2015 () | Bank Account: Chedking -
Humber of Paychedks: 1 Check Date 12/29/2015 [ Bank Account Balance: 91,905.04
|
Paycheck Options
Print paychecks from Quidocks 8 [hssign check numbers to handuritten chedks) Prin :
Eirst Check Mumber  |DD Printing Preferences

| Open Baycheck Detai... |

Employes Gross Fay Taxes Deductions __ NetPay  Employer Taw Contrbutions Total Hours DrectDep. |

Duncan Fisher 138,00 =10.55 -12.50 114,95 10.55 0.00 8:00 -
128,00 -10.55 -12.50 114.95 10.55 0.00 8:00 I
<Back ] [ Frshiate | Create Paychecks |
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As areminder: perhaps the single most important detail to remember when
processing payroll is to always be sure 'Assign Check Numbers' is selected
when running direct deposit. Note also the Net Pay total. You’'ll use this as a
control total to confirm your direct deposit / ACH control totals.

To process payroll for the paper check group, follow the same steps with two
exceptions: First, set the print option to Print checks (not "Assign Check
Numbers") from within QuickBooks, and second, select to 'print paychecks’,
not 'pay stubs'.

# Confirmation and Next Steps o~ - ——— ﬁ
Enter Payroll Review & Create Print & Distribute
Information Paychecks Paychecks

@ You have successfully aeated 1 paychecks:
1 for handwritten checks
0 for Direct Deposit Learn more

Next Steps:
1) Print your paychecks or pay stubs.
E'“i-;;;;'{}";;’.lm Print Pay Stubs Explain

2) Distribute the paychecks to your employees.

| Do not advance the dates of this payroll schedule in the Payroll Center

Go to ACH Universal. From the main menu select QuickBooks > QuickBooks Integration.
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FILE HOME SAMPLES PROFILES REPORTS SETTINGS QUICKECOKS HELP
Update Customers ; |
au = P
& Update Employees
QuickBooks 4 Cnline
& Update Vendors Integration Editicn
CQuickBooks Software - Pro, Premiere and Enterprise CuickBooks Cnline
Sample
a
Import Transactions Add A Record

Go To Create ACH File Page

x

ACH Setup

Assign the date range and then select View transactions. Only the direct deposit payroll
transactions should appear in the window.
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[ QuickiBiooks Integraticn L

Tranzactions | Utities | Settings |

é Thiz: vandoss deplays barsactons in QuickBooks that need to be seni bo ACH Urvverzal

Wi of Qusck Blook s ransachons
Step 1. View QuckBooks data ¥ Hade barssctions missng barking infomabon

[ 1/30ems =l T TS Y T ——— ™ Hude bansactions sheady processed
o [ 1173002005 =| Te [12730072075 - e o ] ¥ Hacke barsacion hold and resend butions [advanced)

Pl |
Diate Rl 8t Mame Dﬁm' £ méﬁe?;ml Mema ::;.fd Account =
[ 11/3015]  1113]Cly of Middefioid . . $125 00 M0-8308 W |Checking
[ 1/305] 1117 Lany Wadiord _ | $2.500.00] F _|Checking
NSNS 1116 | Nolan Hawdware and Sup £792. 70| 5487 W Chacking
17205 1114 Gussmen's Nusey | [ §375.00| 1234500 ¥ |Checking
1738 1115|Patio & Desk Designs. | | $500,00| DE-0918 F  |Checking
[ 1/ans| 19 Jassmires Pk s77sa0| F | Checking
| 12/015]  1118]Nys Propeties . . $800.00| P Checkig
[ A2/0115| 1119 Goeat Statevade Bark | . %3912 P |Checking
[v2mins| [Duncan Fishes | . $1.1003] ¥ Chwcking
127015 Jerey Milles 120016 = Checking
[zmans| |Shane B Hamby | | $1.606.87| | F  |Checkig
| 12/0315|  1120] State Board of Equakesic | . $446.10(ABC0 1124567 | | Checking
1270415 | M oreaty, Enan [ 6754 | | = | Checking
120ENS 1125 Toweday Inausance S $545.00 W Chacking j
14 |
Step 2. Send ransactons lo ACH Unierzal
Dhesbits Coedits Torsd
Amoure | 000 | $11455 | (311495
Count | [ | | 1
i Send trantachons to ACH Universal

| Hasd Help v anaactinng ¥

Confirm the totals and count, and then Send to ACH Universal to create your ACH file. We
can view the file if we want to check it one last time. When done, transmit it to your bank as you
would any other ACH file.

QuickBooks® is a registered trademark of Intuit
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1.10.11 PayCards

Pay Cards

Starting, or thinking of paying your employees with a pay card? No problem.
ACH Universal enables you to electronically pay your employees, whether they
have a bank account or a pay card.

Pay card - QuickBooks overview

2. ACH Universal reads directly from 1. Run payroll as usual and
QuickBooks and creates an ACH file. opt not to print pay checks.

QuickBooks

1334 5678 28
082006 - 266

3. The ACH file containing the direct deposit 4. Pay cards are funded,
information is uploaded to your bank. employees are paid.

What's a pay card?

A Pay Card is a reloadable debit card, with either with the Visa or MasterCard
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logo.

It is an alternate way for employees that do not have bank accounts to receive
their pay electronically. It takes the place of paper paychecks and works in a
similar manner as a debit/credit card.

Each payday the Pay Card is reloaded with the employee’s net salary and
employees have the option of withdrawing money from ATM's or using it to
purchase goods and services.

I'm working with a pay card provider now - what are the next steps for
me?

1. Contact your pay card provider for account information.

Your pay card provider will provide you the details on how to pay your
employees. In other words, they will explain how to 'load' each card with the
employee's net pay. This information will include the Routing Number (also
known as the ABA number) of the bank processing the cards.

They will also include a detailed list of the issued pay cards with:
--each employee's name
--a unique account number for each pay card

2. Contact your bank to request ACH file service.

Call you bank and ask for the Treasury Services department.

Once you are speaking with a representative from the Treasury Services
department, let them know that you would like to upload an ACH (a.k.a.
NACHA) file. Explain that this will be used for ACH payments (credits).

Tips:

--When calling your bank's Treasury Services department, avoid the use of the
terms ‘payroll' and 'direct deposit' as they may transfer you to the wrong
department, as they may provide payroll services like ADP and Paychex.

--Do not call or visit your local branch as they are typically focused on retalil
(consumer) banking, as opposed to business banking, and may not be familiar
with ACH file services.

Once you are signed up for ACH File service, they will provide you with certain
information that needs to be included in an ACH file.

Once you have the information from #1 and #2 above, proceed to the next step.
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3. Set up ACH Universal
Our support staff can walk you through the following two steps. In addition, the
software has built-in training videos which cover these two steps:

a. Run the ACH File Setup Wizard to enter key banking information.

b. Enter your employee's account information

Within ACH Universal, you'll run the QuickBooks Integration Wizard - which will
create three fields in each employee's profile within QuickBooks.

Bonus: The software can also create these fields in your vendor and customer
profiles so you can pay and collect from these groups as well.

[=] =

VENDOR neanve | Bayshore Water

CURRENT BALANCE 0,00 How do | adjust the current balance?
Address Info CUSTOM FIELDS
ENDOR TYFPE |Utilities -
Payment Settings BERY 333333333
EER1 081000045
Tax Settings
CHK
Account Settings
Additional Info ACH Universal creates three fields in each

QuickBooks customer, employee and vendor profile.

Enter banking information for those you want to
pay/collect in ACH.

Define Fields

Vendor is inactive “ Cancel Help

Congratulations. You're all set.

QuickBooks® is a registered trademark of Intuit
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1.10.12 Email - QuickBooks
1.10.12.1 Email Overview - QuickBooks

Email Overview - QuickBooks

ACH Universal enables you to send individual emails for any QuickBooks
initiated transaction.

Reduces 'Returns for Insufficient Funds' collections from clients.
Typically used by utilities, municipalities and others who collect funds from
consumers on a recurring basis, but with a non-standard amount.

'Electronic remittance stub' - cuts down on vendor calls
Lets the vendor know which invoices you are paying.

Create your own personalized template that will be sent out to each individual -
with only their information.

Email setup
Please setup email if you have not done so already:
Setup and configure ACH Universal's email

QuickBooks specific details
The most significant advantage of using ACH Universal to email notifications, is
the ability for the email to contain the check 'stub’ information.

Make sure that you have elected to click on the 'stub’ checkbox on the last page
of the Email setup (see above link):

Preferences
Send optiong - Important

o Uszing QuickBooks? Check to include the stub information for checks.
Mate: For QuickBooks payroll checks, use QuickBooks to zend payroll stub information.
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As an example, below is what your email can look like.
( M O« |5 Payment details - Message (Plain Text) |ﬂ‘ﬁ_‘
File Message Sperry Software & 9

i Repl y $ T e
& X aau® (@ F [ g B4 *)| ) R
.»_Q Reply All nection o
&~ Delete | #i, ~ | Show Quick Mave | Track Set 2 - Tags Editing| Zoom
kg Forward = b Steps ~ = Regarding ~ 2§ View in CR - -

Delete Respond Guick 5t.. CRM Zoom
From: Accounting - Treasury Software Sent: Mon6/4/20121:14 PM
To: Bayshore Water Accounting Department
Cc
Subject: Payment details

oo i
We have scheduled $1,035.32 to be deposited into your account on 12/15/2016. =
Please confirm receipt of this deposit with your bank, as posting cut-off times are bank dependent and the actual
date of fund availability to you may vary.
Quality service and security is top of mind. If any part of this transaction is inaccurate, please contact us
immediately.
Transaction details (format in Courier if needed): =
Amount Memao (Customer / Job f Class)
3245.76 Advertising: Annual newsletter
5789.56 Utilities:Water: Monthly billing
HAVE QUESTIONS ABOUT YOUR ACCOUNT?
Please do not respond to individual messages through this email address. It is not secure and should not be used
for account-related questions, because we are unable to verify the identity of the sender.
v
Click en a photo to see social network updates and email messages frem this person. oo
4
L5

Sending out ‘item’ details? ACH Universal can accommodate this as well:

ACH Universal
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Transaction details {format in Courier if needed):

Amount Memo (Customer / Job / Class)

5100.00 Advertising: This is a line expense memo

50.24 Irrigation Hose:1/2" Line: 1/2" VinylIrrigation Line 2 at 50.12
50.72 Irrigation Hose:3/4" Line: 3/4" Vinyl Irrigation Line 4 at 50.18

HAVE QUESTIONS ABOUT YOUR ACCOUNT?
Please do not respond to individual messages through this email address. It is not secure and
unable to verify the identity of the sender.

Note: ACH Universal is able to email Vendor detail information down to the level QuickBook gives
that information such as detail Expense and Item information in a check that is written. Bill Pay
stub information is not available to be emailed to clients due to Quickbooks does not show that
detail in the bill to be paid screen.

Payroll stub information
You can send payroll stub information through QuickBooks (not through ACH

Universal).
B Confirmation and Mext Steps ' ﬂ
Enter Payraoll Review B Create Print & Distribute
Information Paychedks Paychecks

W You have successfully created 1 paychecks:
1 for handwritten chedks

0 for Direct Deposit [ mer

Next Steps:
1) Print your paychedes or pay stubs.

[rmtpaysns]  Golin

2) Distribute the paychecks to your employees.
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Then,
Select Pay Stubs — Beeatmmm-4 g
Bark Account fhedking] - Chedes Dated  12/15/2018 [I] thru | 13/15/2015 I]

Select Pay Stubs, then dide Print or E-mail.
There are 18 Pay Stubs to print for §23,208.72.

+  Date Employes Ampunt I Prwis |

[ [12/15/3016 Shane B, Hamby 160687 & ————————
4 |12/15/2016 Shame B, Hamby 1,635, 44 Sedect All |
4 12152018 Shane B, Hamby 1,633.84
S 1215/2016 Duncan Fisher 1,110.02 Select Mone |
o (12f15/2016 Jerevy Miler 1,200.17
o 121152016 Jenrry Miller 1,232.06
S 12f15/2016 Durecan Fisher 1,147.75
+ |12/15/2016 Jerery Miles 1,263.91
4 |12/15/2016 Duncan Fisher 123331 | [  Preferences |
4 12152018 Duncan Figher 1,227.34 e
 |12/15/2016 Duncan Fisher 1,219.51 .| | Default E-mail Text |
Baycheds Direct Deposit
Company message o be printed on &l pay stubs Email
Pnt | E-mai Close +elp

The emails will be password protected
( Pazsword Protection

Important
f I % QuickBooks now requires your employess 1o enter a password to view their pay stubs when

you e-mail them. QuickBooks generates the passwords automaticaly; each password consists
of the first four letters of the employee's last name followed by the last four dgits of their

Sodal Security number,
Examples
MName: 55N Pay Shub Password:

Ben Marramore  855-56-4545 nanr4545
Deb D'Spain TH2-34-3419 dspa3419
Jimmry Vil 903-88-T4a5 wuT465

ote that all characters must be entered in loveercase and puncluation characters are not
imduded in the password. When a last name has fewer than four characters, the whole last
name is used but no additional characters are added.

You wil need to inform eadh employee of this new pastword requirement,

| pontTelmeagan | f oK

You can then send out the emails from the QuickBooks main menu File > Send
Forms.
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1.10.13 Testing

Want to take ACH Universal for a test run?

If so, this page is for you.

Steps:

1. If you haven't done so already, download the software from the link below
and install on the same computer that QuickBooks is running on.
http://www.treasurysoftware.com/download/index.aspx

2. Start the software to arrive at the 'Welcome New Users' page and click on

ACH Universal
' L

Mew Uen

WelcOmae New Users

| ACH Universal

g AC H Create and transmit ACH (NACHA) files
—— @ Bank Positive Pay
—_—

Create and transmit Positive Pay files

-

am | BAI Creator
+

3. You will be brought to our Getting Started page.
We recommend viewing the 5-minute tutorial video on the right (Getting Started
with QuickBooks).
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ﬁ@_-r@'
[ i o | ,
ﬁ EJ o R B2 R B B b
= NEST e e
n I ]
ﬁ E=H Account: Sample
> ACH
GoTe
Getting Started Getting Started
Excel, csv and all major accounting packages QuickBooks

ACH Unweraal Gn-. b | SIarled with QuickBacks

Click here for Hi-Def and YouTube alternate. Click here for Hi-Def and YouTube alternate.

4. Start QuickBooks and enter into a company.

You can use either the service-based business or product-based business
(QBW file) to follow along on this demo.

In the example below, we are using the sample company, Larry's Landscaping
& Garden Supply (service-based business).

Note: For the initial setup, you must be in single-user mode with admin rights.

Eile Edit View Lrsis Favorites Qompany Gusmmam 'i.l'and;zrs Employees Banking Reports Window Halp T4 - & X

-
- VENDORS
> o .
8 & B &2 £y
L Purchase Receive Enter Bills See Financing Manage Q
= Orders Inventary Against Options Sales A
— Inventory Tax
w @ S i
= Enter Bills Pay Bills 5
Open a QuickBooks sample compa ny (qbw).
Do b CUSTOMERS
af 5
+ == Create Sales
- Accept Receipts
+ Credit Cards
® @
Create Receive F
Invoices Paymants D
= 2 TS BE
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5. In ACH Universal, click the 'QuickBooks' tab on the main menu, then
QuickBooks Integration.

FILE HOME SAMPLES PROFILES REPCRTS SETTINGS QUICKBOOKS HELP
Update Customers ; l
au ) 2
& Update Employees
QuickBooks 4 Cnline
& Update Vendors Integration Edition
CQuickBooks Software - Pro, Premiere and Enterprise CQuickBooks Cnline
Sample
a
Import Transactions Add A Record

Go To Create ACH File Page

R

ACH Setup

6. This will prompt QuickBooks to display a security authorization window--it
will be flashing in your taskbar.
Click the icon in your taskbar to view the Application Certificate form below.
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You can opt for either the 3rd option (typical), or the 4th option (advanced/rare,
only if you will be running our software when QuickBooks is not running).
Make your selection and complete the Wizard.

—_ Anapplication is requesting access to the following QuickBooks
—_— company file:

Larry's Landscaping & Garden Supply

Access may nchede reading and medifying QuickBooks data o5 well as
enhancing the CueckBooks user nterface,

THE APPLICATION CALLS ITSELF

Py ) Treasury Software
L]
azse |
;llll‘)i‘ CERTIFICATE INFORMATION

Description:
Developer.  Traasury Scftware Corp.
Developer identity has been verified by
Symantec Class 3 Extended Valdation Code Signing CA - G2

QUICKBODOKS SOLUTIONS MARKETPLACE
¢Learn about applications that integrate with CuwickBooks

Do you want to allow this application 1o read and modify this company file?
" Na

© Yas, prompt sach time
# Yea, whenever this QuickBeoks campany file is open
” Yas, always; allow access even if QuickBeooks is not running

Allow this application to access personal data such as Social Security Numbers and
customer credit card information.

Tall e mon

Continue,.. Cancel Help

7. The QuickBooks Integration Wizard will now be displayed.
Click Next.
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B3 QuickBooks Integration X
Trﬂﬂ“dﬂﬁll Utilite s :Jé-tl-'q-sl|

Accounul Common Sﬂfnq.-,l ACH Settings  Starhup Wizad

4

Welcome to the QuickBooks Integration Wizard

This wizard i designed bo azsist new users i selting up Quick Book s ntegration.

If pou are an expenenced user, of you reed to re-vist pour settings, see the Settings’ tab of this window

Help Cancel | Next >

Your bank accounts and Undeposited Funds account for the open QuickBooks
company will be displayed.
For the demo, we are selecting Checking as it contains the most transactions.
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B QuickBooks Integration >
Tmnnams' Utilties  Settings |

Accwnlsl Common Seﬂ'nsnl ACH Seftings  Startup Wizard

f Select a bank account in QuckBooks for pour edectronic funds transfer (4CH] ransachons:

Az we afe in s QuickBooks sample company, simply select the Thecking' acoount

Cash Expenditures
Savings
Baner Accoumt
1. Select your main checking account Undeposited Funds
Help Cancel ¢ Back Mest »

ACH Universal creates three custom fields within each Customer, Employee
and Vendor profile in the QuickBooks company.

As we are in a sample QuickBooks company, the option to populate these fields
with sample data is checked.

For this demo, leave the default settings as is and click next.
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B QuickBooks Integration >
Trans-nﬂnns] Utiities  Settings |
Accounis | Common Settings | ACH Settings  Startup Wizard |

'

Where do pou want to keep pour banking information? Defaull setting is QuickBooks
& QuickBooks profiles - All banking information is stored in QuickBooks profiles (default - easiest]. Profile groups
selected below will have Bank Account Mumber, ABA Routing Number, CHE/SAY fields created n QuickBooks.

¥ Customer profiles W Employes profiles ¥ Wendor profiles nabi ool
¥ Populste fislds with tample banking mbormation

. \ Custom Fields
Creates 3 fields in Bank Account Number
QuickBeooks for each ABA Routing Number

Customer, Employee and  crxsav
Vendor profile.

™ ACH Universal profiles - All banking information is stored in ACH Urniversal profles (requires advanced computer knowledgs)]

Help Cancel

A reminder that--just for the initial setup--you should be in single-user mode
with admin permissions.

Note: While creating the fields is fairly quick, populating the sample account
with data can take a few minutes.
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B QuickBooks Integration >
Trnns-ndnns] Utilties  Settings |
Accounts | Common Seitings | ACH Seftings  Startup Wizard

L.d Sample Larry's Landscaping & Ganden Supply - C

Fille| Edt View Lists Favortes Company C

MNew Company...

Opser oF Restore C - - - - -

Opm B :“PM) R “'ou should be in single-user mode in QuickBooks with

e —— only one QuickBooks company open.

Create Backup...

Restore Previous Local Backup ¥

Conate Cot I poia are in singhe-user mode and only have ane company open, simply

i continue by chicking Mext'

Clee Company/Logoll
IF pous are in mulbi-user mode of have more than one company open,

Switch to Single-user Mode you'll need to address this just for the setup.

Remote Access E . . -

Unilities " From the QuickBooks main menu select Flle and switch the sattings
accordingly.

Accountant's Copy L .

: e Afterwards, et and restant QuickBooks

Note: To close QuickBooks, youll need to exit this Wizard - click the
red 3¢ in the upper right comer.

Print Forms L

Printer Setup..

Send Foima.

Shappang L

Update Web Senaces

it AR

Hep | concel | cBack [[Het> ||

Click Finish to complete the wizard.
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B3 QuickBooks Integration
Trnnudnnl' Utities  Settings |

Accnunl;l Common Seﬂnq.-.l ACH Settings  Starhup Wizard I

/ Congratulations. Click 'Finish'.

% Edit Vendor o |2 =
Vendor Mame Bayshore Water : ]
Current Balance :  0.00 How do [ adjust the current balance? -

[ Comce
AddressInfo | AdditionalInfo | Accountprefl | [ Noles |
Enter banking information in
Account No. | 7594-8381 , Heip
QuickBooks profiles
Categorizing and Defaults Custom Fields
Type Bank Account Mumber ssasssas
1 Vendor is
Lty - ABA Routing Number | 083000047 | nactive
Terms CHEK/SAV o
Met 30 -

8. Creating an ACH file

The software will now display the transactions available for transmission from
within the QuickBooks bank account that was selected in the Wizard. Click
'Send Transactions to ACH Universal' to create an ACH file.
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9 l This window displays transactions in QuickBooks that need to be sent to ACH Univerzal
=D

View of QuickBooks transactions
Step 1. View QuickBooks data

Fom [ 17172017 »] To: [12/3172020 =]  Viewtiansactions | | I/ Hide iansactions missing banking information
W Hide hansactions aleady processed
Do not send (temporary) | Do not send (permanen) | Send [override) | EdtMemofield | EvporttoExcel |
Date Ref & Name D[EE;toEa::?l [Emézﬁﬁmsi Memo OB Account Name 3
»  03/0413 1000 |'wayne Sult &dvertising $120,00|8403 Checking
04,0819 1001 |'Wayne Sult Advertising $120.00| 8409 Checking
08,1619 1002 | Computer Services by DJ $65.00|1JK30 Checking
03/26M19 1003 | Conner Garden Supplies $104.00|R 534 Checking
09/2719 1004 | Cal Gas & Electnc $126.26 | 769369-370R Checking
| 10/ A3 1005 | Great Statewnide Bank $69312 Checking
1011119 1006 | Bayshore \Water $25.32|370C-99336622 |Checking
10/2419 DED | Great Statewide Bank $18.00 | Mthly Account Ser | Checking
10/2519 1007 |Cal Gas & Electric $137.50 | 769369-370R Checking
11/0019 1008 | Great Statewide Bank $699.12 Checking
111119 1009 | Bayshore ‘W ater $22.16|370C-39336622 |Checking
111419 1010| Cal T elephone $45.00 | 415-555-3876-805 | Checking
11/2419 DED |Great Statewide Bank $18.00 | Monthly Account £ | Checking
11/25M19 1011 | Cal Gas & Electnc $133.26 | 763363-370R Checking
11726119 Gregory. Diu $37653 Checking =~

Step 2. Send bransachons to ACH Universal
Debits Credits Total

Amount | §19.776.49 | $187.884.20 [($168,107.71)

Court | 7 | 240 | 277
Send tranzactions to ACH Universal

Click Yes when prompted to view the file.

View the file?

Would you like to view the file?

The file is located at C:\Users\Public\Treasury Software\To
Bank\sample_account_transmit.bd

Yes MNeo

Your file will look similar to the screen shot below.
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| sample_account_transmit.txt - Notepad . . . .
Fle Edit Format View Help Your ACH file will look like this
hBl 292881066 1390097831608131227A094181Bank of Any Town Your Company gggegaas
5228¥our Company 1657777777PPDAUtoPay 199384190384  1202881060000081
622081008045333333333 Be8es128608489 Wayne Sult Advertising ©202881@68800181
8220000801000281002640200002002020000000120001657777777 2p2881060008001
5228¥our Company 1657777777PPDAutoPay 1994088190408 2 1202881066000082
622881088245333333333 ee2pel28688489 Wayne Sult Advertising ©282881068800182
822000000100081000040000000000000000000120001657777777 292881060000002
5228Your Company 1657777777PPDAutoPay 199816198816  12028B81060000063
622881888245333333333 eeoeaeassepllkoe Computer Services by D @2828318680001a3
8220000001000281000040000000000000000008065001657 777777 292881060000083
522@8Your Company 1657777777PPDAUtoPay 192926198926 12@28B126c0800004
622081088045333333333 208801048BR 594 Conner Garden Supplies ©282881@68880184
8228000001000281000840000000000000000000104001657 777777 28288lec0000084
522@8Your Company 1657777777PPDAUtoPay 19@92719a927 12@28B81@62822085
622281088045333333333 2088R12626769369-378R Cal Gas & Electric 8282881068800185
8228020001000281200040900020000000000000126261657777777 292881068000085
5228Your Company 1657777777PPDAUtoPay 191881191881  12828810680008086
622081080045333333333 eegepe99l2 Great Statewide Bank 8202881e60000186
822000020122958129204020000200000000000BE99121657 777777 202881208020086
5228Your Company 1657777777PPDAUtoPay 191811191811 2 12828818608600087
29908e2532378C-99336622 Bayshore Water 82e2881ecae00187

Congratulations. You've successfully created an ACH file from your
QuickBooks data.

If this were a 'live' production run, you would then upload this file to your bank.

Where is the data stored?

In QuickBooks:

ACH Universal created three custom fields in QuickBooks when you ran the
Integration Wizard. Typically one would enter the banking data here, although
in this demo ACH Universal populated sample banking data for you.

To see an example in QuickBooks, go to the Vendor Center, click to edit a

vendor, and click on the Additional Info tab.

ACH Universal
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sne Bank of Anycity

anceE 0.00 How do | adjust the cument balance?

Address Info | CUSTOM FIELDS
Paymant Sattings
Jax Settings
33333333
Account S 081000045
Additional Info R CHK
Define Fields

Viendor is inactive “ Cancel Help

To see data stored in ACH Universal:

From the Home tab > click Delete Records > then from the 2nd drop down
select 'All Periods'. Click Run.

Reminder: Select 'All Periods' from the drop down as QuickBooks' sample
accounts are future dated.
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#©0e
HOME T SEWIPTE Prias ERORTS SETTINGS QUICKBOOKS ~ HELP
N [ ] = < E§ Delete Records
# eR B 5 B BT
Ej L 5 )

¢ Delete Entire Import

Home Backto Qun:k ACH File Import Add a Untransmitted Go To Create
Welcome Start Setup Transactions = Record = Records ACH File Reports O Create Reversals

A (Tals (Gettinm tarted Carmmon Artivitiec '
lavigatior betting Started Commor 5

A
JOOOODS

Actions  View  Export

ol EE e Xﬂﬁ‘-u_gﬁ

|4l Records | | A Periods

From: Tg:

Drop down to 'All Periods’

Drag a column header here to group by that column

Date Z Amount X Name % ID_Number X Import Number X Transmission_log X ABA R

? 03/04/2018 -$120.00 Wayne Sult Advertising 8409 100 100 081000
04/08/2018 -$120.00 Wayne Sult Advertising 8409 100 100 081000
081672019 -$65.00 Computer Services by DJ 1JK90 100 100 081000
09/26/2019 -$104.00 Conner Garden Supplies R59%4 100 100 081000

2772019 -$126.26 Cal Gas & Electric 769369-370R 100 100 081000
100172019 -$699.12 Great Statewide Bank 100 100 081000
10/11/2019 -§25.32 Bayshore Water 370C-99336622 100 100 081000
102472019 -$18.00 Great Statewide Bank 100 100 081000
1072572019 -$137.50 Cal Gas & Electric 769363-370R 100 100 081000

Want more information, or would you like to schedule a live demo with Treasury
Software Support?
Please contact us at 866 226-5732 or online.

1.10.14 Plan B- ACH Universal based profiles

Plan B - ACH Universal-based Profiles
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ACH Universal

**** This method keeps the banking information in ACH Universal rather
than in QuickBooks (preferred).****

Only use this option if there is an issue (rare) in using our integration
window.

Integration with QuickBooks can be based on storing your Customers',
Employees' and Vendors' banking information in either:

--QuickBooks, or

--ACH Universal

Generally, QuickBooks-based storage is preferred, as this avoids the need to
create a corresponding profile within ACH Universal.

However, there are a number of advantages for using ACH Universal-based
storage, including:

--Speed of processing

--Access to all features within ACH Universal, including recurring transactions,
reversing transactions, multiple origination accounts, and other ACH formats.

In general, if you are on QuickBooks Pro, Premiere or Enterprise, use our
QuickBooks based profiles integration method.
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B3 Add/Edit Customers, Employees and Vendors (Bayfront Village) - O *
[ Geneal |
Selting | Advanced | Addends Records - Chid Suppert, Inveices and Tax Payments (THP) | Recurrng Transactions | €7 |
Uped o ender indormation about wour Cudomes. Employess. Vendors and Govemmental
o Agencies [mone pou trarshisr bo/from]
! !. 1F o e ity 10 easthnr ey Tl s’ a2 osclbousp - swlch thee Lregasspramaty fieskd option
[ I ] nACH Setup.
Requred
Example Desscription
M Bladont Village: Jobn Doe® Hame: of indrvidual of entity. Record B postions 55 - 6. max, length 22
li Typically the vendor of emplopes pumbe [do nol use: pocial securty 1] by which
R B e this erfily i known to wour company. Flecord B postions 40 - 54, mea kength 15
Attt #f [=dam ‘006342 Moo Oy thee Last 4 chigeks will be cirplaged after 'S ave’s enter leading zeroe: i on
the MICR lirse. Rscoud B: poditions: 13 - 29, mas length 17
ABSRoung it 671523505 De 3000047 5 chget nowting rurmber. A scoid B postions 4 - 12, kergth 3.
additaoriad | rhoirnation |ube a needad)
Trarvaction cods: Check: - Standeed Entry Clazs  |CCD - Corpoeat -
nchudrg G/L snd Loans) [Checking =] ' | peese =)
Swve | Concel |

& Edit Vendor o
VendoMig Bayshore Water
Current Balance : ™ How do I adjust the current balance?
Address Info Additiona Account Prefill
Account o, [7554 6381
Categorizing and Defaults g Ficlds
T Account Number | 5555557
YF_"_E ] Vendor is
Utility ABA Routing Mumber | ns3000047 inactive
Terms CHE/SaY CHE]
Met 30

In QuickBooks®

One-time setup: Create a new sub-account of your existing bank account.

© 2019 Treasury Software
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On an ongoing basis: Use the new sub-account that you created for your
electronic transactions.

In ACH Universal

ACH Universal enables you to automatically pull the transactions from
QuickBooks and create an ACH file (also called a NACHA file).

This ACH file contains the payment and collection instructions that your bank
will need to carry out your electronic funds transactions.

ACH Universal can automatically transmit the file to your bank (FTP, SSL, etc.),
or you can simply upload it through the bank's web site.

ACH Universal:

--Protects you from duplicate transactions by integrating and tracking
QuickBook's transaction 1D

--Stores all of your customers', employees', and vendors' banking information
--Provides you with a full audit trail of all transactions

--Enables you to manage untransmitted transactions (on temporary hold,
permanent hold, etc.)

QuickBooks® is a registered trademark of Intuit
1.10.14.1 Setup - QuickBooks

Use QuickBooks based profiles if you are on QuickBooks Pro, Premiere or
Enterprise.

To use ACH Universal's integration package, you will need to have installed on
your computer:

--QuickBooks Pro, Premiere, or Enterprise - 2003 or later

--ACH Universal 2011.0.4 (build 109) or later

QuickBooks - Setup
1. Create a sub-account of your Bank account
2. Enable bank account selection
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Start QuickBooks and open the company you want to work with.

1. Create a sub-account of your Bank account

From the QuickBooks main menu select Lists > Chart of Accounts.
On the lower left corner select Accounts > New

Select 'Bank’, then 'Continue’

"%] Choose one account type and click Cantinue.

Categorize money your busingss eams or spends

Bank Account
Create one for each cash account,
such as:
« Petty cash
* Chedang
* Savings
* Money market
") Credit Card More. ..
Equity
Other Account Types  <select> -
Hielp me choose the right account tvpe, [ Contine ] [ Cancel

Enter the name of your sub-account (we recommend something descriptive like
'ACH', 'EFT’, 'Direct Deposit', etc...), check the 'sub-account' box and select
your bank account that your ACH bank service is with.
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Account Type | Bank -
Account = | ACH
| Subacoount of | Fhedidng -
Opticnal
Desoription
Bank Acct. No.
Routing Mumber
Tax-line Mapping | B/5-Aszets: Cach = | Howi do [ choose the right tax ine?
l Enter Opening Balance. .. ] Should 1 enter an opening balamce?
Remind me to order chedes when I reach check number
Order chacks T can print from QuickBoolks Learm more
Save BOose | | Sevellbew ||  Cancel

!f prompted, select 'No.

Set Up Online Services &

@_' Set up online services to save time.
Your financial institution may offer sccount statement downloads and
N ;

gther onine barking services for this account.

Do wou want to set up orline services for this account if these services
are avalable?

If yes, al open QuickBooks windows wil be dosed tempaorarity.

: (] (e

2. Enable bank account selection
Depending on your edition, this feature may be turned on/off by default.

From the QuickBooks main menu select Edit > Preferences > Payments >
Company Preferences. Clear the 'Use undeposited funds' checkbox.
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Note: QuickBooks documentation has this feature listed in 'Sales & Customers',
rather than '‘Payments’. The location may be updated in a future release of

QuickBooks.
Preferences g
B Accounting - My Preferences ] Company Preferences oK |
: Bil
w Bl Integrated Payment Processing with Intuit Payment Solutions Cancel
ﬁ Checkng Intuit Payment Solutions lets you accept oedit/debit cards, eChedks, or Helo
539 Degtop View Paymentiietwork payments. Explain i / |
% st Intuit Payment Sohitions | Default J
General
'i " 4 Credit Card Processing OFf  Get Started
In e il Also See:
i Sl Paper Check Processing OFf  Get Started
g items & lnventory eCheck P sing OF  Get Started &ales and
= Jobs & Estimates Customers
E Multiphs Currenoes Receive Payments Leave un-checked
7 Avtomstcl sy 5] Autamascaly "éé'&{déi:léﬁjﬁé'&#uﬁ&;a}é 3
Payral & Employess payments calulate payment Pefauit deposit to sccount |

@ Reminders
4 Reports & Graphs
¥ Sales & Customers

Invoice Payments

Get Invoices Faid FAST using Intuit Paymentietwork Learn More

| SalesTax ¥| Show payment link on emaled imvoices  Explain

&), Search [7] show payment fink an printed inveices  Explain
G Send Forms Intuit Paymente twork Emai: Explain
f;! Service Connection

|!' Speling Tip: Tomake payment methods active or inactive, go to the Lists menu, did
[ Tax: 1099 Customer & Yendor Profile Lists, and then dide Payment Method List.

O A S T _ R

QuickBooks® is a registered trademark of Intuit
1.10.14.2 Advanced setup

Use QuickBooks based profiles if you are on QuickBooks Pro, Premiere or
Enterprise.

To reach Advanced Setup, from within your account that you created select
'‘QuickBooks' > 'QuickBooks integration' > Settings > Advanced.

Typically, these settings do not need to be changed.
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Advanced

What effective date do you want to uze when importing records’?

* “wWhichever date iz latest [default)
(" ACH Universal - 141042011 [change default in File > ACH Setup)
" Use the tranzaction date fram QuickBoak s

When clicking on ‘Send tranzactions to ACH Univerzal'
f* Automatically create an ACH file

Do nat create a file. Records will be stored in 'Untransmitted recards’, where you can add,
edit or delete records. Create an ACH file from ACH Universal's 'Create’ page.

‘Default setting - 'From' date

Save

Effective Date

As you operate your business, each transaction date is recorded per your
wishes in QuickBooks.

Sometimes you pre-date or post-date transactions, which is fine.

However, when electronic transactions are sent to your bank, they are typically
expecting the date you send them to be in the future - as this is the 'effective
date' of the transaction.

To minimize any chance of post-dated transactions, ACH Universal's default
setting is the latter of the QuickBooks date and the next business date (as
displayed in the second option).

You can over-ride this setting as needed here.

Send transactions to ACH Universal
The default setting, and for ease of use - is to create a file once transactions are
sent from QuickBooks to ACH Universal.

However, you may prefer to over-ride this setting if:
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--you are editing records in ACH Universal after sending them from
QuickBooks

--you are manually creating records in ACH Universal

--there are internal control measures which require another individual to create
the file

--bank procedures require batch totals - which you would get from ACH
Universal

or any other advanced situation.

Default From/To Date

The transactions page displays by default from 90 days in the past to 90 days in
the future.

This range should cover any post-dated entries (90 days in the past), as well as
any future entries - such as payroll.

If you are constantly changing the default dates on the report, you can save
yourself some time and change the default range here.

QuickBooks® is a registered trademark of Intuit
1.10.14.3 Importing Transactions Alt

Use QuickBooks based profiles if you are on QuickBooks Pro, Premiere or
Enterprise.

To reach this transactions screen, from within the account you created select
the QuickBooks tab > QuickBooks integration > Settings > Advanced.

This screen is a 'Window' into your QuickBooks data. By default, it displays all
records in your QuickBooks account(s) that need be electronically transmitted.
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— ey
l Setlingsl Pruﬂles]

l Thiz window dizplays tranzactions in QuickBooks that need to be sent to ACH Universal
"l

Wiew of QuickB ooks tranzactions

5 QuickBooks Integration @

Step 1. View QuickBooks data . . :
From: | G716/201 =| To: | 371472016 ~| _ PRehieshtiansactions | | & Hide iansactions alteady import=d

Iv Hide markAunmark records to import [advanced)

Date Ref # Mame Drehit Credit Memo Mo profile Pr;irg:i:gn g‘
19/16/15 1064 | Robert Carr Mazonm $215.00 | 67&I-09 I I
09/22415 Duncan Fizher $1.110.03 H r
08/22/415 Jenny tiller $1.20017 H I
09/224145 Shane B. Hamby $1.6086.87 H r
03/24/15 DED |Great Statewide B ank $18.00 | Manthly Account £ I I
09/24/15 1065 |Cal Gas & Electic $132.40| 7E93639-370R Il I
1001415 1067 [Mye Properties $200.00 ™ ™
10/01415 1066 | Great Statewide Bank $693.12 H I
10402415 7 |Retail Sales 187 64 H r
10/058/15 1068 | T ownley Insurance Agel $545.00 | Accti F8E-35-003- I I
10406415 Duncan Fisher $1.110.02 H r
10/06/15 Jernny Killer $1.20017 H I
10/06/15 Shane B. Hamby $1.631.84 Il I
10/07/15 Employrent D evelopre 022 73| 94-785421 o ™

L
K | v

Step 2. Send tranzactions to ACH Univerzal

Drebits Credits Taotal
! Amount | $1391300 | $65.47353 | [$54.560.52)
Count | 28 | 89 | 17

Send trangactions to ACH Universal

Meed Help with tranzactions?
— /

Step #1 - View transactions

The grid by default displays records which you have not yet processed. You
can change the From and To dates, as well as the default date range (details
below).

In a basic situation, the system will display your new transactions - and all of
them can be sent to ACH Universal. ACH Universal will then create an ACH
file, which is sent to your bank.

Profiles in ACH Universal
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In QuickBooks you, or a colleague, have created profiles for each of your
Customers, Employees and Vendors. This profile contains basic information
that you need to mail checks and invoices to - such as street address, city, etc...

In a similar fashion, ACH Universal maintains profiles - but keeps only banking
information, such as their routing / ABA number and account number.

No Profile field

If the 'No Profiles' checkbox is checked, this means that you have created a
transaction in QuickBooks, but ACH Universal has not created a profile on this
entity (customer, employee or vendor).

In order to pay/collect from this entity, you are going to need to create a profile
and complete it.
ACH Universal helps you do this easily. We'll show you in Step #2.

Note: Transactions marked 'No profile' cannot be electronically fulfilled. The
system 'remembers' that you have not electronically fulfilled this transaction and
will display this each time until the profile is complete. At that time, the
checkbox will no longer be marked and the transaction will be completed.

Profile info missing (not setup)
If the 'Profile info missing' checkbox is selected, this means that the profile has
been created, but you will need to finish it.

Note: Transactions marked 'Profile info missing' cannot be electronically
fulfilled. The system 'remembers' that you have not electronically fulfilled this
transaction and will display this each time until the profile is complete. At that
time, the checkbox will no longer be marked and the transaction will be
completed.

Summary counts and totals
The summary counts and totals include all transactions which have completed
profiles, have not yet been sent and have not been marked to be held.
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Step #2 - Transmit to ACH Universal

Click on the 'Send transactions to ACH Universal' button to create an ACH file
with the eligible records in the grid. You can then transmit the ACH file to your
bank.

However, any records are marked as 'No profile', or 'Profile info missing' will
not be included in the ACH file.

To get these records fixed (unmarked), you will need to either create a profile
for them, or fill in missing information for their profile. You can see at a glance
the records that need to be addressed by clicking on the 'Attention needed ...
button in red text. For information on how to fix these records, please see
either:

Adding Profiles

Editing Profiles

QuickBooks® is a registered trademark of Intuit
1.10.14.4 Holding and over-riding records

Use QuickBooks based profiles if you are on QuickBooks Pro, Premiere or
Enterprise.

In a perfect world, all of the transactions that you create in QuickBooks are to be
sent for immediate electronic processing.

As we know, this is not always the case. Sometimes payments are held
temporarily - or permanently canceled and sometimes payments need to be
resent.

Marking records
ACH Universal provides you with the tools to do this. Uncheck the checkbox to
display your record controls (circled in red).
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g‘. Thiz window dizplays tranzactions in QuickBooks that need to be sent to ACH Univerzal
— Clear the checkbox to display your record controls
Yiew of QuickBooks tranzactions

Step 1. Wiew QuickBooks data . . )
W
From: [ GAG/2015 =] Te [ 37472006 =| __ Refreshionsactions | . fioz tansactions aheady imported

Hide mark unmark recards to impart [advanced}

@ark - Do nat Import [temporary] | Mark - Do nat Irmpart [permanent] | tark - Import [over-ride) | )

D ate Ref # Mame Debit Credit temo Mo profile Pﬁifg:i:gn g
0316415 1064 | Robert Carr Maszanry $215.00|678)-09 N I
09/2215 Duncan Fizher $1.110.03 r r
09/2215 Jenny Miller $1.20017 r N
09/2215 Shane B. Hamby $1.606.87 B I

Holding transactions - Temporary

Select the record(s) and click on ‘Mark - Do not Import (temporary)'.

This will mark the records as 'Do Not Import' during the current submission to
ACH Universal.

The records will be automatically displayed as available to be transmitted the
next time your view the records.

Notes:

--If you re-run or refresh the grid prior to transmission, this will clear your
marked records. You will need to re-mark them.

Holding transactions - Permanent
Select the record(s) and click on 'Mark - Do not Import (permament)'.

If you no longer want a transaction to be transmitted electronically, you can
mark the record(s) as 'Mark - Do not Import (permanent)’

Marking records 'Do not transmit' stop the transactions from being imported
now - or in the future.

If in the future, you decide that you need to process this record, see the
instructions below for 'Mark - Import (over-ride)'.
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Mark - Import (over-ride).
Select the record(s) and click on '‘Mark - Import (over-ride)".

Use 'Mark - Import (over-ride)' if you need to:
--process a transaction that you previously put on a permanent hold, or
--you need to re-transmit a record.

An example of re-transmission: If a bank account number that a vendor gave
you was wrong - and the original transaction was returned. You can then use
the over-ride feature to re-transmit this.

Note: In order to select a record, you'll need to view it. However by default,
previously transmitted records and those placed on permanent hold - are
suppressed from being displayed. See the section below to display these
records.

Displaying previously transmitted and permanent 'on-hold' records
By default, ACH Universal will suppress displaying previously transmitted and
permanent ‘on-hold’ records. To display these records, un-check 'Hide
transactions already imported'.

I Thiz window displays tranzactions in QuickBooks that need to be zent to ACH Universal

Clear the checkbox to display records already imported

Wiew of QuickB ooks transactions
Step 1. View QuickBooks data e a i o
From: [~8/6/2015 =| Too [ 374/2006 | Refresh transactions | GCE IRIEAIOE, QISR IIRSLS

[v Hide mark unmark records bo import [advanced)

Will then display additional records

Date Fef # Marme Debit Credit Merma Do not import i’?ﬂ';?gyd g ‘
091615 1064 | Rabert Carr Mazanmy $215.00|673J-09 H N

09/22/15 Diunean Figher $1.110.03 v [
03/2215 Jenny Miller $1.20017 I I

08/2215 Shane B. Hamby $1.E06.87 i I

Why would | want to view these records?

Typically, you would not want to view these records - that is why we suppress
them by default.

However, you would want to display these records for:
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--1. If you need to re-transmit a transaction that originally failed.
--2. If you need to transmit a record that you placed on permanent hold.

QuickBooks® is a registered trademark of Intuit

1.10.14.5 Profiles
Profiles
QuickBooks
QuickBooks maintains profiles for each customer, employee and vendor.
% Edit Vendor =3[t
Wendor Name Bank of Anyaty r
o |
Current Balance :  0.00 Howi do I adjust the ourrent balance?
Caneel |
Address Info | Additional Info | Acoount Prefil _ Motes J
Company Mame| Bank of Aryity Contact  ||isa Holzhauser | Heb ]
Mr M. [ Phere 415-555-3135
FrstName | Lsa M.L FAX 415-555-9153 Vender is
Last Name Holzhauser Alt. Phone - nacive
Alt. Contact
E-mail Isah @samplename. com
Cc
Print an Chedk &5
Bank of Anyaity
Addresses
Biled From Address Shipped From Address
Bank of Anyaty Bank of Anycity
Lisa Holzhauser ooy w53 Holzhauses
1935 Main Skreet " 1935 Main Street
Middlefield, CA 34482 Middlefeld, CA 94482
| Edt | | Edt |

QuickBooks Vendor Profile

ACH Universal
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Like QuickBooks, ACH Universal also maintains profiles for each customer,
employee and vendor.
However, there is very little overlap - ACH Universal's goal is to stores banking
information.

[} Add/Edit Customers, Employees and Vendors | =

Genesal |

—
| Setlings | Aduanceﬂ] CTX | Addenda Record | Recurring Tranzactions

Uszed bo enber informabion about your Customess, Emplopees, Vendars
and Govermmental Agencies [anyone you transfen bofom)

Required
E=ample Drezcriptice
Hame Benjamin Franklin - \ohn Dos’' MName of indwidual or enbly. Record & positions 55 - 76, max. lkength 22, |I
1 Typically the vendo or employes number [do not wse social secunty B'z) by which
R b el thig enfity & know 1o you company. Recoed B: positions 40 - 54, max length 15,
Bccount # B 1 %) 0EZRE421 MNabte: Only the last 4 digits wil be displayed aller 'Save’ erler kadng zemes if on
the MICR line. Record B: postons 13 - 29, mas length 17,
ABARouting B | 442006810 063000047 3 digit routing rumber. Aecord B pogitions 4 - 12, length 5.
Additional Information [use 43 needed)
Checking or 5avings [Eheckng j Standard Entiy Clazz |F‘F'D - Parzonal j
N Save | Cancel |

ACH Universal Profile

As QuickBooks does not have the ability to store and report this banking
information for each customer, employee and vendor - ACH Universal will do it
for you.

ACH Universal provides the ability to import customer, employee and vendor
information from a spreadsheet, as well as manually enter them one at a time.

As you are reading this, you are probably using QuickBooks - there is an
additional way to auto-create profiles from your QuickBooks data. Please see
Auto-creation of Profiles.
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QuickBooks® is a registered trademark of Intuit

1.10.14.5.1 Adding

Auto-adding profiles from QuickBooks into ACH Universal

ra ™y
5. Integration Window ﬁ
Transactions l Settings l Connect
dd Profes |
Thiz page enables you to eaziy add profiles into ACH Urniversal
Profiles hold the bank account number, &B4A/R outing number - and other banking infarmation for each customer,
employes and vendor,
Wihen clicking the ‘Add’ button below, it will create a profile with that entity's name from QuickBooks.
‘Y'ou can then enter their banking infarmation.
]
Print
Mame -
ATHM Withdrawal
Balak, Mike:Residential
Bank af Anycity
Bayshore Caldil Service
Bayshore YWwater
Cal Gas & Electic
Cal Telephone
Chapman, M atalie
Citw of Bayshore
City of Middlefield
Caomputer Services by DJ
Conner Garden Supplies
Crenshaw, Bob
Crider, Craig ﬂ
Meed Help adding profiles? Add Profiles into ACH Uriverzal
||
I
LS o

While you can always import profiles from a spreadsheet and manually enter
them one at a time - ACH Universal enables QuickBooks users to auto-create
profiles.
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How do | know whether | am missing profiles?
ACH Universal will automatically prompt you on the transactions screen (see

below)
04/21/15 |Jer1n,|.' Milier | §1 .zmn‘:.| r r |
| 04/2115 Share B, Hamby | §1.60E B2 r r
04/2415 DED |Gieat Statewide Bank, £18.00 | Monthly Account £ r r :l
iKY | *
Stap 2. Send tranzactions to ACH Univerzal
Debits Credils Tatal
Amount | 124458 | $E3%s009 [ ($E270051) Abtantion nesded - Click to Add profiles |
Count | 1] a | 94
Send tranzactions to ACH Univerzal
i Help walh ki C 7

When you click on the link above, the system will take you to the Profiles > Add
screen, which you can then simply click '‘Add Profiles into ACH Universal'.

How does the system know which profiles are needed?

The system scans your current transactions and looks to make sure each
transaction can be associated with a profile. When it finds a transaction without
a profile, it adds it to the auto-create list.

What actually happens during the auto-create process?

ACH Universal creates a profile with that entity's (customer's, employee's or
vendor's) name.

You can then follow up and enter the entity's bank account number, ABA/routing
number - and any other banking information needed

| just auto-created profiles, but | still can't create a transaction. The transactions
are marked as 'Profile info missing'. What do | do?

You created a profile, but did not yet finish updating it with the ABA/Routing
number and account number.

To complete the process, please see editing profiles.
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QuickBooks® is a registered trademark of Intuit
1.10.14.5.2 Editing

This window provides you with a list of incomplete profiles.

Click on the link to go to the 'Profiles — Information Missing' report (build 111
and above) to run the report. Then click on the 'Edit Record' button on the
toolbar to update your profiles.

il ™
5 Integration Window ﬁ

Transactions l Settings

Profiles not vet finished l

Thiz page enables vou to identify and print which profiles that you have added, but still need to update in ACH
Univerzal

Tip: Prink thig izt out. Then, within ACH Universal's main menu select File > Edit » Profiles - Customers, Employees,
Wendors > Edit/Listing.
Then select a profile and click 'Edit’ on the far right of the lower menu bar,

ny
=

MHame
Bank af Anycity

Meed Help updating profiles?
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QuickBooks® is a registered trademark of Intuit

1.11 QuickBooks Online Edition
|
Using QuickBooks Online Edition (QBOE) to create ACH
NACHA transmission files

QuickBooks Online integrates seamlessly with ACH Universal, but it does so in
a slightly different way than the installed version of QuickBooks.

Vendor, employee, and customer Profile names are automatically imported to
ACH Universal, but in QuickBooks Online the ABA/Routing and Account
information for those Profiles are set up and retained in the ACH software. (In
the installed version of QuickBooks, the Profile data is retained in the
QuickBooks account.)

Please refer to the instructions at each tab:

e OBOE Setup

e OBOE Importing Transactions

e OBOE Profiles

e OBOE Creating ACH File

1.11.1 QuickBooks Online Setup
Quickbooks Online Setup

Create a new account in ACH Universal.

The steps to create a new account - from the main menu select File > New
Account

The top option “Create an Account and Add it to your Catalog” should already
be selected. Click Next, and go through the wizard.

The account name is for internal use and should help you identify the purpose
of the account.
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Cpen Account

Delete Account

Fecent Accounts

Clene f Copy

Backup

Restore

Fix

LI'_J Enter / Remowve License Codes

ks Exit

Congratulations! You have finished creating the account. Click Finish and you
will begin using this account.

Next: Connect to Quickbooks Online

Once an account is created in ACH Universal, you'll want to continue working in
that new account. Go to the Quickbooks tab, and click on the "Online Edition"
of QuickBooks Integration.

B sample - Tressury Software = o X Jj
#ea 3
)
-

5

b

»

~L

e

An Account wizard will pop up --

Step 1. Enter the QuickBooks Online Company ID and "Authorize". This will
connect your QBOE to ACH Universal.
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8= QuickBooks Online

Transactions Settings  Profiles
Account Settings  ACH File Setup  Multiple Accounts

t? QuickBooks Online integration setup

Step 1. Company D

Please enter your QuickBooks Online Company D |15351 4487353999 Bathonize
[where do | find this¥)

Authorize the Sharing of Your Data Between Treasury
Software and Intuit

@
quickbooks. @

Treasury Software Treasury Software

By clicking Autharize, | allow Treasury Software Corp. and Intuit to use my information® in
accordance with each company's respective terms of service and privacy policy Treasury
Software Corp.'s Terms of Service and Frivacy Folicy. Additionally, where applicable, | give
Treasury Software Corp. limited access to my QuickBooks Payments account to provide me
payments-related semvices. | authorize the sharing of data between intuit and Treasury Software
Corp.. *Information may include data from QuickBooks Online, Quick€ooks Desktop and

QuickBooks Payments.

Step 2. Once authorized, the bank account(s) will populate and you'll choose
the account you want to use for payments or collections in ACH Universal--and

"Save Bank Account".

ACH Universal © 2019 Treasury Software



ACH Universal

o5 QuickBooks Online

Transactions Settings  Profiles
Account Settings  ACH File Setup  Multiple Accounts

t? QuickBooks Online integration setup

Step 1. Company 1D

Please enter your QuickBooks Online Company [D 193514482358939| Autharize
Where do | find this?

Step 2. Select your bank account

Account Mame
Checking
Savings
Money Market
B W | Save Bank Account |
Refresh / Display List

Now, you are ready to transfer transactions and set up your Profiles for
vendors, employees, and/or customers!

1.11.2 QuickBooks Online Importing Transactions

Importing Transactions from QuickBooks Online

It is necessary for transactions to appear in the QuickBooks Bank Register for
them to import to ACH Universal. In other words, bills must be paid, checks
written, and deposits processed in QuickBooks first.
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® gliickbooks =

£ Back to Chart of Accounts

Dashboard Bank Register checuing . ¢
Payments Depasits
Banking
0442017 aonl John Vendaor $2.00
Sales Bill Aceounts Payable (A/P)
04132017 1111 John Vendar $5.00
Expenses
Bill Aczcounts Payable (A/F)
Empicyeas 0411312017 108 John Vendar $5.00
Reporfs Bill Payment Accounts Payable (A/F)
0372872007 Sendy Smith - 515.00
Taxes
Payment Accounts Receivable (AUR)
Accounting 03/28/2017 Sandy Smith % $10.00
Payrmeant Accounts Receivable (A/R)
My Accountant ! %
03/0272017 102 John Vendor 5150.00
Apps
PP Check Repeirs & Maintenance
Order Checks Go to .

You'll go to the Quickbooks Tab, and select the transactions to process by date
range, and click "View Transactions".

o2 QuickBooks Online _ O %

Transactions  Settings  Profiles

&! This window disp'\ws transactions in Quic:!‘%nk.s Online that need to be Jnt to ACH Universal

From: | 030012017  |v To: | 03282017 |» View Transactions

When "View Transactions” is chosen, the items to be processed are

automatically brought over from QuickBooks Online.

ACH Universal will automatically populate the employees, customers, and/or
vendors for processing within that date range.
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Transactions Settings  Profiles

t; This window displays transactons in QuickBooks Online that need to be sent to ACH Universal

From: | 03012017 o To: | DR282017 w

[ Hide transactions already processed

_J _j I I Do not send (temporany] . Do not send (permanent] l:% Send Over-ride & Export to Excel

Drag & column header here to group by that column
Diebit - Collect Credit - Pay out Missing banking
Date Ref# Hame [Customers) (Emplayees, Vendors) Memo profile info Accol
p | O302NT 102 Johin Viendor $150.00 O Checl
Qzany 0 Sandy Smith §10.00 O Chect
032817 0 Sandy Smith $15.00 O Chect

At this point, the three individuals' names have been populated under the
"Profiles" tab. This is where you will include their ABA/Routing numbers and
Account numbers. (Once the information is retained, you will only see the last
four digits of the Account number.) Only new vendors/employees/customers
will sync over in future imports.

| B CuickBooks Online

Transactions  Settings  Profiles

&a ME”EQE Profiles Do not use this Sample account for live data. Create an a

Click 'Edit' to enter account numbers and ABA Routing numbers for your Customers, Emplo

| 3 &
‘ OAdd Lﬁ'Edit s,f- Refresh |§]*Expﬂrttn Extel
L

{M Drag a column header here to group by that column. g b
Mame ABA Routing Number Account ¥ (trailing 4) CHE S8V
p - John Vendor 021583315 Be7E: CHK
Sandy Smith 021583315 BeT8: CHK

1.11.3 QuickBooks Online Profiles

Creating Profiles in ACH Universal
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Profiles hold the banking information for each of your Customers, Employees
and Vendors that you want to pay or collect from electronically.

When importing transactions from QuickBooks Online, the Profile names will
automatically transfer over to ACH and can be seen under the "Profiles" tab.
The first time Profiles are transferred, it will be necessary to manually add their
ABA/Routing and Account numbers next to their names. After that, the
information will be retained in ACH and only the last four digits of the Account
number will be seen. If the Profile is already in the system, it will not overwrite
or add to ACH Universal during the next import.

[Note: Any Profiles that do not have ABA/Routing and Account numbers
entered will have a check-mark "Missing banking profile info" on the
Transactions page.]

Here, the names automatically transferred over to the Profiles section and we
entered the banking information for John and Sandy:

55 QuickBooks Online

Transactions Settings Profiles

&a MEHEQE Profiles Do mot use this Sample account for live data.

I Click 'Edit’ to enter account numbers and ABA Routing numbers for your Custo

= F
@Add Lﬁ Edit ;: Refresh .ﬂ‘ Export to Excel
Drag a column header here to group basbveREEilimn: ﬂ

Mame " ABA Routing Mumber Account # (trailing 4) CHE ! S&W
p iJohn Vendor 021583315 Be78 CHK =
Sandy Smith . 021583315 BRTE CHK

1.11.4 QuickBooks Online Creating ACH File
Creating the ACH File
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Once all Profiles have ABA/Routing and Account information, you'll check the
control totals for accuracy, and then "Create ACH File".

@' QuickBooks Online — O w

Transactions  Settings = Profiles

&i This window dizplays transactions in QuickBooks Online that need to be sent to ACH Universal

- (om0 v - |0328017 v
From: ! To: [[] Hide transactions already processed

j j I I Do not send (temporary) - Do not send (permanent] E.E Send Over-ride &Exportto Excel

Drag a column header here to group by that column.

) Diebit - Collect Credit - Pay out Missing banking | ,

Date Ref# Name (Customers) (Employees, YVendors) Memo profile info Account
» o Q3noz2nv 0 John Vendor £150.00 O Checking

03/28117 0 Sandy Smith £10.00 O Checking

03/2817 0 Sandy Smith $15.00 O Checking
< - k" >

| Debit™oids Creditlzssues Total i .
Amount [ $2500 | $150.00 | (5125.00) Create ACH file
Count | 2 | 1 3

When you click "Create ACH File", you will be creating a TXT file that will look
similar to this:

(There are various formats available and your bank should provide their
formatting requirement.)

| Sample2-0BO_transmit.txt - Notepad - O X
File Edit Format View Help

tlBi OPEN ITEM OPEN ITEM178688152648941810PEN ITEM OPEN ITEM fBooBEBA
52280PEN ITEM OPEN ITEM PPDePay 1783821768302  10PENITEMEEeBE81
6220548812269827358 pBeBe15660001 John Vendor BOPENITEMEGOB181
822060086166054801220000000008000000000150880PEN ITEM OPENITEMEGBBE81
52250PEN ITEM OPEN ITEM PPDePay 178328176328  10PENITEMEEeBE82
62708540801220092745928423 pBeBeE1560002 Sandy Smith BOPENITEMEGOB1B2
62708540801220092745928423 pBooeE1e60082 Sandy Smith BOPENITEMEGOB183
8225600002001088024410000000025000000000000880PEN ITEM OPENITEMEGBBE82

900000286600010000008300162083660000000602560000008815000
99999999595999999999999999959999999999959599999999959959999999999999999595999999999595999999999

Then, you will login to your bank's website and upload this file, or transfer the
file per your bank's instructions.
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1.11.5 QuickBooks Online FAQs

Frequently Asked Questions

Where do | find the Company ID in QuickBooks?
There is a gear icon in the top right corner of the QuickBooks page--click on

Jo1]
that gear . Under "Your Company", go to "Account & Settings", and then
"Billing & Subscription”. The Company ID appears at the top of the page.

The transactions won't come over from QuickBooks to ACH when I click
"View Transactions"--what is wrong?

Be sure the items to import appear in the QuickBooks Bank Register. If bills
have not yet been paid, for instance, ACH will not find the transactions.

1.12 Security

G,

Treasury Software practices the concept of 'Defense in Depth' (also known as
Castle Approach), in which the system has multiple layers of controls.

Security

Security includes:

--Database encryption using AES-256
--Encrypt within QuickBooks qbw
--Password Protection

--SQL Server security

--Full Audit Trail

--Automated Backups

--Segregation of Duties

--SSH-FTP encrypted transmission
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Many of the options are available in the Settings tab.
O
HOME  SAMPLES  PROFILES
(é ] Encrypt Database \Q f [E] Header Info
s M o offcatR

. E"‘Itl'":_.'l.,"'. ACH File Cfset Record

. - e =
Access ACH File Transmussion
Control [ Change Password Setun Opbons 20 File Location

CETT ‘]:"'.-C

'I:I =
HH

g - & . Sl s
ST LNy oL e ELLr >

Please see the help pages in this chapter for additional information.

1.12.1 Users / Access Control

Security Setup Login H

The default username is ‘admin’ and
the default password is ‘password’

User name
O Password

|
OK | Cancel |

There are two components to Treasury Software access control:
--client-based
--server-based

Server based security - 'Gold Standard'

Server-based security is Microsoft SQL Server based and is first addressed
during account creation and setup. It centers around the user's Windows or
SQL Server login ID and the membership of the groups/roles that the individual
belongs to.

Based on the membership, the user will have access to or be denied to the
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various SQL Server databases. There is a one to one relationship between
databases and accounts.

SQL Server is maintained according to your corporate security policies outside
of Treasury Software by your database administrator (DBA) with Microsoft's
SQL Server Management Studio.

Treasury Software products on SQL Server, with SQL Server security
maintained - is the strongest form of security we can deliver. SQL Server is
required by many Government agencies and according to corporate bank
policy. SQL Server security is often viewed as the 'Gold Standard' of security.

Client-based security
The following help pages cover client-based security.

Treasury Software also provides two levels of client based security:

--user authentication - simple access to software

--feature-level access - segregation of duties - requires SQL Server with and
Treasury Software Enterprise license

Holistic Approach

While we are proud of our client-based security features - if only client-based
security is implemented - it will merely be an inconvenience to those seeking to
commit fraud.

Security is only as effective as the weakest link in the chain.

Locking down the 'front door' (client), only to leave the 'back door' (server-data)
open is not an ideal security model.

Adding to security concerns - The input to Treasury Software is an unprotected
file - typically a spreadsheet, and the output for ACH Universal and Positive Pay
is an ASClII file.

Client workstation access control

For those environments requiring high security, we highly recommend the use
of Windows Operating System and Network Operating System based features,
to limit physical and remote access to the Treasury Software client.
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Note: All Treasury Software security is applied on an account by account
basis...
1.12.1.1 Setup

Menu selection and Setup-login

Menu Selection
The security menu selection by default is hidden. Please note: The
displaying/suppression of the menu choice has no effect on the security level.

To view the menu choice, from the main menu select the Settings tab > Import,
System and turn 'Suppress Security Menu' to 'Display’. You will then need to
exit and re-enter this account (display is on a per account basis).

Login - setup
To access the login screen, from the main menu select File > Security >
Security Administration

Security Setup Login H

The default username is ‘admin’ and
the default password is ‘password’

User name
O Password
OK | Cancel

Default User nameadmin
Default Password password

Once logged in (only an admin can pass through setup security), you will be at
the security main page.
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Security Setup
| Cvenview)

Security Setup. Pleate select & security aption, then press ‘Update’ snd follow the prompts.

Security settings are for this account only!
Security Optaong

Disable Security
% Mo Serurity

Security - Authentication. Only allow registered users access to the software

= =&

" Prompt User to Login ™ Integrate with Windews login 1D

Security - Segregation of duties. Grant/limit access at the feature level. Incudes
Authentication security (above). Requires SOL Server and a Processor level license.

= &

" Prompt User to Login ™ Integrate with Windows login ID

Help Update

Authentication

Segregation of duties

Prompt User

Challenge screen
prompting the user to
login each time the user
starts the software and
then determines whether
access should be
granted.

above, plus

Integrate with Windows
Uses the Windows Login
ID to authenticate and
then determines whether
access should be
granted.

Same challenge screen asSame authentication as

above, plus

grants/restricts access to grants/restricts access to
features on a per user/rolefeatures on a per user/role

basis.

Only available on SQL
Server with a Treasury
Software Enterprise

basis.

Only available on SQL
Server with a Treasury
Software Enterprise
license.
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license.

Multiple Accounts - Security is applied on an account by account basis
If you have more than one account, you will need to enter into each account you
want to protect and make your security selection.

Tips:

--Do not put security on the Sample account (do not place 'real’ account
numbers, etc.. in the sample setup)

--Change the default admin password

--Use a Windows Operating Screen screen saver with password protection

Note: All Treasury Software security is applied on an account by account
basis.

1.12.1.2 Users-Add
Users
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w Security Setup H
Cwenview,. Users

Click the Add User button to display the Add User Farm. To Edit & usemame
or moddy the pasiwend, sebedt the User rom the grid and click Edit Liser

Lser Mame Assigred Rale Add User

AdmE Admia
Eddit Liser
| Deiete User
Print Listing

] Require Strong Passwords

Security settings are for this account enly!

Adding Users - click 'Add'

If using Windows authentication - enter the user's Windows login name and
leave the password blank.

Otherwise, simply enter the the login name and password that will be entered.

Authentication security - All users will be assigned to the admin group.
Segregation security - Assign users to their roles.

Delete, Edit and Print
Use as prompted

Tips:

Change the password on the 'Admin' account.

Users can switch from account to account as long as their name is listed as a
user in each account.
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Note: All Treasury Software security is applied on an account by account
basis.

1.12.1.3 Segregation of duties

Segregation of duties security is available on SQL Server platforms with an
Enterprise license from Treasury Software

Setup - Enable display of options

On some systems, you may need to opt to view the Segregation of Duties.
From the main menu select the Settings tab, then the 'Import, System' button.
On the System tab, locate the Suppress Security Segregation of Duties - and
elect Display.

Click 'Close', and then exit and re-start the software/

8 Options n

Impurtl Reports  System

Resume Startugl Bank Cud&] I:ustuml

| System ﬂ

Show Memo field in ACH Add/Edit Off -

Suppress Automation - Global Batch P

el L e

Suppress Automation - Global Batch

This will sdplpress the Global Batch Proceszs Menu from the Automation window,
Thiz menu zelection iz used when automating the proceszes of multiple accounts.

Cloze
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First time configuration

Upon restarting the software, select the 'Settings' tab, then Access Control.
When the form below is presented, select either method of authentication
(integrate with Windows is recommended), then click ‘Update’.

FILE HOME SAMPLES PROFILES SETTINGS QUICKBOOKS HELP
. ] . = [ 1] =
% il Encrypt Database 9\ E [Z] Header Info '.

nu:r”rt +El Offset Record ] ]
Access ACH File  Transmissicn _ _ Migrate to SCL Migrate to Re
Congol El Change Password Setup Opticns S File Location Express, SOL Server Desktop, Ci
@ Security ACH File Settings Multi-User

Security Setup “

urity Setup. Please select a security option, then press 'Update’ and follow the prompts.

Security settings are for this account only!

= =2

t User to Login (" Integrate with Windows login ID

Security — Segregation of duties. Grant/limit access at the feature level. Includes
Authentication security (above). Requires SQL Server and a Processor level license.

= =2

" Prompt User to Login " Integrate with Windows login ID
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At this point, three additional tabs will be displayed:
Roles

Users

Permissions

Roles
All users will be assigned to a Role.
In the panel, you can add Roles (a.k.a. Groups), as well as delete and edit.

Note: The built-in Role 'Admin’ is unique in that it:
--provides its members with the ability to enter this Security Setup.
--has access to the account

. v Security Setup ﬂ .

 Ovenview, [Rates | users| st permissions |

Tree default Admin Role Carngt De modified or deleted. Ary Administrators 1or Treasury 50 Sware
Security should be sdded 1o the Admin Role

Rale Add Rele
»  Admin -
Users Rename Role

Celete Role

Prirt Listirg

Security settings are for this account only!

Users

Each user will need to be added here.

Note: If you are using Windows Authentication, you do no need to enter a
password for them to access the account - however, if you assign the user to
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the Admin role - they will need a password to access this setup window.

w! Security Setup ﬂ
/Dwmcw rhleprumrm Pcmlﬂml

Click the Add User button to display the Add User Form. To Edit & usérmame
or maddy the passwend, select the User rom the grid and clidk Edit Liser

Liser Mame Assigred Rake Add User

Ademin Admin
[Edhit Liser
| Deiete Uier
Print Listeng

U] Require Strong Passwords

Security settings are for this account enly!

Permissions

Permissions are granted on a role by role basis
1. Select the role

2. Grant access, if appropriate
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3. Grant rights in the other tabs.

ol Security Setup “
/D".-Erview I/Roles I/User§,rV5:et Permissionsl -"""'"o

Select a Role From the Drop Down m ‘,.-""

list to set the permissions : h e

Admin
Access ]Add;EditTransactiuns] File Creation | Dollar Limits | Profiles ] Advanced ]

AW A B B

e Grant rights in the other tabs as appropriate

9 Access to the Account - Must be checked to enable
features. If left unchecked all other features are disabled

Grant access to this account if appropriate

Security settings are for this account only!

Notes:

--Check the 'Access to the Account' checkbox to allow the user entry into the
account. Leaving this unchecked is the same as removing them from the user
list. Use this checkbox when there is a temporary vacancy and you do not want
to reset the permissions.

--Your tabs will differ slightly based on your applications that you are running.

Screen shots of permissions
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Note: All Treasury Software security is applied on an account by account
basis.
1.12.1.3.1 Permissions

Segregation of Duties - Permissions
Below are screen shots of the available duties.

Remember: Permissions are granted on an account by account basis.

. L Sequrity Setup ﬂ

Ovendew | Robes [ U Set Permissions
Sedect a Role From the Drop Down
list to et the permissions Uszers w “

Acoess | Add/Edit Transactions | File Creation | Dollar Lu'm:sl Pm-ﬁl-es| Advanced |

- ACDESS 10 the Aciour - Must be dhecked 1o enable
T Teatures. HieR unchecked all pther features are disabled

Security settings are for this account only!
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w

Security Setup
Overview | Rotes | Users? et Permissians |

Lelect a Role From the Drop Down

list to set the permissions Users w . Save

fcress | Add/Edit Transsctiors  File Creation | Deilar Limits | Profies | advenced

[ [Create ana Transmat File

Security settings are for this account only!

[ s

Sequrity Setup
overview | fgies | Users” et Permissions |

Select a Rale From the Drog Down

list to set the permissions Users w . Save

Access | Add/Edit Transactiors | File Creation | Dollas '-"'"-'H]Pm-hles| Advanced

Manually Added/Edited Records - Set Trarsaction Limits
(] Debits (Callect Funds)

[ Credits Pay Funds)

Imported Files - St Transaction Limits

Debits (Lallect Funds)

Credits (Pay Funds)

Security settings are for this account only!
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a Security Setup
Owervew | Rotes | Users? et Permissions |

Sabect & Rale From the Drog Down

list 12 set the permissions Users w . Save

Aceess | Add/Edit Transactions | File Creation | Dallar Limits | Frofiles | Advanced
Profiles - Customers, Employees, Vendors; Governmental Agenches and Corporate Trarsfers

[] impeort - Create Profikes by importing

[] Add/Edit/Delete - Create - Manasge Profiles

] Add/Edit/Delete - Create - Origination Accounts

Security settings are for this account only!
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ag Security Setup H
Overview | Roies | Users?” et Permissions |

Sedect a Role From the Drop Down |
ligt to set the permissions Users w

Access | Add/Edit Transactions | File Creation | Dollar Limits | Profiles | Advanced |
[ Create an Account [Files New Accoun)
[] ACH Setup (Filex ACH Setup)
|| Gersral Options (Fibe> Options = General)
[] Traremistion Optiens (Files Options > Trangmit to Bank)
[] Maintenarce [File» Mainterance)
Switch Progerams [Filer Progeams)
[ Archive/Restore [File Archive/Restare)

[ Automation Access

Security settings are for this account only!

1.12.1.3.2 Roles

Segregation of duties security is available on SQL Server platforms with an
Enterprise license from Treasury Software.
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. w Security Setup H .

 Oveniew,” [Rated| l.lwsl Set Permissions |

Tree default Admin Robe Carngt De modified or deleted. Ary Administratons 1or Treasury 50 Sware
Security should be sdded 19 the Admin Role

Rl Add Role
¥ | Admin '

Users Rename Role

Delete Role

Prirt Listirg

Security settings are for this account only!

Notes:
--You only need to maintain roles for Feature level security.
--You cannot delete the admin role.

Tip: Create roles before you add users. This way, you only need to be in users
once (you don't have to go back).

Note: All Treasury Software security is applied on an account by account
basis.

1.12.2 Encryption - Database
Database Encryption.

Database encryption of sensitive data

Encryption - To protect from unauthorized access
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ACH Universal encrypts account numbers using the most secure symmetrical
encryption algorithm available (AES-256). AES is used by the U.S. and
Canadian governments as their standards for encrypting data.

Hashing - Insertion/change protection

Each record is hashed - and the hash is encrypted - to insure that records
remain unchanged and that no records are inserted by circumventing the
system.

To enable
Click on the Settings tab and then 'Encrypt Databases'

e
HOME EW e SETTINGS
Encrypt Database D Header Info
(:?:s { -ﬂ——ﬂl: ,

== Encrypt ACHF Ii_-,=l Offset Record
Access ACH File Transmission
Control [E* Change Password Setup Options % File Location

Carurit ACH Eila Sattinnc

The Database Encryption window will be displayed.
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) Database Encryption

E norption

Thiz enables vou to encrypt tranzactional data stored within your databaze.
Mote: Proceszs any untrangmitted recards prior to enabling encreption,

Hash - Protects against changes and insertions

Tranzaction

reption - Protects against data changes and insertions performed
outzide of ACH T

real

Click, ta turn 'On' |

Createz a hazh of certain ransaction attributes during import/entry, At time
of ACH file creation - verifies this hash, Does not alker onginal data.

Account number protection - Digables unautharized viewing

Encryption - Protects against data loss
“."“A Click b turn 'On' |

Encrypts account number and then removes the unencrypted account number at
the time of ACH File creation. works independently of 'Transaction encryption’.
Does not alker trailing four digitz, thereby retaining reporting capabilities.

For gecurnity - once turned 'On', encryption cannot be turned off without receiving a code from Treasury Software

Notes:
--Either feature may be enabled at any time.

--To maintain security - once turned 'On’, the features require Treasury
Software Support to turn 'Off".

--These features are available in all platforms (Desktop, SQL Express and SQL
Server), as well as all editions.
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Reminder: All Treasury Software security is applied on an account by
account basis.

1.13 Reference
|

Overview

ACH Universal is used to create and transmit ACH files. The structure of an
ACH file is a standard governed by NACHA. For more information on the file
structure, see ACH File Structure

All ACH transactions are associated with a Standard Entry Class Code,
sometimes called an SEC Code. This code defines several aspects of the
transaction, such as authorization and type of account being used. For
example, most company payroll transactions use the PPD code. See List of
Standard Entry Class Codes for information on all the codes to assist in
determining which code to use for your specific situation.

See the Glossary for definitions of terms common throughout ACH files in
general and in ACH Universal.

1.13.1 Backup SQL Accounts
Backup SQL Accounts

This page is for backing up account databases when you're using our SQL
Express or SQL Server platforms.

Overview:
You can backup your accounts manually through the user interface and you can
backup the databases from the command line prompt.
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Manual Backups

1. Confirm that you are running Treasury Software from the same
computer that is hosting the SQL Express/Server.

If you are not sure, click on the Settings tab > Maintenance > SQL tab. The
SQL server will be listed here.

The SQL Server name should either start with your computer name or be

‘(local)".
Sample - Treasury Software 2014
% ZZ Encrypt File ,5.3 - Llé Import, Matching, System E Archive/Restore
[=s] Change Password & : il L@ Maintenance
Access Migrate to SQL Migrate to Remote  Citrix

_ I 2 Liultiole Accounts
Control Express, SQOL Server Desktop, Citrix Maint | Sa/Multiple Accounts

Security Multi-User Advanced Settings

Sample
Connection | Stored Procedures | Otner Users | .
Should start with your
Connected to [local) 1 1
computer name or 'local
e SGL User Login Change Platforms (SOL vs Desktop)
u Only enter a SOL User ID and password if one was
— supplied to you by your administiator. Reset Connechon From SOL To Desktop [bid
I SOL Uses ID:
— — Password: To reset Connection From Desklop to SOL use
the Migration \Wizard (File > Migrate to SQL)
Update
Import Bank
Changing SOL servers? Reset the connection to Deskiop, then use the Migrate to SOL Wizard [Settings tab)
Update Absolute Amounts [from an upgrade Clase

2. Start Treasury Software in 'Run as Administrator' mode.

You can do this by navigating to the installation directory and right clicking on
BRCOM.exe, for example:

C:\Program Files (x86)\Treasury Software\version 2014 01\ BRCOM.exe
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Mame Date modified Type
ABAUpdate.exe. manifest 2972012 5:40 PM MAMIFEST File
@ accounts_201401.brd 9/8/2014 1:09 AM BRD File
3 ActRpt.dil open S S e
adodb.dll = te

f = Run as administrator
Automation Treasury Software
. v Troubleshoot compatibility

& bankforma 5.!Erf ) ,
br_ﬁlﬂh cli Pin to Start |

& I/ Edit with Notepad++

PREOM.exe O Norton 360 N
BRCOM.exe.manifest _

B brdtemplate.brd # TortoiseSVN »
BRScriptTables tet E WinMerge :
BRScriptTables2005.txt Q@ Zip and Share (WinZip Express) [

2 WinZip N

O CamPlay.exe

Upload using WS_FTP Upload Wizard
CamPlay.exe.manifest P using . P I

\ eelotn.dil Pin to Taskbar ’

3. Click File > Backup.

Check the accounts you want to backup and specify the output location of the
compressed backup (zip) files.

Click 'Backup Databases' to start the backup

ACH Universal © 2019 Treasury Software



ACH Universal

u

Backup ﬂ

This form erables you to save 8 backup oopy of the 50U Express or 500 Databases. Select the Bacioup path
Below and check the box inthe grid for the s¢counbs) you would liké to backup. Click the Bstloup button to
iritiate the prodedd.

The Backup Procedure must be completed on the PC running SOL Express or SOL Server. M you are not
Bocessing this wirdow rom the PC rurning SOL Express or SOL Server please close the farm

[cBackun [ Backup Path ||

Backup Mame

v

Backup Databages

Done with manual backup.

Initiating a Backup from a command line.
1. Confirm that you are running Treasury Software from the same
computer that is hosting the SQL Express/Server.

The command line must be triggered from the computer that has both Treasury
Software installed on it and that is hosting the SQL Express/Server.

If you are not sure, click on the Settings tab > Maintenance > SQL tab. The
SQL server will be listed here.

The SQL Server name should either start with your computer name or be
‘(local)".

ACH Universal © 2019 Treasury Software



ACH Universal

#
FILE HOME SAMPLES PR(H SETTINGS QUICKBCOKS HELP
r &} Encrypt Database Q — [Z HeaderInfo )] = b | [& Import System
i L & 4 e O9 4
(;% ¢ L) o E s

ZE Encrypt ACH File
pecess ACHLiISlian=n =i ate to SOL Migrate to Remote  Citrix
Control [ Change Password Setup Options 52 File Location Expressy SETUET Desktop, Citrix Maint ﬁ Archive/Restore

Multi-User Advanced

Maintenance “

*b Offset Record

i

L& Maintenance

Security ACH File Settings

&

Sample

Connection l Stored Pruceduresl Other Users 1

1 | Should start with your computer
L + Connected to 3050330065 TREASOFT name or "local"
SOL User Login Change Platforms (SEL vs Desktop)
Only enter a SOL User 1D ar_n:! pazeword if one was
i I supplied to yau by your administrator. Beset Connection From SGL To Desktop (brd]
SAL UserID: |sa
Password: Ta reset Connection From Deskiop to S0L use
| T . the: Migration Wizard [File > Migrate to SOL)
mport Transactions Update
Changing SGOL servers? Reset the connection to Desktop, then use the Migrate to SGOL Wizard [Settings tab)

Update Abzolute Amounts [from an upgrade Cloze

2. Create a backup using the manual process (above) first to confirm that
you have proper rights.

This is critical in confirming local drive permissions.

3. Command line syntax and requirements

The executable TSBackup.exe runs the backup process.

It is located at the default (and should not be moved) installation directory, for
example:

C:\Program Files (x86)\Treasury Software\version 2014 01\TSBackup.exe

It accepts 2 parameters (each within double quotations):
Parameter 1 is the path where the files will be backed up,
Parameter 2 is the list of accounts (comma delimited) to be backed up.

Example:

Sample command line with parameters - where the names of the accounts are
Checking, Payroll and Depository are written to the folder C:\Backup.:
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"C:\Program Files (x86)\Treasury Software\version 2014 01\TSBackup.exe" "C:
\Backup" "Checking,Payroll,Depository"

4. Requirements:

The system requires access to write a log file to either (version dependent):
C:\Users\Public\Treasury Software\Logs

C:\Program Files (x86)\Treasury Software\version 2014 01\

Reminder: The computer must already have been successfully connected to
SQL Express/Server and be running from the same computer hosting the SQL
Express/Server.

5. Set the TSBackup.exe's property to 'Run as Administrator’

Right click on the

C:\Program Files (x86)\Treasury Software\version 2014 01\TSBackup.exe
and select Properties.
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Mame

W et e e Y

SQLDMO.DLL

4 SQLRESLD.DLL
\ SQLSVC.DLL

sghwid.dll

| sghwoadll
4 System.Core.dll

4 System.Xml.Ling.dll

TaskScheduler.dll

4 TEXTEXPT.DLL

|

a

TransmissionFile AV
TreasurySoftware_en

TreasurySoftware_En

4 TREASURYSOFTWAR

TREASURYSOFTWAR
TREASURYSOFTWAR
TREASURYSOFTWAR

| TS_REPORTING.dII

a

TS_REPORTING.pdb
TS_REPORTING.tlb
TS_REPORTIMNG.xml

[ TSBackup.exe

Then click on the Compatibility tab > Check 'Run this program as an

ool & OF

Date modified
Open
Run as administrator
Troubleshoot compatibility
Pin to Start
Edit with Notepad+ +
MNorton 360

TortoiseSVN

WinMerge

Zip and Share (WinZip Express)
WinZip

Upload using WS_FTP Upload Wizard
Pin to Taskbar

Send to

Cut

Copy

Create shortcut
Delete

Rename

Morton File Insight

Properties

Right click

administrator > Save.

ACH Universal © 2019 Treasury Software




ACH Universal

isn't working commectly on this version of Windows, try
patibality troubleshooter.

ibiity troubleshooter

Run in 640 x 480 screen resolution
Disable display scaling on high DPI settings
|£ Run this program as an administrator
| | Enable this program to work with OneDrive files

“y Change settings for all users

6. Running the command line

You can trigger the command line and parameters from Windows Task
Scheduler, a desktop shortcut, a batch file or from any software package that
enables you to 'shell out' to the system.

Tip: If you receive any pop-up confirmation windows from the system UAC, you
may want to alter the UAC level.
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Done. Please let us know if we can help.

1.13.2 ACH File Structure and Setup

An ACH file uses a precise format to guarantee transactional integrity.
Internally, an ACH file uses a single digit between 1 and 9 to indicate a type of
entry in the file.

File Header

Batch Header

Batch Entry

Batch Entry Addenda
Batch Footer

File Footer

© 00 N o O -

All information in an ACH file is created by ACH Universal based on either
information in an imported file or on settings stored in ACH Universal to identify
your company in the file.

If you need to modify any stored settings, see Account Setup
If you need to create a new account, see Creating An Account

File Header - 1

The file header contains information regarding an account's ACH transactions.
For example, if you create two ACH files, one each out of two different ACH
Universal accounts, you will by definition have two ACH files.

Information contained in the file header includes:

e Immediate Destination Code (Usually your bank's ABA)

¢ Immediate Origin ID (Assigned by your bank to identify your company's ACH
files. Usually federal tax ID)

e Immediate Destination Name (Name of your bank)

¢ Immediate Origin Name (Name of your company, as listed in bank records)

All this information comes from settings created during Account Setup.

Batch Header - 5

ACH Universal © 2019 Treasury Software



ACH Universal

A batch creates a logical separation of transactions in an ACH file. For any list
of transactions, batches are separated by:

e Date

e Standard Class Entry Code

¢ Origination Account (if desired)

There is no way to change the first two as they are a feature of the ACH format.
However, you can choose to separate batches by origination account if
needed. See LINK Separating batches by origination account for more
information.

There can be multiple batches per file, but there will always be a minimum of
one batch.

Batch Entry - 6

A batch entry is simply one transaction. In order, a batch entry includes:
e Transaction Code (identifying type of transaction)
e Routing/ABA Number for transaction party
e Account Number for transaction party
e Amount of transaction
e Name of transaction party

The first, Transaction Code, is automatically generated by ACH Universal
based on the transaction. The others are contained in file imports, either
transaction or profile.

There can (and most likely will) be multiple batch entries per batch.

Batch Entry Addenda- 7

A batch entry addenda record, or addenda, is extra information on a transaction
that may be necessary for the transacted party. If you need to use an addenda,
your bank or transaction party will inform you beforehand. In PPD+/CCD+
format files, addenda records are limited to 1 per transaction. The addenda
can be a maximum of 80 characters. In CTX files, there is no practical limit to
the number of addenda records per transaction.

Batch Footer - 8

A batch footer denotes the end of a batch.
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File Footer - 9

A file footer denotes the end of the file. It contains information marking the file
end and any padding needed to create proper file width.

1.13.2.1 File ID Modifier
File ID Modifier

The File ID Modifier is located in the File Header Record, position 34, and can
be numeric (0-9) or alphabetic (A-2).

It is used by the financial institution to differentiate between multiple files
transmitted on the same day.

For example, the first file transmitted on particular day will have the value of '1'.
The second will be '2', the third '3' and so on.

On the next day, the file modifier is automatically reset back to '1' for the first
file.

While some banks show an example of A, B, C - in their documentation, you
can use 1, 2, 3 just the same.

1.13.3 Glossary
ABCDEFGHIJKLMNOPQRSTUVWXYZ

A

ARC A Standard Entry Class Code that allows an ACH debit to be created
from a consumer check sent through standard U.S. mail or drop
box.:

Addenda A record type used to carry supplemental information for account

Record holder identification or to provide payment information to Receiver
and RDFI.
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B

Batch

[}

Credit An Originator transfers funds to a

Receiver's account. Example: A
consumer using automatic bill pay
through their cable company.

Consumer Account An account held by a person for
personal or family use.

o

Debit Funds are collected from a Receiver's
account and transferred to an
Originator's account, regardless of
which party initiated transaction.
Example: A cable company can debit
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consumer accounts each month for
monthly billing.

Im

Entry An electronic record representing a
transfer of funds.

X I« "= | |6 Im

=

ACH Universal © 2019 Treasury Software



ACH Universal

M

Pz

(@]

Originator

Originating Depository Financial

The transaction party that initiates an
ACH entry. Requires arrangement with
a Receiver. Originator may be a
company or a consumer.

Also called ODFI. Institution that

Institution receives payment instructions and
forwards to ACH system. An institution
can be a Receiving Depository
Financial Institution (RDFI) without
acting as an ODFI. However, must
agree to act as RDFI if institution
wishes to originate entries.

ODFI See Originating Depository Financial
Institution

P

Payee A party to whom funds are payable

PBR Standard Entry Class Code used for transmission of consumer

cross-border debits and credits?

POP Standard Entry Class Code used for in-person purchase of

goods or services by consumers. Require written authorization
and account information from source document (example: a
check) obtained from consumer at point-of-purchase. Source
document is voided and used only for transmission information.:
PPD Standard Entry Class Code used for pre-arranged payment and
deposit entries. Most common uses are direct deposit and bill
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payment. Requires standing authorization.:
Prenotification A zero-dollar entry transmitted solely to verify Receiver's account
information and inform party of upcoming transaction

R

Receiver The transaction party that has
authorized an Originator to initiate an
ACH entry. The Receiver can be a
consumer or a company.:

Receiving Depository Financial Also called RDFI. The institution that

Institution receives ACH entries from the ACH
system and posts to accounts of
Receivers.!

RDFI See Receiving Depository Financial
Institution

Returns An entry returned by either DFI or the
ACH system because it cannot be
processed.

Reversals Any entries sent to reverse a previously

transmitted erroneous entry. For
example: A company that pays an
employee the incorrect amount would
submit a reversal.

RCK Standard Entry Class Code used for a
single debit for representing a check
returned by check collection system for
insufficient funds.

In
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Standard Entry Class Code A three-letter code that identifies a
specific payment application. See List
of Standard Entry Class Codes for the
complete list. Also called SEC Code.

I

TEL Standard Entry Class Code used for
single debits to a consumer account.
Requires oral authorization obtained by
telephone. Can only occur when there
is a preexisting relationship between
two parties or the Receiver initiates the
phone call.:

U

\

W

X

Y
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Z

1 2005 ACH Rules by National Automated Clearing House Association
1.13.4 Standard Entry Class Codes (SEC Codes)

Standard Entry Class Codes, or SEC Codes, are all the valid payment methods
as prescribed by NACHA. Each SEC Code defines the type of transaction
(debit or credit), type of account (corporate or consumer), and any information
specific to the format (such as single/recurring, terminal location, or check
number).

The most common SEC Codes are CCD and PPD, which are credits and
debits done against corporate and consumer accounts respectively. These are
used for direct deposit, payments to vendors, and collections from customers.

1.13.4.1 List of Standard Entry Class Codes
Standard Entry Class Codes

A Standard Entry Class Code (SEC Code) identifies a specific payment
application. The code incorporates type of payment (debit or credit), account
nature (consumer or corporate), and record format used to carry format.
Implicit in the code is how authorization is arranged (standing, oral, type of
transaction, etc).

The list can be broken into three parts: Consumer codes, Corporate codes, and
codes that can work on both types of accounts.

Consumer

Consumer transactions are most commonly credits, such as payroll, retirement,
dividend, and interest payments. There are also debit applications as well.
These often include insurance premiums, mortgage payments, utility payments,
and other similar payments. Transactions be be single or recurring. Below is
the list of consumer codes with short description. See the full definition of each
code for more information.

AR Single debits based on a check received through U.S. mail or dropbox.
C

BO Allows creation of single debits for a point-of-purchase check during back
C office conversion.
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IAT International

PO Debit for in-person purchase of goods or services

P

PPD Prearranged payments and deposits, most often on a recurring basis
(payroll, bill payments)

RC Single debits used to represent check that was processed and returned

K due to lack of funds

TEL Single debits authorized via telephone.

WE Single or recurring debits authorized via Internet.

B

Corporate

Corporate transactions are most commonly corporate trade payments, state
and Federal tax payments, and financial electronic data interchange (EDI). See
full definition of each code for more information.

CC Credits or debits where funds are distributed or consolidated between
D corporations.

CTX Corporate Trade Exchange.

1.13.4.2 ARC - Accounts Receivable Entry

The ARC Standard Entry Class Code enables users to convert a consumer check received in the malil
or at a dropbox location to a single entry ACH Debit for the payment of goods or services.

The consumer's check (source document) is used to collect the account number, routing number, check
serial number, and dollar amount for the transaction.

At a minimum, you will need to import an amount, account number, Routing number, payee/payor
name, and the check number for each transaction. Map the fields as listed below:

e Name as Name

e Amount as Amount

e Check as ACH_Check

e Account number as Bank_Account_Number

e Bank Routing Number as ABA_Routing_Number
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1.13.4.3 BOC - Back Office Conversion

The BOC Standard Entry Class Code enables users to convert a consumer check to a single entry
ACH Debit for the payment of goods or services in a back-office conversion.

The consumer's check (source document) is used to collect the account number, routing number, check
serial number, and dollar amount for the transaction.

At a minimum, you will need to import an amount, account number, Routing number, payee/payor
name, and the check number for each transaction. Map the fields as listed below:

Name as Name

Amount as Amount

Check as ACH_Check

Account number as Bank_Account_Number
Bank Routing Number as ABA_Routing_Number

1.13.4.4 CCD/CCD+ - Cash Concentration or Disbursement

Cash Concentration or Disbursement can be either an ACH credit or debit where funds are transferred
between corporate entities.

The format can support a limited amount of payment related data with the funds transfer while also
being capable of a stand-alone funds transfer.

The mappings for required fields to use CCD are:

e Name as Name

e Amount as Amount or Amount_Reverse_Sign (use Amount if amounts are being paid out and are
negative OR are being collected and are positive, otherwise Amount_Reverse_Sign)

e Account number as Bank_Account_Number

¢ Routing Number as ABA_Routing_Number)

CCD+ is simply a CCD transaction that includes an addenda record. An addenda includes additional
information about the transaction, but is not required for ACH processing. This can include identification
numbers, region codes, or anything considered necessary on the Receiver's end.

1.13.4.5 CIE - Customer Initiated Entry

The CIE Standard Entry Class Code is limited to credit transactions where the consumer initiates the
payment, typically to a company for payment through some type of bill payment service provider.

The mappings for required fields to use CIE are:
e Name as Name

Amount or Amount_Reverse_Sign

Account number as Bank_Account_Number
Routing Number as ABA_Routing_Number)

CIE+ is simply a CIE transaction that includes an addenda record. An addenda includes additional
information about the transaction, but is not required for ACH processing. This can include identification
numbers, region codes, or anything considered necessary on the Receiver's end.
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1.13.4.6 CTX- Corporate Trade Exchange

The Corporate Trade Exchange or CTX format supports transferring of funds, either credits or debits,
within a trading partner relationship utilizing a full ANSI ASC X12 message or when payment related
UN/EDIFACT information is sent with the funds transfer.

Multiple addenda records contain the ANSI or UN/JEDIFACT information.
ACH Universal requires CTX transactions be done via profiles. Account and routing numbers for each

payee are stored as a profile in ACH Universal and then looked up via hame or ID number when
importing transactional information.

A [ B8 | € | D |
1 |From your in-house system

2 |Hame Amount Invoice PO (optional)
3 |Office Depat F7.251.52 1335334567 24238
4 |Office Depat $6, 637 61| 13357893 24247
5 |Office Depat §7 36041 | 13361025 242895
B |walmart $833.149 7321239 24305
7 [walmart F7,035.54 7321511 24333

The mappings for remaining fields required to use CTX are:
e Name as ACH_Name_Internal (Profile Lookup)

¢ Amount as Amount_Payment_ RMR

¢ Invoice as Invoice_Number_ RMR

While optional, it is recommended to map a Purchase Order number as PO_Number_RMR.

See CTX-EDI for more information on working with the CTX format.
1.13.4.7 IAT - International

The IAT Standard Entry Class Code is used for the transmission of International cross-border credit
and debit ACH entries.

The IAT format handles both inbound and outbound (into and out of the US). The format contains
detailed information unique to cross-border payments.

Why is IAT-International ACH/NACHA so important?
Starting September 18, 2009, the Automated Clearing House network will stop processing CBR/PBR -
Cross Border Payments and only accept IAT transactions for International payments.

The new IAT format will contain enough information to comply with programs administered by the
Office of Foreign Assets Control (OFAC), and with the Bank Secrecy Act's 'Travel Rule'. Please note
that ACH Universal provides for both Gateway and Secondary OFAC screening indicators, ACH
Universal and Treasury Software does not screen the OFAC SDN list.

What ACH Universal Pro generates

A NACHA compliant file in IAT format. Specifically to IAT it includes:
(number represents the NACHA record type code)

5 - IAT Company/Batch Header record

6 - IAT Entry Detail record

7 - Seven mandatory addenda records

7 - Up to two IAT addenda records for supplemental remittance information
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7 - Up to five IAT addenda records for foreign correspondent banks

Note: There is a maximum of 12 addenda records able to be transmitted per NACHA guidelines.

ACH Universal Pro input

As there are over 25 new data fields in the new addenda records, the data input requirements are that

much greater.

There are three methods to importing data:

1. Direct entry into the screen below in a single non-profile mode
2. Direct entry into the screen below in using pre-populated templates for originator, receiver - or both.

3. Batch import of transactions

You may key the detail in as needed. The movie below demonstrates the use of profiles.

IJze thiz fom to create International [LAT] papments and collections

Date [9/18/2009 j ISelectDebit ar Credit .

Your information [tranzaction onginator)
ISeIec:t

=

M ame

Street address

City / State
Zip / Country IEDUHU}' ﬂ
Federal ID#
[ Originatar is a governmental agency
Bank
M | s
ame " Foreign

Branch Courtry 4 Currehcy IEDUHU}' ﬂ IEU”EHC.'-J ﬂ
IFiHeu:I ta Fixed [FF) ﬂ
IFDreign Exchange Rate ﬂ

Exchange |ndicator

Exchange reference

ABA/Routing, D%, BIC |

Deszcription
Caompany Entry Description |

izc. ﬂ
Entry is inbound/outboud
™ Inbound * Qutbound

Foreign Corespondent Banks

and OFALC screening Save bo profile

_-[% [$0.00

Foreign Amt Exchange Rate
$+USD [optionall [optionall
[0.00 |

Other party [tranzaction receiver)

ISeIect

M ame

|

Sheet address |
City # State | |

|

|

Zip # Courtry IE.:.untr_l,J ﬂ
1D or Tranzaction #
Bank
| s
M ame " Fareign

Branch Country / Currency IEuuntr_I,I ﬂ IEurrenc_l,l ﬂ

ABA/Routing or IDH |
Account # |

IEhecking

Checking/Savings

[

Foreign Trace |

Additional remittance infarmation

Save to profile

Save and New | Save and Cloge Clogze
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... or import data 'On-the-Fly' from Excel or a comma delimited (csv) file format - just like any other
transaction for ACH Universal.

A B
Cate Receiver_Mame
9/18/2009 | loe Worker
9/18/2009 Mary Retiree

1
2
3
4 | 5/18/2009 | Suzy Expat

C D
Amount Receiver_ID_Mumber
[51,283.34) Emp#E7E3
[%2,678.56)| Trans#6E85
153,114 48} Tranz&#EERE

E
COriginator_Mame
Herzhey USA
Hershey Int'l
Bank of America

F
Criginator_City
Hershey
London
NY

G
Foreign_Exchange_|ndicat
FF
FF
FF

This enables batch processing of IAT-ACH International transactions from web servers and other third
party databases. For more information on 'On-the-Fly' importing - see Importing.

Create ACH/NACHA files with IAT-International transactions

ACH Universal Pro takes care of all formatting and placement for the new IAT batch header,

OX]

transaction record - and all addenda records.

B IAT-ACH-International-Format.txt - Notepad

File Edit Format “iew Help
101 0 10686 12300097 09058=a09021 0941 QI BANE OF ATTT TOTE FOUR _COMPAIT OOOo0000  #
€220 FF3 Uszz7777777 IATPAYROLL — USDUSDOSOSZE  113000S780000001
hGzzzz 13737070008 0000453300992244559 A 113000375000010
7108AL000000000000000000T RANSACTION 3453 RY RETIREE oooolol
71IHERSHEY USi 4EE7 KIS% STREET) oooolol
| 717HRDSHET* P UE*17033 oooolol
: E 0205300324? uso 0ooolol
0122137370 TE oooolol
oooolol
UE*1250 oooolol
j EE_SUE-ACCOUNT 145832903. 00010000101
gZz000000900221373700000000000000 0000453330§2??????? 130003730000001
gggnnnluuu 0Z000000050022137370000000000000000000453300 hd

Receiver MNew formats for batch

header (#5) and IAT transaction records (#6)

Originator Originati Receiving
DF]? " DFI

(ODFI) (RDFT)
Remittance records and foreign correspondent bank
records - up to 5 in total.

Whether you are domestic or foreign, creating inbound or outbound entries - or whether you are a
corporate entity, bank or governmental agency - ACH Universal's Pro edition can help you easily create
IAT transactions for International commerce.

Setup

Header

Enter into an account. From the main menu select File > ACH Setup. Follow the prompts and enter
the information regarding your header information and Gateway Operator (GO). Click Next until you are
at the last page.

Foreign Correspondent Banks
On the last page of the ACH Setup Wizard, select the 'International’ tab.

© 2019 Treasury Software
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= ACH Setup

Applications | cTx | WEB | Reversals | Pre-ote and Misc  Intemational | PBRICER (retired) | Advanced |

Foreign Cormezpondent Banks. Check to include in tranzactions by default,

Bank Mame Bank 10 Murmber Coauntry Bank 10 Clualifier [type]
¥ |Bank of London NE [GBEIBMDL4025  [GB w| [E |+
ABA Routing 01
W |Bank of Montreal [BOFMCAT2BMD  |CA w|  |BICCode 02

| | Rl
] | [ = [ =
r | [ = [ =

Screen ¥ af ¥

Help Cancel ¢ Back | | Finizh

If you will be utilizing any Foreign Correspondent banks, enter them here. Check the box if you would
like to have these entered into your transactions by default.

Click Finish.

Enter transactions
From the main menu select Edit > Enter an International Transaction (IAT).

Overview of manual input screen

There are four distinct areas

1. Top of the window contains transactional information such as date, amount, debit vs. credit

2. Left side is the originator's information

3. Right side is the receiver's information

4. Second tab - Foreign Correspondent Banks and OFAC (click on the link in the lower left of the
screen titled 'Foreign Correspondent Banks and OFAC screening'
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International IAT Payments

ze thig form to create International [|AT] payments and collections

Foreign Amt Exchange Rate
$1USD [aptionall [optianall

Date [717/2003 ~| ISeIectDebit or Credt ... w| |$0.00 [0.00 |

r)f'ﬁm information [transaction originator] % /ﬂthel party [tranzaction receiver] ;\
IHershe_l,l SA J IJDE wortker J

M arne |Hershey US4 M arne |Joe twiarker

Sheet address |4BE7 Kizs Street Street address | 7654 Oak Drive

City / State |Hershey  |P& City / State | ericha M

Zip / Country [17033 |LIS ]| Zip ¢ Courtry [11753 |us ]
Federal ID# 22FTTTTEE ID or Transaction #  |EmpHaE7E3

[ Originator iz a governmental agency

pank (" Bank 1S Count

LS . * Country
Mame |Eank of Hershep & Foreign Mame |Bank of Jericho " Foreign
Branch Country / Curmency ILIS ﬂ ILISD ﬂ Branch Country # Currency ILIS ﬂ ILISD ﬂ
Exchange Indicator [Fised to Fised (FF) ] B/ Routing or D |31519361
Exchange reference In,.-'a ﬂ . |88F"?EESS
ABA/Routing, ID#, BIC  |053000047 Checking/Savings [Checking ]
Eeraition Faoreign Trace |Eatch1¢2393
Company Entry Description |payrﬂ|| Salary ﬂ

Additional remittance information
Entry iz inbound/outboud ‘|

* |nbound " Outbound

Foreign Correspondent B anks

and OFALC screenin Save to profile \ Save to profile
A W Wi
Save and Hew | Save and Clogze Cloze ‘

1. Top of the window contains transactional information such as date, amount, debit vs. credit
Enter date, Debit/Credit, amount as appropriate.

Notes:

For Variable-to-Fixed transactions the foreign amount is required, the exchange rate is not used.

For Fixed-to-Variable transactions the foreign amount is not used, the exchange rate is required. Per
NACHA the system will over-write the foreign amount of outbound transactions with zero's. For inbound
transactions, the foreign amount should contain the amount in the originating currency

For Fixed-to-Fixed transactions, the foreign amount is required, the exchange rate is used. The system
will over-write the exchange rate/reference field with blanks per NACHA.

By definition, transactional information changes with each payment and are not saved as part of any
profile.
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2. Left side is the originator's information
Enter the information as appropriate. Please take note of the [Foreign] Exchange Indicator (FV, VF,
FF) and the [Foreign] Exchange Reference.

When finished, enter a profile name in the drop down box (at the top of the section), and then click on
'Save to profile'. You can update a profile at anytime by clicking this save link. In addition, you can use
the profile as a template by changing the profile name and then clicking 'Save to profile' link. Both the
originator's and receiver's profiles work the same.

3. Right side is the receiver's information
Enter the information as appropriate. Please note that the additional remittance information used in the
IAT remittance records (record 7-17) is part of the receiver's profile and can be stored for future use.

International IAT Payments

Iz thiz formm & te International (AT bz and collect .
e this form to create International (AT payments and collections Fareign Amt Exchange Rate

$UsSD [optionall [optiohal]
Date [7/17/2009 j ISeIectDebit ar Credit .. | |$0.00 [0.00 |

/" OFALC Screening settings (SDN fist] N

Uze thiz only if you performed an OFAC soreening. IF you did not perform a screening independent of thiz software, do naot
uze these settings.  ACH Univerzal does NOT perfoarm OFAC screening.

QFALC Screening Gateway OFALC Scresning Secondary

Foreign Corespondence Banks

Fleaze check all foreign corespondent banks associated with thiz ransaction. & masimum of five banks can be
reported. Mate: Thiz limitation may be further reduced by a count of 2 [the number of remittance lines uzed).

[+ Bank of London ME

I Bank of Montreal To populate available pozsitionz, from the main menu select

File', ‘ACH Setup', then click to the zeventh panel and click
International’

17171

Beturn to main page

Save and Cloze Cloze
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4. Second tab - Foreign Correspondent Banks and OFAC (click on the link in the lower left of
the screen titled 'Foreign Correspondent Banks and OFAC screening’

OFAC screening - ACH Universal Pro does not provide OFAC screening - therefore by default a space
is entered to indicate no screening has been made. If your financial institution has provided you with a
third party process to screen OFAC settings, you may adjust them here.

Foreign correspondent banks - The banks entered in the International tab of the ACH Setup will be
displayed here. A checkbox indicates that a bank will be included in the 7-18 addenda record.

NACHA limitation
NACHA allows for up to five foreign correspondent banks, but this limit will be decreased in a one to
one ratio based on the number of additional remittance records are included.

IAT by the numbers - NACHA allows for

--7 mandatory addenda records

--maximum of 2 additional remittance records (optional)
--maximum of 5 foreign correspondent bank records (optional)
--A total maximum of 12 addenda records

Importing Data

The import process for IAT is identical to that of any other format. The difference is that there are over
40 fields used in the process.

We recommend for this topic to reference the sample data included with ACH Universal Corporate and
use this as a template.

1.13.4.8 POP - Point of Purchase Entry

The POP Standard Entry Class code is used by Originators as a method of payment for the in-person
purchase of goods and services by consumers. The Single Entry debits are created by the originator
based on written authorization and account information from a source document (check) obtained from
the consumer at the point-of-purchase.

The source document is voided by the merchant and returned to the consumer at the point-of-purchase
is used to collect the information required to create the ACH Debit entry to the consumer's account.

The mappings for remaining fields required to use POP are:
Name as Name

Account number as Bank_Account_Number

Routing Number as ABA_Routing_Number

Amount as Amount or Amount_Reverse_Sign

Check as ACH_Check

City as Term_City_POP

State as Term_State POP
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1.13.4.9 PPD/PPD+ - Prearranged Payment and Deposit Entry

The PPD Standard Entry Class Code is used for credits and debits involving consumer accounts based
on a standing authorization. There are two many ways PPD is used:

Direct Deposit - Direct Deposit is a credit program that transfers funds into a consumer's account at
the Receiving Depository Financial Institution. The amount deposited can be from a variety of products,
such as payroll, interest, pension, dividends, etc.

Pre-Authorized Bill Payment - Preauthorized payment is a debit program enabling companies with billing
operations to collect funds from consumers thorough the electronic transfer of bill payment entries. For
example, monthly payments of household utility bills can be collected through a PPD.

The mappings for required fields to use PPD are:

e Name as Name

e Amount as Amount or Amount_Reverse_Sign (use Amount if amounts are being paid out and are
negative OR are being collected and are positive, otherwise Amount_Reverse_Sign)

e Account number as Bank_Account_Number

¢ Routing Number as ABA_Routing_Number

PPD+ is simply a PPD transaction that includes an addenda record. An addenda includes additional
information about the transaction, but is not required for ACH processing. This can include identification
numbers, region codes, or anything considered necessary on the Receiver's end.

1.13.4.10 RCK - Represented Check Entry

A re-presented check entry is a single ACH debit used by originators to re-present a check processed
through the check collection system and returned due to insufficient or uncollected funds.

This collection method provides originators the potential to improve processing efficiency and reduce
costs.

The mappings for required fields to use RCK are:
e Name as Name

Amount as Amount or Amount_Reverse_Sign
Account number as Bank_Account_Number
Routing Number as ABA_Routing_Number
Check as ACH_Check

1.13.4.11 TEL - Telephone Initiated Entry

The TEL Standard Entry Class code is used to originate a Single Entry debit transaction to a
consumer's account based on oral authorization obtained from the consumer over the telephone.

This type of transaction can only be originated when there is either an existing relationship between the
Originator and Receiver or when the Receiver initiates the telephone call if a relationship does not
previously exist.

Note: Information below assumes you are using a Profile-Based import. If you are not (using Ad Hoc
instead), you must also import an account number as ACH_Account and an ABA/Routing Number as
ACH_Routing_ ABA. The below screenshot uses a name-based lookup to link each entry to a
customer, employee, or vendor profile.
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A | B |
1 |From your in-house system
2 |Hame Amount
3 |ABC Caorp F251.50
4 |Emily Jones §637 51
5 |DEF Partners $360 41

The mappings for remaining fields required to use TEL are:
¢ Name as ACH_Name_Internal (Profile Lookup)
e Amount as Amount

1.13.4.12 TXP - Tax Payments

TXP is not an SEC Code like the others, but instead, it refers to using a
specially formatted addenda alongside a CCD transaction to make tax
payments to local, state, or the federal government.

For example, companies are required by law to pay the federal 941 tax that
covers Social Security, Medicare, and employee withholding. These
transactions are regular CCD on an ACH level. However, each transaction
would include an addenda formatted based a specification outlined by the
taxing authority that contains information about the tax.

101 202881066 13000078308110517161094101BANK OF ANY TOWN YOUR COMPANY Q0000000
522070UR COMPANY 165777777 7CCOEPAYOOOL  OB1106081106 1202881060000001
62206103600023401009 00030000006511223354 IRS 1202881060000202
FOSTHP®E51122334%04105%081201%1%1000000%2%*1000000%3 %1 000000 00010000202
B220000002000610360000000000000000000300000016537777777F 202881060000001

S000001000001000000020006103600000000000000000003000000

9009099995995 0950959059909050050099095905500000059959590950950599099500509505905900000000959095990950
000555055000588003555505000005000505555080055058005055550800555500550050800555500300005000030555505000
9009099995995 0950959059909050050099095905500000059959590950950599099500509505905900000000959095990950
000555053500058800355580530000050003055550800550580530550508005555003035305080055550300005500530555505000

See the Tax Payments section for more information

1.13.4.13 WEB - Internet Initiated Entry

The WEB Standard Entry Class code is used for the origination of debit entries (recurring or single) to
a consumer's account based on an authorization that is obtained by the Receiver via the internet.

The WEB code assists in addressing risk issues inherent to Internet Payments through requirements for
additional security procedures and obligation.

The mappings for required fields to use WEB are:
Name as Namea

Amount as Amount or Amount_Reverse_Sign
Account number as Bank_Account_Number
Routing Number as ABA_Routing_Number
Payment Type as Single_Recurring_ WEB

In addition, Payment Related Text can be mapped as one of the Text fields (for example, Text4 or
Text5) to retain the information in ACH Universal.
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1.13.5 Frequently Asked Questions (FAQ)
1.13.5.1 Changing Default Standard Entry Class Code

Overview

In absence of specific instructions to use a certain Standard Entry Class Code
(SEC Code), ACH Universal will use the default SEC Code set during Account

Setup.

The default SEC Code is used unless the code is stipulated directly by
mapping the Class_3_Letters field to a field containing the SEC code.

See List of Standard Entry Class Codes for the list of SEC Codes and more
information on each one.

From the main menu select File, then ACH Setup. Click the Next button three
times to display screen four (bottom left corner of screen). At the top of the
screen, you will see Figure 1.

Application - Standard Entry Class Code

format pau will be uzing.

Select the primary (defaul] NACHA Al except CTXEDI  |PPD - Personal =l

" CTREDI Subsets [EFN STF 20

Figure 1 - Default SEC Code

For a non-CTX code, leave the top radio button selected and choose the
desired SEC Code from the dropdown box.

For a CTX code, select the CTX-EDI Subsets radio button and then choose the
desired transaction set from the dropdown box. In almost all cases, this will be
the EPN STP 820 set (currently shown).

Click Next two more times, then click Finish to exit the ACH Setup window and
save your changes.

1.13.5.2 Changing Profile Lookup Field
Overview

The profile lookup field is used by ACH Universal to match transactions to a
specific profile. By default, ACH Universal uses the name field.
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In most situations, it is preferable to perform the lookup using an ID number
instead of name. This is most commonly an employee ID or vendor ID. Note:
For CTX transactions, you must use name.

Follow the steps below to change the default to use an ID lookup.

Steps

Select File from the main menu, then ACH Setup.

Click Next 4 times. In the bottom left, you will see "Screen 5 of 6."

The top of the screen will look like Figure 1 (below).

Prafile Lookup - If uging profiles, the system can uze either 'Mame' or 10" as the primary/unique figld. Mote: CT

EDI must uze 'Mame’ ]
Select either: * Mame |0 Mumber

Figure 1 - ACH Setup Profile Lookup
Click the radio button next to ID Number.
Click Next again, then Finish.
At this point, ACH Universal will use ID Number for the profile lookup.
In both the profile and transaction files, map the appropriate field containing the

ID number as ACH_ID_Internal (Profile Lookup).

1.13.5.3 Changing Debit and Credit Text
Overview

Debit and Credit text is used in conjunction with the Sign field to identify
whether a transaction in a file is a debit or a credit. Follow the steps below to
enter the debit and credit text for your data.

Steps

From the main menu select File, then Options, then General.
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In the "Text for Debit" field, enter the text to identify a debit transaction. The
default is "debit".

In the "Text for Credit” field, enter the text to identify a credit transaction. The
default is "credit".

When finished, click Close to save your changes.
1.13.5.4 |want to pay my vendors. What will they see on their bank statements?

Regardless as to whether you are collecting or paying funds, the other party will see the following
information:
o Amount
e Your company hame
o Description of transaction (Entered during ACH Setup, usually describes transaction purpose, such
as AutoPay.)
Effective transaction date
Actual transaction post date
Individual ID Name from the detailed transaction
Individual ID Number from the detailed transaction

Your vendors may or may not see any addenda information, depending solely on the service provided
to them by their bank.

Of course the statement will also include other fields, such the amount and actual posting date to the
account.

1.13.5.5 |am collecting from customers. How do | know the funds went into my account?

Your bank tracks each transaction that you have submitted and will notify you of any transactions which
was unable to be completed.

For example, if an account has been closed, or if you are debiting funds and the account balance is
insufficient, you will be notified by your bank. This report can be printed/faxed or can be sent
electronically in an ACH Return file. Regardless of the format, the returned items will contain a standard
three-digit return code (an 'R' and two numeric digits).

In addition, your bank may offer optional services which will allow you to track all transactions, rather
than a negative-confirmation scenario.

See Returns for more information.

1.13.5.6 |am on the Desktop platform with 1 workstation license. If | purchase an
additional workstation, can | share data?

Q: I'm on the Desktop platform and have 1 workstation. If | purchase an
additional workstation license, can | share data between the two?

A: No. You will need to upgrade to the SQL Server Express or SQL Server
Platform. With multiple workstations you can have a separation of data (payroll

ACH Universal © 2019 Treasury Software



ACH Universal

on one workstation, checking on another), but the two are unable to share
between them.
1.13.5.7 What is an account?

Q: What is an account?

A: An account is the ACH Universal front-end to a database that stores all the
data you import. For example, a Payroll account access a Payroll database
(either a .brd on the Desktop platform or a Payroll database on the SQL Server
platform). This manual uses the term "account" instead of "database" because
that is how ACH Universal refers to them.

1.13.5.8 | have one source file but multiple databases. How do | split the file into the correct
database?

Q: I have one source file, but multiple ACH Universal databases. How do | split
the file into the appropriate database?

A: Use an import filter. See Filtering Imports.

1.13.5.9 | have a non-standard date format. How do | use it?

Q: I have a non-standard date format. How do | use it in ACH Universal?

A: A non-standard format is a format which isn't supported by your Windows (Control Panel, Regional
Settings) Settings.

A date format of 31/12/2002 is non-standard in the United States, but is standard in the United
Kingdom.

To import non-standard formats, use a Custom Date Import (CDI).
From the main menu, select File, then Options, then General.

In the Import tab, set "Custom Date Import (CDI) G/L:" to On
Select Format, (31/12/2002, 2002/12/31, etc...)

Select a separator, (slash, colon, hyphen, none)

If the date is embedded within another field, see My date field is embedded within text.

1.13.5.10 My date field is embedded within text. How do | import it?

Q: My date field is embedded within text. How do | import it?
Use a Custom Date Import (CDI).
From the main menu, select File, then Options, then General.

In the Import tab, set "Custom Date Import (CDI) G/L:" to On
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In "CDI: Source Format G/L", select your date format from the dropdown box (31/12/2002,
2002/12/31, etc...)

In "CDI: Separator G/L", select your separator, (slash, colon, hyphen, none)

In "CDI: Embedded Start G/L" enter the date's first position (counting from the left) within the field. For
example, when date is in a field by itself, this position is 0. If there were three characters prior to the
start of the date, you would enter 4.

1.13.5.11 My bank requires a login record

Q: My bank requires a login record. How do | set up ACH Universal to provide
one?

A: Alogin record, if used by the bank, is the very first line in an ACH file, even
before the file header record. It is used by the bank to identify the sender.
Distinct from ACH identification, the bank will use this information for
processing and tracking purposes.

Obtain the specific login record from the bank.

Start the software, load the account you have created in ACH Universal
Select the File menu, then Options, then Transmit to Bank

Scroll to the Local File tab.

. Key in the login record exactly as specified by the bank into the textbox
labeled "Login record"

6. Click Close to save your changes.

arwNPE

ACH Universal will now include the login record in every ACH file made in that
account.

1.13.5.12 ADO/MDAC Re-Installing

1 - Yes...After a clean install, the first error message received was the
“SwitchPrograms_SampleData” after clicking the ACH Universal Sample Account Demo from the
welcome new users screen.

ADO - FAQ - http://support.microsoft.com/kb/183606 (link on the page is to the MDAC download)

MDAC Downloads - http://msdn2.microsoft.com/en-us/data/aa937730.aspx

1.13.6 Maintenance - Desktop

Overview
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The articles in this section provide information on backing up and restoring your
database (Desktop platform only) as well as how to upgrade ACH Universal
and apply current service packs.

Database

See Database Backup for information related to scheduling and working with
database backups.

See Restore Database for information on how to restore a database from a
backup.

Archiving

See Database Archiving for information on archiving records. This is for
efficiency rather than backup purposes.

Upgrades and Service Packs

See Upgrade ACH Universal for steps on upgrading ACH Universal to the most
recent version.

See Download Service Pack for steps on how to download and install the most
recent service pack.
1.13.6.1 Database Backup

Overview

Backing up is a necessary part of working with all data. By backing up ACH
Universal on a regular basis, your data will be current in the event of an
emergency and you will minimize data loss. Note: This article only applies to
the Desktop platform. Contact your Database Administrator for procedures and
policies regarding SQL Server backups.

Database backups are safeguards against unforeseeable computer errors (file
corruption, system failure). By creating regular database backups, the chance
of data loss is minimized as there will be a regular backup in place. ACH
Universal is set by default for automatic backups. This can be turned off (not
recommended) or your own backups scheduled according to your own needs.

Internal Database Storage
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ACH Universal stores all information for each account in a .brd file. Thereis 1
brd file for each account and they share the same name. For example, if you
create an account named Payroll, there will be a Payroll.brd database file that
contains all the data imported into that account. Never place the brd file on a
network drive and attempt to share it among multiple workstations. Multiple
workstation licenses should only be used for totally separate database files
(through totally separate accounts). If you need to share data, you must use the
SQL Server platform.

Regardless of using ACH Universal's default backup policy or implementing
your own schedule, the backups are numbered automatically by ACH Universal
for identification. The most recent backup will always have the extension .br1.
The next most recent backup will have the extension .br2 and the third most
recent backup will have the extension .br3. If a database restoration is needed,
restore using the brl file first (as it is the most recent). By default the backups
will be placed into the same directory as the .brd. Itis highly recommended
that the backups are always stored in the same directory with the brd file.

Automatic Backups (not for disaster recovery)

By default ACH Universal will backup your database in a pre-determined
schedule.

Note: The program uses this as a protection against database corruption.
These backups are stored on the same drive as the production database, and
therefore will not proved for any protection on a hard drive crash or if there is
any damage to the computer.

It is highly recommended to leave this option on. If you wish to turn it off:
From the main menu, select File, then Options, then General.

Select the System tab. Change the "Backup data on exit" option to No. Click
Close to save your changes.

Manual Backups - Disaster recovery
From the main menu, select File > Backup.

We highly recommend backing up to a server that is backed up off-site.
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1.13.6.2 Restore Database

Overview

Follow the steps below on the Desktop platform to restore a database backup. For example, if the
database becomes corrupted, restoration would be required.

Database Restoration Procedures

Please follow the steps at:
http://www.treasurysoftware.com/support2-corrupt-database.html

1.13.6.3 Download Service Pack
Updates

A Service Pack update is an in-cycle release that modifies some features of
ACH Universal. This is distinct from an upgrade which requires a setup file be
downloaded and used. The Service Pack can be downloaded and installed
automatically through ACH Universal.

Download Service Pack
From the Help tab, select Software > One Click Update.
If you have an Internet connection, click Yes to proceed with the download.

ACH Universal will automatically download and install the newest service pack
if not already installed.

When prompted, close and restart ACH Universal to complete the service pack
installation.

1.13.7 Legacy Help
We are proud of our continual development of ACH Universal.
This folder contains help topics relevant to older versions of ACH Universal.

While the screens and instructions may not apply to your version, we have
included them to support our existing client base.

1.13.8 Banking Features

Banking Features Top
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ACH Universal

ACH Universal enables users to create NACHA compliant files for use with Fedline and other
systems.

In addition to standard origination (PPD, CCD, etc...) transactions, the Processor Edition now
incorporates the features from the Banking Edition, including:

--Returns, and

--Notification of Changes

To create ACH Return files - you need a Processor edition of ACH Universal.

Note: If you are a client of a bank - you will want to view the client-side of returns.

1.13.8.1 Returns

Returns Setup

Important - Returns (as are Notification of Changes) are kept
in a separate account within ACH Universal.

Setup:

1. Create a new account for Returns.

From the ACH Universal main menu select 'File', ‘New Account', then select the option button
'CREATE' . We suggest, and for this narrative, we will name the new account: Returns

2. ACH Setup Wizard

From the main menu select File > ACH Setup and navigate to the 3rd panel of the wizard (below) and
select XXX - Returns.

Notes:

--Do not select any other options for this account - ie., do not make any entries for offset records,
etc...

--Exit and re-enter ACH Universal as prompted after completing this setup wizard.
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i B
B ACH Setup L= |6

If your bank did not supply these values, use our Auto-fill feature '_w

Auto-fill [more info] I
Comparwy Mame - our compary's ‘shart' name which will be dizplayed on pour

cuztomer's, employee's, vendor's bank statements. Max of 16 characters. (pogitions |Y'2'Uf Cormpary
5-20]

~ Batch header record ['5' record) Please enter as provided by vour financial institution.

Example "'our Campary’

Caompany 1D - |dentifies your company. division or sub-unit. Typically vour Immediate |1 ER7TTTTIT
Ongin [D. ['9' pozitions 41-50 and '8' positions 45-54] E xample 1 30009783

Originating DFI - Typically your Immediate Destination code, without the trailing check |2|:|2331 06
digit. 8 digitz [records '8 positions 80-87, '6' positions 80-87 and '8 positions 80-87). Example 20258105

~ Standard Entry Clasz [SEC) Code

Select the primary [default] SEC Code & Al sxcept LTAEDI

" CT=EDI Subssts  [EPM STP 820

Screen Jof 7

Help Cancel ¢ Back | Meut » I Finizh

Don't forget to exit and re-enter the software as prompted.

Reminder: To create ACH Return files - you need a Processor edition of ACH Universal.

1.13.8.1.1 Returns - Manually adding records

Returns Use - Creating a return

Once you have setup a 'Returns' account, you can enter transactions that you have received from
other financial institutions.

Creating a return record
1. Access the 'Add Record(s)' Window
Enter into the 'Returns' account within ACH Universal.

From the ACH Universal main menu select 'Edit’, 'Add Record(s)'.

2a. Recommended method - copy and paste from the original ACH instructions
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-

5. New Record =aan x|
This form enables you to create a Return detail recard. 'ou may enter enter inta the figlds below,
o R of simply copy and paste from the source ACH file [if available).
Enter the infarmation as RECEIYED. Y'ou may copy and paste the ariginal ACH ling infarmation to save time.
Copy the Batch Header ['S' record] and then click 'Pazte’ Paste [Heade| 1. Copy and paste the 5 record
Copy the detail ranzaction ['6' record) and then click 'Paste’ Paste [Detail] < 2. Copy and paste the & record
or
Semice Clazs Comp. Mame Comp. Dizc. Data Camp. 1D Std. Class Code Comp. Entry Desc. Comp Desc. D.
v 220 |YE|LIF| EDMF'ANY| |155??????? |F'F'D |.i\LITDPAY |ns1213
|41 | 2l
Trans. Code RDFI [w'check digit] DFIl Account Debit/Credit Amount |0 Number Receiving Comp
vyl 22 |248238184 130009783 |CR: Pay funds - | 725152 | |4ROUND THE HC
Kl | 2l
Select why vou are sending this entry back. 3 Selecithe Refum Code
Code IHDz—v‘"’__’—- Save Cancel
RO Inzufficient Funds -

ST RS
R4 Invalid Account mumber

RO5 Reserved

ROE Returmed per ODF1's Request

RO7  Authorization Fevoked by customer

EE— R08 Payment Stopped or Stop Payment on [kem

RO9 Uncoallected Funds

R10 Customner Advizes Mot Authorized hd

Open the original ACH transaction in a text editor such as Notepad. Locate and copy the transaction.
Note: Transaction records start with a '6'.

Click on the 'Paste Detail' (2nd link). This will automatically populate the necessary fields for your
detail.

Then, return to the text editor and locate the batch header for this transaction. Copy the batch
header. Return to the 'Add Record(s)' window and click on the 'Paste Header' (1st link). This will
automatically populate the necessary fields for your header information.

Note: The order in which you copy and paste is academic (5 record vs. 6 record).

Below is a sample batch header (row starting with '5') and transaction line (row starting with '6'). We
have included the first two lines as a ruler to help with the column positions (1 through 94). Of
course, the ruler rows are not part of the ACH file.

1 2 3 4 5 6 7 8 9
1234567890123456789012345678901234567890123456789012345678901234567890123456789012345678901234

5220YOUR COMPANY 1657777777PPDAUTOPAY 060815060815 1202881060000001
622248238184130009783 0000725152 AROUND THE HORN 0202881060000001

2b. Manually enter the original ACH information - not recommended
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Alternatively, you may manually enter the information into the window. Please note that this method
is not recommended, as the information must be EXACTLY as originally transmitted. Any
typographic error may result in a rejection of your return.

3. Return Code
On the bottom left of the 'Add Record(s)' window, select the Return Code (ie. Insufficient funds,
etc...). Click 'Save' when finished.

When finished ....

Create and transmit the records from this account. Please remember that these records will be in a
separate file from your 'regular’ ACH transactions, and the file will have a different name (see 'File',
'‘Options', "Transmit to Bank', 'Local File' for the name and location of this file).

Notes:

--Returns are created in the 'Add Record(s)' window and may be edited/modified before transmittal.
--There is no import functionality through the import wizard for returns.

Reminder: To create ACH Return files - you need a Processor edition of ACH Universal.

1.13.8.1.2 Returns - Importing records

In addition to manually entering the return records, they can be imported through the Import Wizard.

How do | start - Where do | get my data from?

If you have an in-house IT group that is supplying you with data - it should contain the information in the
chart at the end of this page.

The only way to get this data is to have access to the original ACH file. You can parse this yourself, or
use our ACH-2-Excel conversion utility.

Example

1. Use our built-in ACH-2-Excel conversion utility (from the main menu 'File', 'ACH File Conversion'’) to
create a comma delimited file.

2. Import the entire comma delimited file created with ACH-2-Excel into your core processing system
or other database table.

The table should have an additional column for the Return Code. Include the 'R’ and leading O if
needed. Therefore, the return code 1 - Insufficient funds, would be in your database as RO1.

Note: Adding the column should be performed programmatically in your database and not in Excel. If
the file is opened in Excel, it will convert the trace numbers into exponential notation - making them
unusable.

Once you have marked the records with the Return Code, export this to a comma delimited file.

Of course, not all records in the file you imported into your database are to be returned (at least we
hope not). You will only want to export those with a return code.
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As an example, we have used ACH-2-Excel to convert an ACH file into a csv file. Programmatically, we
have edited the file and removed the last field and substituted it with the return code (R0O1, R02, etc...).
This file can be imported directly into ACH Universal.

3. Enter into the 'Returns' account within ACH Universal. Start the import wizard and import your file.

Tips:
--If you used ACH-2-Excel to make your file - select the '"ACH NACHA RETURNS' mapping template.
The columns will be in the correct order and position.

Note: When you select 'ACH NACHA RETURNS' for the first time, the system may warn you that the
mapping template has more fields than the file you are importing. This is fine, as the additional field is
used only in Notification of Changes.

--When selecting the template - mark it as the default, by checking the default checkbox. This is
required if you are going to perform any type of automation.

Assuming you have retained our file layout from ACH-2-Excel and simply added one additional field
(Return Code), this will map all the columns as shown below.

Notes:

--It is NOT necessary to map each column in order to generate a notification. Banks vary widely in
their requirements of data - but of course, failure to include the information can result in their rejection.
This is bank dependent. The more information provided to the originator, the easier it will be for them
log your notice.

--The column in green, is the field to map to in ACH Universal.

--The middle column is a description, along with location of where the data was obtained from

First number - which record - header record '5', or the detail record '6'.

Second and third numbers - the start and end position within the record

--The last two entries, ReturnNOC_Code and Corrected_Data_Resend, are not from the original ACH
transaction. The parenthesis in the last two lines refer to their location in the new file.
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Sample data Deseription {Line number_From_To) Map to ACH Universal
SHMES2006 | Date (5_T0O_7S5)
130009753 Account (6_13_29)
245235154 ABAROuting (6_D4_12)
ARCUND THE HORM Individual Mame (6_55_7E)
D557 | Individuzl IO (6_40_547
22 Transaction Code (6_02_03)
202831 060000001 Trace (30_94)
Bank Dizcretionary (6_T7_73)
EOS1E Deszcriptive Date (5_E4_59)
YOUR COMPARY | Company Mame (5_05_200
Company Dizcretionary (5_21_40)
1ESY7IFTTT Company 1D (5_41_50)
PPD Class (5_51_53)
AUTOPAY Company Entry Description (5_54_B3)
1 Batch (5_88_94)
202831 06 | Originating DFI (5_80_87)
F7,251 .82 | Amount_Unsigned (6_30_39)
220 Zervice Clazs 2xx (5_02_04)
Julian_Settle_Date (5_F6_78)
C02 ReturnMoC_Code (7_4_6)
053000047 Carrected_Data_Resend (7 _36_64)

Note: The last line - Corrected_Data_Resend is not used in the Return file (only used in Notification of
Changes).

Reminder: To create ACH Return files - you need a Processor edition of ACH Universal.
1.13.8.1.3 Returns - Creating files

Creating files

Create and transmit the records from this account. Please remember that these records will be in a
separate file from your 'regular’ ACH transactions, and the file will have a different name (see 'File’,
‘Options', 'Transmit to Bank', 'Local File' for the name and location of this file).

Automation
You may automate this process using our command line interface.

Reminder: To create ACH Return files - you need a Processor edition of ACH Universal.

1.13.8.1.4 Returns - Processing from an ACH File

Returns - Processing from an ACH File

ACH Universal can create an ACH Return from from many sources.
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This help page contains instructions if you are receiving an ACH file and need
to create returns based on a subset (hopefully small) of them.

Reminder: This functionality requires the Processor edition of ACH
Universal.

One-time setup

1. Create a new account to work in.

From the main menu select File > New > Create an account - and then
complete the wizard.

Note: In this example, we named the account 'Returns’.

2. Default the account to create ACH Return files

From the program Home Page, click ACH File Setup, then next.

Enter your header information here.

Note: If you don't have your header information, you can skip this and come
back at any time. It is not needed to create a file, but of course - you'll need to
enter it before sending to the FRB or your processor.

When finished, select 'Advanced Setup - Access all setup options' to enable the
'‘Next' button to continue. Click Next.
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Please enter as provided by vour bank. Didn't get instructions from vour bank? That's ok - see the examples below.

Your Bank's ABA/Routing number |202881088
Nmmediate Destination 1D, positions 4-131 Example ‘202851065

Wous Bank's Name N |Bank of Any Town
(Immediste Destination Hame, positions 41-63). E Bank of Any Town

Typically 1" followed by pour Fed ID# (10 digis total, no dashes) [120009783

Yous Company Name ['Yiour Compary
(Immediate Origin Mame, positions 64-85) Example *our Company’

¢~ Quick Setup - Use common defaults, highly recommended for first time users.
\ Tip: Start wath the defaults, wou can alwayps retun to this wazard to update.

* Advanced Setup - Access all setup options

Hep | Cancel | <Back || New> |

Select 'Returns (uses original class)'. Click Next, then Finish.
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If your bank did not supply these values, use our Auto-fill feature '__'}
Batch headet record ('S recond) Please enter as provided by vour financial institution.
Company Mame - Y'our company’s "short’ name which vall be displayed on your MJ

customer's, emplopes's, vendor's bank statements. Max of 16 characters. [posiions ['Your Company
520 Example *r'our Company’

Mylﬁlwﬂ‘%wm‘;fw Typically your Immediate [1e5777777T7
o1, postions 45 Postions 454] Example *1 30009783

Orignating DFI - Typically your Immediate Destination code, without the rading check (20288106
digit. 8 digits [records 'S’ positions 80-87, 'E" positions 80-87 and ‘& positions 80-87). E 0288106

Select Returns
Standard Entry Class (SEC) Code \.}
Select the primary (defaull) SEC Code . L A n s TR0 Retums (uses onginal class] |

- POF - Pont of Purchase
CTX-EDI Subsets BFD - Personal
RCE - Re-Presented Check Entry
TEL- Tehpl-une-lm.aled

Screen 3of 7 W-Hﬂum uses ongnal class
COR- Motfication of Changs
CIE - Custome Initisted E niry

3. Prepare samplel/test data
On the Home tab, click ACH-2-Excel.
On the form, select an ACH file to convert. Once selected, allow the conversion

to continue.
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T T o

EW HELP
ot \Q — D Gy ACH-2-Excel
- 4 A + Delete Entire Import ﬁ -Merge
Quick ACH File t Add a Untransmitted Go To Create All Email
Start tup Transactions *  Record ~ Records ACH File Page Reports 'D Create Reversals - ACH Return Files ~

Returns

To access this form - Home tab, chck ‘ACH-2-Excel
ACH File Corversion - ACH2Excel

| 1 =1, Import deectly nto Treasury Soltware

=2 Create a comma-delimited [c3v] file

- & Djpen in Excel

=== . Import into a database or other program

Supported formats inchude ARC, CCD, CTX-EDI, IAT, POP,
PPD, RCK, TEL, TRC, WEB. MNote: Some formats may
require further parsing.

Import Transactions

Use the Quick Convert” feature below, of to mport into Treasury Software - on the Home
tab, chck the lower half of the Import Transactions control, then Tmport ACH Files®

e T T S Select a file
I | —

__Core |

Go To Create ACH File Page

St
Py
A spreadsheet will open with the converted data. Format column H (Trace
number) as a number to avoid the values being displayed in Exponential
Notation.
HOME | INSERT  PAGE LAYOUT  FORMULAS  DATA  REVIEW  VIEW  QuickBooks  TEAM
fx‘ S Calibri -8 A A = - EPWrap Text General - " a 7 ‘.4
3 Copy ~ - )
. = vl My = =] . .0 €0 .00 Conditional Format as  Cell
' Format Painter Iy - £= 2= = Merge & Center $-% e Formatting = Table = Styles ~
Clipksaard Fant Alignmen MNumbser
H1 . fo | Trace (80_ m,Format Column H (Trace) as, I Number
A B C D E F G H Yy By Copy
1 |Date(5_70_75 N‘noun:ia- 30 Account (No text in e ABARouting (No tes Individual Name (6_55_76) Individus Transd Trace (BD_94) . weri
2 12132006 2) Acct ® 130009783 ABA # 248238184 AROUND THE HORN 27 2 Paste Optlons:
3 12/13/2006 (637.61) Acct W 23795428  ABA M 730888330 BERGLUNDS SNABBKOP 32 2
4 | 1211372006 Arct® 456630883 ABA & 208441645  SPUT RAIL BEER & ALE 2 2,028 E+14
5 12/13/2006 3) Acct W 657340609  ABA M 780873395  FAMILLA ARQUIBALDO 2 2.02881%:14
6 | 1271372006 54) Acct # 362060253 ABA § 860847835  SANTE GOURMET 2 2.02881E
T 12/13/2006 (55,555.86) Acct # 973059050  ABA # T22EBTIGE  SEWEN SEAS IMPORTS 22 2.02881E+] Insert
8 | 12/13/2006  ($2,314.37) Acct W999918281  ABA W 549040602 BOTTOM-DOLLAR MARKETS 2 2.02881E+14 ’
9 | 12/13/2006  (56,952.28) Acct # 757415759 ABA S 7T4BOT678  ERMST HANDEL 22 2.02881E+14 Delete
10 | 12/13/2006 (57.915.62) Acct W 449293701  ABA # 362079287 DRACHENBLUT DELIKATESS 2 2.028B1E+14
11| 12n32006 ABAE 117466744 PICCOLD UND MEHR 23 2.02881E+14 Clear Contents
12 12/13,/2006 ABAE 487193527 SAVE-A-LOT MARKETS 22 2.028B1E+14 .
13 | 12/13/2006 (36,995.88) Acct # 972028784  ABAM 774472838 HUNGRY COYOTE IMPORT § 2 2.02881E414 Lormat Cells...
14 | 12132006  ($3,225.50) Acct # 873414216 ABA # 865414831 HILARION-ABASTOS 22 2.02881E+14 Column Width
15| 1271372006 52.20) Acct W 172500012 ABA ¥ 1032529509  FRANKENVERSAND 22 202881414 R R
16| 121372006 43,82) Acet # 735633102 ABA # 443006810  PRINCESA ISABEL VINHOS 22 2.02881E+14 Hide
17 1213,/ 2006 98 05) Acct ¥ 202881066  ABA ¥ 487193527  SAVE-A-LOT MARKETS 22 2.028B1E+14 .
18 | 1271372006 93.37) Aect # 265477588 ABA ¥ 627751549 VAFFELIERNET 22 2.028E1E+14 Unhide
19| 121372006 I7.45) Acct # TTATA0428  ABA # 671523505  EASTERN CONNECTION 22 2.02881E+14
2“ 12/13/2006 [4754.300 Acct W BA3175247  ABA M 741154406 RATTLESMAKE CANYON GRO 22 2.02BB1E+14
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For this sample, add a column to the rightmost field - and enter return codes.
Note: Enter the 'R’ plus a leading digit if applicable. For example, for
Insufficient Funds, enter RO1 as below.

AE AF Al AH
1  Amount_LAcct # (no text] ABA® [notext) Retum Code
P 7251.52 130009783 248238184 RO1
3 663761 823795428 730888330 RO1
4 736041 456630883 208441649 RO
5 953.19 657340609 TEOET3395 RO1
6 T036.54 362060253 B60E47885 RO1

Save the file as an Excel file.

4. Set your mappings.

Click on Import Transactions to start the wizard.

Select the Excel file you just saved in the previous step and click Next.
LGS

HOME OMATION PR

SETTINGS QUICKBOOKS

OFILES VIEW HELP
1T e ER Delete Records =5, 5 ACH-2-Excel
i B B X g

A0 ¢ R

A [Bx Delete Entire Import
Home Backto Quick ACH Fil

ACH-Merge

Import

Welcome Start Setup Transactions «
Navigation Getting Started i i
- h the: source file to mport OR
Either Cut and Paste the data from Excel to the grid below.
Returns

Select a fie to import, or

I IC:\BU‘(RQ{I \mport2 xdsx
9‘
Paste from Excel
Field 1 | Field2 | Field3 | Field 4 | Field5 | FisldE | Field 7 | Field £
Import Transactons
<
Paste
[4] ' ;l_,
Go To Create ACH File Pa
[ Reversal Helo | Cancel | Mext > J Impoct Now >> |

In the upper right corner, select the mapping template 'ACH NACHA
Returns'
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Warning: There is a similar named template called 'ACH Returns', depending
on your version - you can use this as well.

Also check the 'Save as default'

ACH Transaction Column Mapping

This screen lets you select each column and decide:
--to skip the columin, and do not import [red)

~impoit the column and azsign it to a field [green).
You do NOT need to map everny field

Select a Mapping Template
=~ [ACH NACHA Retums

To collect funds [from customers] - use positive amournts
To pay funds [vendors, employess] - use negative amounts
To 'fip' the signs of the amount, use Amount_Reverse_Sign',
tather than ‘Anmount’,
Only map the columns you need to import [chick the column to select).

[Select . ] < Show al field selections
ACH _ R outin g_.-':'-.EI

e | |

ACH_Account

F1

Date (5_70_75)

1213/2006
12/13/2006
121342006
12/13/2006

F2
Amount (6_30_39)

F3
Account [Mo text ir

ABA/Routing [No t

($7.251.52)

Acct # 130009783

ABA B 248238184

[$6.637.61)

Acct # 823795428

ABA # 730888330

($7.360.41)

Acct # 456630883

ABA B 208441649

($353.19)

Acch # 657340609

ABA # 780873395

[E o ol 4]

& w owh b WOEE

&P A B O A TS

This mapping template is used for a variety of purposes, so we're going to
modify it now for our use.
We're going to unmap four fields. To unmap a field, click on the field.

First click on fields F3 and F4 to unmap them. Your screen should now look
like:
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This screen lets you select each column and decide: Select a Mapping Template

~to skip the colurmn, and do not import [red)
~impoit the column and assign it to a field (green]. |A‘CH NACHA Returns ﬂ

'ou do NOT need to map every fisld ¥ szave as default

To collect funds [from customers] - use positve amournts
To pay funds [vendors, employees] - use negative amounts
To 'fhp' the signs of the amount, use Amount_Reverse_Sign’,
rather than "Amount’.
Only map the columns you need to import [chick the column to select].

Eelect ] "+ ] < Show all field selections
PR S ES SE
F1 F2 F3 F4

Date [5_70_75] |Amount [6_30_39] |Account [Mo text ir FELEEVEENTY| G | ndivi
121342006 [$7.251.52) Acct #f 130009783 LIl gel beie s EE R ARD|
121342006 [$6.637 B1)
12/13/2006 [$7.360.41)
12/13/2006 ($953.19)

BT T4 e A
I 4 I I

|'El|HeID| Help | Cancel l Mext » I

Field F5 should be mapped 'Name'. Map this if needed.

Scroll to fields F31 and F32 and unmap them.

Now, we're going to map three fields.

Select field F32 and from the drop down list select Bank_Account_Number.
Select field F33 and select ABA_Routing_Number.

Click on the 'Show all field selections' (see red arrow below)
Select field F34 and select ReturnNOC_Code
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This screen lets you select each column and decide: Select a Mapping Template

--to skip the colurmn, and do not import [red)
~impoit the column and azsign it to a field [green). ACH NACHA Returns ﬂ

'ou do NOT need bo map every fisld [V szave as default

To collect funds [from customers] - use positive amournts
To pay funds [vendors, employees] - use negative amounts
To fiip' the signs of the amount, use Amount_Reverse_Sign’,
tather than ‘Amount’.
Only map the columns you need to import [chick the column to select].
|FIeIunNI:I C_Code ;I - Show all hield selections

.- Bank_Account_MNumber | ABA_Routing_MNumber

F31 F32 F33
Amoun | Acct # [no text] ABA 8 [no text]) Reburn
7251.5:|130009783 248238184 RO
EE37 E'| 823795428 730888330 RO
7360.4'| 456630883 208441649 RO
95319 | 657340609 780873395

Sl lE ate -y aing il P T
I 4 |

|'B]Help|  Help

Click Next, Next and Finish to import and most importantly - to save your
mappings.

Common mapping question:

Q: Amount - Why didn't we map field 2 for amount?

A: This field is signed. We already had field 26 mapped which is unsigned - as
the transaction code will supply the debit/credit information.

Note: There are multiple amount fields for different purposes.

5. Create atest ACH Return File
From the Home page - click on the Go To Create ACH File Page - and then
click on Create (see below).
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 ACIC)
HOME AUTOMATION
% B @R

Home Backto Cuick ACH File Impart Add
Welcome Start Setup Transactions = Recor

#§ 5 B ® O

Untransmitted Go To Create All
r Records ACH File Page Reports

(= ]

1d W IgaLIC LIE

Returns: Press the ‘Create ACH File' button below to create and transmit the
file. You may review the records and/or modify the settings below

A transmission method has not been selected. Please transmit the file
manually.

Your transmission file can be found (after pressing the button below) at -
C:\Users\Public\Treasury Software\To Bank\Returns_transmit txt

Congratulations.
Create ACH Return File

N _A.
]

g |

Create ACH File

Operations

1. Simply prepare the datafile as above in step 3. All other work has
been saved.

Note: Of course, your returns will only be a subset of the entire file. Delete the
records within Excel that do not need to be returned.

Reminder:
This would be a good time to backup your work. Click File > Backup.
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m HOME AUTOMATION PROFILES VIEW SETTINGS QUICKBOOKS HELP
* .,. \* 5 I " ﬁ D ﬁ Delete Records
!; | » { | =5 ,;
* ' + N [ Delete Entire Import
Home Backto Quick ACH File Import Add a Untransmitted Go To Create All
Welcome Start Setup Transactions ~ Record = Records ACH File Page Reports Create Reversals
Mavigation Getting Started Commen Activities Oocoops

Returns

Uiz this window to manually backup your data file (bed)
and to set the defaull options for the automatic backups,

Flease remember: These are account speciiic settings.
Repeat tha satup process for your other accounts.

Import Transactions

= Turn On/0M Automated backup. ‘When on, the system will make one
backup per day when you exit the account.

Backup directony [specify a netwark dive if avadable)
] Browse ...

Limit the number of backups in this deecton to [5_@

Done

Go To Create AC

Reminder: To create ACH Return files - you need a Processor edition of ACH Universal.
1.13.8.2 Notification of Change

Use 'Notification of Change' when you are the RDFI (receiving financial institution) and you want to
notify the originator (ODFI) of an error in the ACH transaction. Use a Notification of Change when
you can fulfill the ACH transaction. Use a Return when you cannot fulfill the transaction.

Important *kkkkkkk
Notification of Changes (as are Returns) are kept in a separate account within ACH Universal.

Setup:

1. Create a new account for Notification of Changes.

From the ACH Universal main menu select 'File', 'New Account', then select the option button
'CREATE'. We suggest, and for this narrative, we will name the new account:
Notification_of _Changes

Click through the wizard to complete it. At the end you will be prompted to enter your transmittal
information.
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Click Yes - Enter Transmittal Information in the ACH Setup Wizard

2. ACH Setup Wizard
The information on screens two and three of the ACH Setup Wizard should be the same as the
information from your other account.

Hint: For additional reference, cancel the wizard, switch back to your other account and note/print the
entries. Then go back to the account and re-start the ACH Setup Wizard from the main menu at
'File', '"ACH Setup'.

Screen Four - In 'Application - Standard Entry Class Code', the radio button 'All except EDI-CTX'
should be selected. Inthe drop down box, select:
COR- Notification of Change

Do not make any entries for offset records.

Click through the wizard to complete it. You will be prompted to exit and re-enter the account -
please do so.

Reminder: To create ACH Return files - you need a Processor edition of ACH Universal.

1.13.8.2.1 Notification of Change - Manually adding records

Once you have setup a 'Notification Of Changes' account, you can enter transactions that you have
received from other financial institutions.

Creating a Notification Of Changes record

1. Access the 'Add Record(s)' Window
Enter into the 'Notification Of Changes' account within ACH Universal.
From the ACH Universal main menu select 'Edit’, 'Add Record(s)".

2a. Recommended method - copy and paste from the original ACH instructions
Open the original ACH transaction in a text editor such as Notepad. Locate and copy the transaction.
Note: Transaction records start with a '6'.

Click on the 'Paste Detail' (2nd link). This will automatically populate the necessary fields for your
detail.

Then, return to the text editor and locate the batch header for this transaction. Copy the batch
header. Return to the 'Add Record(s)' window and click on the 'Paste Header' (1st link). This will
automatically populate the necessary fields for your header information.

Below is a sample batch header (row starting with '5") and transaction line (row starting with '6'). We
have included the first two lines as a ruler to help with the column positions (1 through 94). Of
course, the ruler rows are not part of the ACH file.

1 2 3 4 5 6 7 8 9
1234567890123456789012345678901234567890123456789012345678901234567890123456789012345678901234
5220YOUR COMPANY 1657777777PPDAUTOPAY 060815060815 1202881060000001
622248238184130009783 0000725152 AROUND THE HORN 0202881060000001
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2b. Manually enter the original ACH information - not recommended

Alternatively, you may manually enter the information into the window. Please note that this method
is not recommended, as the information must be EXACTLY as originally transmitted. Any
typographic error may result in a rejection of your Notification Of Change.

3. Notification Of Changes Code

On the bottom left of the 'Add Record(s)' window, select the Notification Of Change Code (ie.
incorrect account number, incorrect ABA number, etc...). Enter the correct information to the right of
the code. Click 'Save' when finished.

When finished ....

Create and transmit the records from this account. Please remember that these records will be in a
separate file from your 'regular’ ACH transactions, and the file will have a different name (see 'File’,
'‘Options’, "Transmit to Bank', 'Local File' for the name and location of this file).

Notes:

--Notification Of Changes are created in the 'Add Record(s)' window and may be edited/modified
before transmittal.

--Notification Of Change transactions are batched within the file with a transaction type of 'COR'.

Reminder: To create ACH Return files - you need a Processor edition of ACH Universal.

1.13.8.2.2 Notification of Change - Importing records

In addition to manually entering the Notification of Changes transaction, they can be imported through
the Import Wizard.

This functionality, the Bank Merger/ABA tility, is used when banks consolidate and an automated
method is needed to notify the ACH originators of the ABA change. Of course, the import
functionality can be used for any Notification of Change code.

Once you have setup a 'Notification Of Changes' account, you can enter transactions that you have
received from other financial institutions.

How do | start - Where do | get my data from?

Option #1 - ACH file
By far the quickest and most reliable approach is to get an ACH file from your bank or processor.

a. Use our built-in ACH2Excel conversion utility (from the main menu 'File’, 'ACH File Conversion’) to
create a comma delimited file.

b. Provide the Notification Code and new information

--If you are notifying for updated ABA/Routing humbers or account numbers, simply add them to the
chart (from main menu 'Reports’, then 'Notification - List of ABA's' or Notification - List of Accounts'.
Click the plus sign on the toolbar to add). The system will automatically enter the code and new
information.

--For other Notification of Change codes, add two columns to the comma delimited file. One for the
code (include the ‘c' in the detail) and one for the new information.
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c. Enter into the 'Notification Of Changes' account within ACH Universal. Start the import wizard and
select the '"ACH NACHA RETURNS' mapping template. This will map all the columns as shown
below.

Option #2 - Other computer file
a. If you have an in-house IT group that is supplying you with data - it should contain the information
below (with the exception of the last two lines - ReturnNOC_Code and Corrected Data_Resend).

Notes:

--It is NOT necessary to map each column in order to generate a notification. Banks vary widely in
their requirements of data - but of course, failure to include the information can result in their
rejection. This is bank dependent. The more information provided to the originator, the easier it will
be for them log your notice.

--The column in green, is the field to map to in ACH Universal.

--The middle column is a description, along with location of where the data was obtained from

First number - which record - header record '5', or the detail record '6'.

Second and third numbers - the start and end position within the record

--The last two entries, ReturnNOC_Code and Corrected_Data Resend, are not from the original ACH
transaction. The parenthesis refer to their location in the new Notification of Change file.

Sample data Deseription (Line number_From_To)} Map to ACH Universal
M EBS2006 Date (5_F0O_75) 1ate
130009753 Account (6_13_29)
245235154 ABAFRouting (6_04_12)
ARCUMD THE HORM Individual Mame (6_55_TE)
04567 | Individusal 1D (6_40_54)
22 Transaction Code (6_02_03)
202881 060000001 Trace (20_94)
Bank Dizcretionary (6_77_7TE)
G086 Descriptive Date (5_64_53)
Y OUR COMPARNY | Company Mame (5_05_207
Company Dizcretionary (5_21_40)
ABSFTETTTT | Company D (341 _50)
PPD Claz= (5_51_53)
AUTOPLY | Company Entry Description (5_54_B3)
1 Batch (5_88_94)
20288106 Originating DFI (5_80_87)
IV 25152 Amount_Unzigned (6_30_39)
220 Service Clazs 2xx (5_02_04)
Julian_Settle_Date (5_76_73)
CO2 ReturnMOC_Code (7_4_6)
063000047 Corrected_Data_Resend (7_36_64)

b. Provide the Notification Code and new information

--If you are notifying for updated ABA/Routing numbers or account numbers, simply add them to the
chart (from main menu 'Reports’, then 'Notification - List of ABA's' or Notification - List of Accounts'.
Click the plus sign on the toolbar to add). The system will automatically enter the code and new
information.

--For other codes, add two columns to the comma delimited file. One for the code (include the 'c' in
the detail) and one for the new information.
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c. Enter into the 'Notification Of Changes' account within ACH Universal. Start the import wizard and
select an unused mapping template. Map the columns as shown above.

When finished ....

Create and transmit the records from this account. Please remember that these records will be in a
separate file from your 'regular’ ACH transactions, and the file will have a different name (see 'File’,
'Options', "Transmit to Bank', 'Local File' for the name and location of this file).

Notes:

--Notification Of Changes are created in the 'Add Record(s)' window and may be edited/modified
before transmittal.

--Notification Of Change transactions are batched within the file with a transaction type of '‘COR'.

Reminder: To create ACH Return files - you need a Processor edition of ACH Universal.
1.13.8.2.3 Notification of Change - Creating files

Creating files

Create and transmit the records from this account. Please remember that these records will be in a
separate file from your 'regular’ ACH transactions, and the file will have a different name (see 'File’,
'‘Options’, 'Transmit to Bank', ‘Local File' for the name and location of this file).

Automation
You may automate this process using our command line interface.

Reminder: To create ACH Return files - you need a Processor edition of ACH Universal.

1.13.9 sqL Lockout
SQL Lockout - Resetting the SQL settings

Use this page if you have been up and running using SQL Server - and then
your Network Administrator changed a user's password SQL password - or
other connection information.

Rather than uninstall, reinstall and re-configure Treasury Software, you can
simply reset the SQL Settings.

This article covers:

1. Accessing the 'Reset Connection to Desktop'
2. Reconnecting to SQL
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1. Accessing the 'Reset Connection to Desktop'

a. Start the software at the workstation.
If you have already entered a license code, click on the '‘Back to Welcome'

button on the lower left corner. If you have not entered a license, proceed to
step b.

= Treasury Software

Accounts
A samale
Impont Transactions Add A Record
Create ACH Fia
ifa
5
ACH Setup

Back 1o Weioms
Bccoeants
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b. On the Welcome New Users Page, select Help

Treasury Softwane
Home Hdp

Welcome
My Uais

Sample Accownl E

Saleck on e right

Welcome New Users

Advanced F

s Eosting Acoount

S sk posiires pay lornats. Cesabe and Transmil your
chesck issus flss sulomaticaly and eror ee

Bank Reconcilizion
High Speed auinmated matching and excepliion reporing. Can be used
& rmatch Bath fnarsal as well aa non-hnancial data

c. Select "enter License Codes.
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qummlﬂlw

Felp =

Hewree:
: - s % Enter [ Remove Licerse Codes
3 o & D@ e Rl
. . ) & Ordering Info
Saftwere Help  Irwtalling, Reinstaling Moving  Videos Azka  StariOnline  About Website Online

Tapics ad Upgrading Checidists and FAGYs Questiom Mesting tnore Lizenie Agresmerd [ELILA]
Updafes Support Licerme

IFr\.!n-- § Rarezred Liceriae Codes

Sample Accoust %

Select on the right

i « | Welcome New Users Utilities

U doiting account

mn ABA Listing
K

CHA ol Suppons popalar

Bank Posilive Pay
5 all mjor bank posiive pay imats. Creste and Transmit your ‘i# ALH-2-Exced

chgck daue s aulcsnabeally and s i

Bank Reconciliation T
High Speed sulmaied maiching and excepbon reporbrg. Can be ussd Fi ALCH-Marge
0 maich both finances as well 23 non-inancial dat. 1

... BAl Uhilities

Entering into the

The system needs to enter into an account in order for you to enter your licenses.
Can we enter into the Sample account?

Click QK to continue, or Cancel to Cancel,

QK ) Cancel

Tip: While there are a lot of message prompts below - just remember:
When asked to create an account - click 'No".
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-
Welcome - Create Accounts.

Congratulations and welcome to the SQL Server version.

Your next step is to create accounts (including the "Sarmple’ account) on the
b server.

Would you like to do this now?

Il Mote: You may not have access rights to the file (see line below).
Login failed for user 'userl’,

- "l
Treasury Software " M

The system was unable to open your 0L Server account 'sample’, I

Please check that the account has been created, you have access to it - and that
the server is currently available (running)

Please contact your in-house support for additional information,

Module: Modulel
I' Procedure: Opencnns

Error Mumber: 0
il Line=0

It will repeat - select No.
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Congratulations and welcome to the 5QL Server version.

Your next step is to create accounts (including the "Sample’ account) on the
b server.

Would you like to do this now?

Il Mote: You may not have access rights to the file (see line below).
Login failed for user 'userl’,

i
Yes

r B
Treasury Software ﬁ

The system was unable to open your SQL Server account 'sample’, '

Please check that the account has been created, you have access to it - and that
the server is currently available (running)

Please contact your in-house suppoert for additional information.

Module: Modulel
I Procedure: Opencnns

Error Mumber: 0
Line#: 0
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T5_REPCRTING

Please exit and then re-enter the software so that you can see an updated account
list,

(I I

- ™,
(% Maintenance ﬂ
Periods Fleglster saL |Tes.t Permissions | Switch F‘rugrarnsl Other

- Enter both 1D and pazsword. then click 'Register’

License |0 [digits only) I—
License password [and '99' codes] I Register

Show kevstrokes

Authentication - If an ‘Authentication’ code Subscription - [f a subzcription extender Remove license. |f you need
waz emailed to vou. [on-line failed) code waz emailed to pou [on-ing failed) to move o a new machine.

| Authenticate I Ewtend subscription Femove License

Mote: Machine specific and casze senzitive

Car't find your licenze information?
Cloze |
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o "
(™ Maintenance ﬁ

Periods l Registerl SQL l Test Permissiunsl Switch Programs :

Thiz window enables users to run certain maintenance routines bazed on Treasury Software support
recommendationz. Only iterms which May" be appropriate for your verzion are dizplayed. Do MOT run any of these

features without firzt cunstﬂnq with Treasum Software.
' Rezet Connection From SCL To Desktop [brd] } C"ck a nd exit the SﬁftWﬁ re

Other support links

|Ipdate Beconciliation Statement Codes [all Bank Rec upgraders - click thiz and Reset Stored Procedures]

Delete Sample [SCL Express/Server]  Audit Counter Beset  BReclass Profiles from an uparade QB CHEASAN

Clear integration table  Clear unimportables  Subscrphon date  Beset Bemote Desktop [password required

Encryphion reset Password Confirm Import Log #'s ASCI L kiliby
Reset CTH ACHMerge 2013 Email Maintenance

Redirection = True C: A\ sershPublich T reazum Software Cloze

When you restart the software, you will be in desktop mode.
You will only have a Sample account.
Enter into the sample account.

Summary:

While there are alot of message prompts - just remember: When asked
to create an account - click 'No".

2. Reconnecting to SQL
From the Ribbon Bar, select Settings > Migrate to SQL Server and follow the

prompts.

Enter the new settings in this process.

FH sample - Treasury Software 201 R =
File Home Profiles Samples View Settings QuickBggk

% D Encrypt Database @ ]miE [ HeaderInfo

Encrypt ACH File g§E Offset Record - H
Access ACH File  Transmissicn Migrate to SQL Migrate to Remote  Citrix | —

Control B3 Change Password Setup Opticns 5 File Location Express, SQL Server Desktop, Citrix Maint
Security ACH File Settings Multi-User Advanced

L N

;_ St [ Import, System
¥ N

S

Maintenance
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Done.

1.13.10 U.S. Bank Secure Payment

ACH Universal enables you to create files that are compatible with U.S. Bank's
Secure Payment format.

While the Secure Payment format is similar to an ACH file, there are several
differences. To account for these differences, you will need to enter a custom
code into ACH Universal.

l. Setup
1. Download and install the software:
http://www.treasurysoftware.com/download.aspx

Tip: If you are installing for a multi-user environment, please see additional
documentation at:
http://www .treasurysoftware.com/support2-Install-Center.html

Start the software if you haven't done so already.

2. Create a new account by selecting File > New Account > Create
Complete the wizard.

3. Enter your custom code obtained from US Bank

You can enter the custom code by selecting the Settings tab then 'Import,
System' to access the Options window.

Then enter your code on the 'CustomCode 1' line, press 'UPDATE', then
'‘Close'.
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ACH Universal

HOME AUTOMATION PROFILES SETTINGS
% i3 Encrypt Database x ﬁ [E] Header Info

= Encrypt ACH File ECI Offset Record

Import, System

Access ACH File  Transmission Migrate to SQL Migrate to Remote  Citrix
Control =] Change Password Setup Options B9 File Location Express, SQL Server Desktop, Citrix Maint | @y Archive/Restore

Security ACH File Settings Multi-User Advanced

343a

import | Reports | System | Resume Startup | B

1 ! Custom Code 1 |0
9 P Custom Code 2 [

i | Custom Code 3 |
Custor Code 4 |
Custom Code 5 [
Import Transactions Custom Code 6 |

Custom Code 7 |

#*

Workstation Seftings - Must be entered at each workstation
System Entry 1 |El

System Entry 2 [

Go To Create ACH File Page

Note: Upon clicking 'Update’, you will receive the following message (assuming
you entered the correct code):

Updated to US Bank Secure Payment

4. Enter your Company Information in ACH Setup

You can access the setup wizard from the lower left corner of the program
home page.

Please enter all four line items as supplied by US Bank.
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Please enter as provided by vour bank. Didn't get instruchons from wous M?ﬂmw

Your Bank's ABA/Routing number |
[Immediate Destination |0, posibors 4-131 Ex 2B 066"

“four Bank's Name . |
(Immesdiate Destination Name, positions 41-63) Escample ‘Bank of Arw Town'

Typically 1" followed by your Fed ID# (10 dighs total, no dashes) [

You Ewﬂm ) |
(Immediate Orngin Name, positions 64-86] Example *four Company’

\ WV

- Quick Setup - Use common defalts, highly recommended for first time users.
Tige Start wath the defaults, you can shways retun to this wizard to update.

" Advanced Setup - Access all selup ophons

Hep | Cancel | <Back [[ neio | Eiish

Congratulations - you're done with the account setup.

Il. Creating a file

5. Importing transactions

Click the Import Transactions button on the Home Page to start the Import
Wizard.

Point to your Excel or csv file with the following fields:

Amount

Employee Name

ID_Number

Click next to bring you to the Mapping Window. Map the fields as noted below.
****IMPORTANT - The amount field must be imported as a credit

(negative) *rx***
Either:
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Have your amounts signed as a negative and map as 'Amount'

or

If your amounts are not signed (positive), map as 'Amount_Reverse_Sign'.
Failure to sign the amount properly will result in an improperly formatted file.

This screen lets you select each column and decide: Select a Mapping Template

-to skip the column, and do not import (red) - -
-import the column and assign it to a field (green). IAEH Transactions _I

You do NOT need to map every field [ save as default

To collect funds [from customers) - use positive amounts

To pay funds [vendors, employees) - use negative amounts
To 'fiip’ the signs of the amount, use "Amount_Reverse_Sign',
rather than ‘Amount’.

Only map the columng you need to import [chick the column to select).
[Gelect ] v | <= Show all field selections
Field 2 Field 3 Field 4
Vendor Code/Dest | Employee #
Arnold, Mary 17709
Azrin, David 57960
Block, Heidi 90074

Butters, Manlyn | 34137

Hep | Cancel

Click Next, review your records and complete the wizard.

6. Create the Secure Payment file
Click on Create ACH File to create the file.
Send this file to US Bank.
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Notes:

--The US Bank Secure Payment utility is different than an ACH file. Other
features within ACH Universal may not be compatible with this format.
Setting or engaging features not documented on this page - may result in a
Secure Payment file no longer compatible with US Bank specifications.

--This format requires a Processor level license.

Need additional assistance - please contact Treasury Software Support at 866
226-5732 or contact us.

U.S. Bank and the U.S. Bank logo are registered trademarks of U.S. Bank

1.13.11 RBC Royal Bank of Canada
RBC Royal Bank of Canada

Who should read this page:

This page is for Canadian users who want to originate ACH payments with
RBC - Royal Bank of Canada and the receiving bank is also Canadian.
ACH Universal is fully compliant with the Royal Bank of Canada when the
following option settings are selected.

Note: If a Canadian user wants to have the receiving bank in the US, you'll need
to create an IAT transaction - and these instructions can be found at ACH-IAT.

To originate with the RBC - Royal Bank of Canada:

1. Click on ACH Setup from the Home page of the software.
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ACH Universal

HOME = SAMPLES  PROFILES  VIEW  SETTINGS i':-‘.'-L.E::::-.i’ HELF
#f LR & 5 B B D

Home Backto Quick ACH File Import Add a Untransmitted Go To Create Al
Welcome Start  Setup Transactions =  Record ~ Records ACH File Page Reports

1..‘:.IGF.'.I.'I' ething ataried LOMMon ACTIhesS

Sample ACH File Setup

Import Transactions Add A Record

NN
>

Go To Create ACH File Page

2. Click Next until you get to screen 5. Tip: At screen 2, you'll need to select
'‘Advanced' to continue.
Enter 'CA' for your Discretionary Data.
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Preferences

Descrption on your recipient’s bank statement. A simple entry such as: Dues, Payroll, ePay will
suffice. [Company Entry Description, 10 characters max, record 5, positions 54 - 63)

Compary Discretionany D ata [not displayed on recipient's statement]. Batch Header [record 'S,
positions 21 - 40]

Default effective date. Only used if a date is not included in the imported file, Default is set to the
next available banking day during the import process. If the data is mported on Satuday or
Sundayp. it iz calculated from the most recent banking day [Friday).

Notes:

~Holidays are not taken into account.

--The effective date provides the default value for the descriptive date. |f you want to specify the
descrptive date, see the ‘Advanced tab on the last panel of this wizard.

~Inchede dates in your mport fils for maximum control.

Discretionary Data (not displaved on recipient’s statement]. Transaction records (&', positions 77 -
78). Rarely used, except in Canadian onginations (insert either US or CA).

[ Cieate separate batches for debits and credits [appends Company Entry Description above with a'D" or 'C')

<Back || Newt>

3. Click Next until you arrive at screen 7. Click on the far right tab Advanced >
Non-standard adjustments > Perform no verification of ABA numbers.
Click Finish.
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Offset records | €T | TXP, TEL, WEB | international | Banking Edtion__Advanced |

& Perform no verification of imported ABA, numbers

4. Finally, RBC uses an embedded login record for security. Note: If you are
uploading to a correspondent bank, you might not need to include this.
As with all of the settings, consult with your banker.

To enter your login record, click on Settings > Transmission Options > Local

File > General > and enter the login record as shown below.
Click Close when finished.
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% |¢H1 Encrypt Database x ﬁ d"‘%der nfo .‘&" % = - [é Import, System
== & o

s R
Encrypt ACH File ¥5 Offset Record L& Maintenance

Access ACH File Transmission Migrats to SO Miorat B ¢ ¢
Control [E= Change Password Setup Opt store
Security ACH File Sel j
Dynamic Naming | E-mai’_Local File | Firewal | Emai Text | Advancediegacy|  «|»
Sample Gener n Fie |
Transmission File Location
|C-\Users\Public\Treasuy Software\To Bank\sample_account_transmit b J
| Defaut File Name, inchude extension (pre-set in 'Sample’ account]
{ \ Mote: Allissus fles ae sichived and can be found st :
9 C:\Users\Pubbch\Treasury Software\archive
i I Lagt Line of Transmission Fis

[~ Add an exira CRLF [Camiage Retun / Line Feed) after the last line of the file.

Logn record - 1st line of fle [precedes ACH formatted lines) | rare

[$3ADD

Lact line of file - [follows all ACH formatted Enes) - very, very rame

Go To Create ACH File Pagd

You're all set. Of course, if you are working with a correspondent bank, and
they advise you to skip the login record (or other setting), as always - please
follow their specific instructions.
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1.13.12 CitiDirect NA ACH Global File Format

Citibank

This page is for CitiDirect clients who are on the Global Electronic Customer
Delivery platform.

The format is also referred to as CitiDirect File Import (5.1 latest format), North
America — United States Flat File Import Specification.

If your Citibank account is not on the platform noted above - and it accepts a
standard ACH (a.k.a. NACHA) files - stop here and do not use this page.

ACH Universal™ creates both the ACH Credit and ACH Debit record formats
for CitiDirect.

ACH Universal helps you create EFT files for:
Direct deposit for employees

Collections from customers

Payments to vendors

ACH (NACHA) vs CitiDirect processes
Unless noted otherwise, all processes are the same for the two formats.
Please follow the same instructions and videos as the NACHA format.

All major functions of ACH Universal that are used to create ACH files, are also
available to create the CitiDirect files. This includes:

--Excel and csv file import, and profile-based import

--QuickBooks integration

--Email notification

--Security features including encryption, web and/or SSH transmission and
SQL Server support

--Automation - Software Integration Kit

Notes:

--Bank accounts should be a one to one match to accounts within ACH
Universal. If you are using using multiple origination accounts, please create
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an account within ACH Universal for each account, as our multiple origination
account format (stacking) is not applicable for this format.
--ACH-CTX is an EDI format, and this is not supported in the CitiDirect format.

Ready to get started? See our setup page.

1.13.12.1 Setup - CitiDirect ACH File Format

How to create CitiDirect ACH Credits and ACH Debits for the
North American Global Platform
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1. Create a new account within ACH Universal
Click File > New Account and complete the Wizard.

2. Start the ACH Wizard.

To start the Wizard, on the Home page, click on the 'ACH Setup' icon on the
lower left of the main screen to start the ACH File Setup Wizard.
Alternatively, on the Home tab, click ACH File Setup.

feo

FILE

Add a Untransrmatted %0 To Create al

Qiﬂﬁifﬁ

chionsg = RgCorg * REeCOrgs L 'I:".'ig'." ".:'F:".‘u

Sample
L —
-
Pl
1 +
Import Transactions Add A Record

Either

Go To Create ACH File Page

x

ACH Satup

3. Access the Citibank Options panel.

Please continue to screen 7 of 7 by clicking 'Next'.

Tip: At screen 2, you'll need to select the radio button at the bottom to opt for
‘Advanced'.

Click the Advanced sub-tab, then non-standard adjustments.

Click on the Citibank - Show Options' link.
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[T Restart Trace Mumber at One For Each File Seed iace number |

" Check validity of imported ABA numbers using checksum calculations
™ Perform no verification of imported ABA, numbers

Citibank: - w O phigns

4. Complete the Citibank Options panel

Click on 'Activate Citibank format’, then enter your bank account number.
Leave the two remaining options on their default setting unless instructed
otherwise. Click OK.
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Citibank
CitiDirect File Import Format for North America, US Flat File Import. Global
Electronic Customer Delivery. Includes Debit and Credit Records (not NACHA).

Citibank F eatures (non-NACHA)

¥ Activate Citibank format (check to turn On)

Enter your 8 digit Citibank account number |3333333

Display date in either the Value' date field or the Processing (default) date field.
* Processing Date
" Value Date

r Display Transaction Reference Number, Field 25. If CitiDirect is setto
Full Auto’ or "Prefix Auto’ leave unchecked (default unchecked, suppress)

FAQ
Should | enter any information within the ACH File Setup Wizard (7 screens)?
No, please leave the settings at their default settings - and any entries empty.

Click 'OK" when you're all set.

Sample Output
After you complete the process, your file will look like:

File Edit Format View Help

HUSEACHEF# 44487251, 52448008008 8444444 4444201511124 4444 #PPDEAutOPayH#NFEA#4#44#4014130009783#A0m
#USHACHI######460637.614#0248237954284Berglunds snabbkOp##7308883308##4#4#44201511124444#4#PFD#AULOP:

< >

Click on the file - or on this link to open the file in Notepad - CitiDirect-ACH-

DebitandCredit-sample-file

1.13.13 Custom Codes

This section is to document code extensions for clients with whom Treasury
Software Support has been working with.
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Do not enter any custom code unless you have been contacted by Treasury
Software support to do so.

There may be additional procedures, update routines and archiving processes
that run in the background which are not documented in this section.

Treasury Software cannot support the unauthorized use of custom codes for
clients other than those for which this code is intended for.

1.13.13.1 369

Custom Code 369

Do not enter this code unless you have been contacted by Treasury
Software support.

There may be additional procedures, update routines and archiving processes
that run in the background which are not documented here.

Treasury Software cannot support the unauthorized use of custom codes for
clients other than those for which this code is intended for.

Alternative QuickBooks email address

Before you begin:

A. Backup your QuickBooks data files.

B. Backup your Treasury Software account file (brd files). Please use either
File > Backup or simply copy using WIndows Explorer to copy the folder C:
\Users\Public\Treasury Software

Did you backup your data - we really mean it!
Next steps:

1. Download and install Treasury Software version 2016, build 606 or later from
http://www.treasurysoftware.com/download/index.aspx

2. Start Treasury Software. From the main menu select 'File' > 'New Account' >
'‘Add an Existing Account' to your catalog and select the .BRD (account) file to
add to your catalog. Allow the software to update the account(s) if prompted.
Repeat this step for each .BRD (account) file. Enter your new license codes.
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3. Enter into the account in Treasury Software you will be using.

On the main ribbon bar, click Settings > 'Import, System' > then on the pop-up
window - Custom tab (on the far right) > enter 369 in Custom Code 1 > Update.
Close the window when complete.

B3 Options o

Irnpart| HEM Custom |

Enter Custom Codes here [a:munt-wida]‘/

Custom Code 1 |369
Custom Code 2 |
Custom Code 3 [
Custom Code 4 |
Custom Code 5 |
Custom Code 6 |
Custom Code 7 |

Woikstation Settings - Must be entered at each work station
System Entiy 1 [n

System Entiy 2 [ Refresh

Eluse|
Populate/Reset - Custom Men

In QuickBooks

4. Enter into the account in QuickBooks you'll be using. Enter into the Vendor
Center and select any vendor and edit that vendor. Select Additional Info tab >
Define Fields. Create the two additional fields for vendors (and make sure that
you check the box to display):

Email P1

Email P2

Save your work. When finished it should look like the image below.
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[

enoor nave Bank of Anycity

CURRENT BALANCE 0,00 How do | adjust the current balance?

CUSTOM FIELDS
BANK ACCOUNT NUMBER | 333333333
UMBER 081000045
CHK

Account Bettings

Additional Inf:

Define Fields

Vender is inactive “ Cancel Help

Let's now move your email addresses from Alt Email 1 to the fields Email P1
(and Email P2 for overflow).

5. In QuickBooks, run a Vendor Contact list report by selecting Reports >
Vendors & Payables > Vendor Contact List.
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Report Center
hits] Memerized Reports
Commented Reports
Word Company Snapshot
| Process Multiple Reports

n f' Company & Financial
Customers & Receivables

Sales

Jobs, Time & Mileage 1E EEE D47E =iailz
of Any Vendors & Payables AP Aging Summary I°

# NOTE

Holzha FPurchases A/P Aging Detail |
Inventory Vendor Balance Summary »FC

of Ay  Employees & Payroll Vendor Balance Detail

folzhal - ganking Unpaid Bills Detail e

Main £ accountant & Taxes Accounts Payable Graph

w w w w w w w [l w w w w

efield, Byggets Transaction List by Vendor nce
_— List 1099 Summary
1 Contributed Reports v 1099 Detail
giagy| Advanced Reports Sales Tax Liability
Custom Reports *  Sales Tax Revenue Summary
FILTE Vender Phone List 330
. Transaction History Viandor Contact List .
WM™ Transaction Journal _ e =rrrOL!
1482 MATZRI020 Charkinn
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Add the Alt Email 1 field to the report by clicking on Customize Report >

checking Alt. Email 1.

Edit ‘\iew Lists Favorites Compa Cusiomers Vendors Employess Banking Reports Window Help

Vendor Contact List
on Report Share Template Memorize Print * E-majl * Excel = Hide Header Refresh

Larry's Landscaping & Garden Supply
Vendor Contact List

R , g Lht.'_'. amhar 15 302
Display Filters Header/Footer Fonts & Numbers

Bayshone VWale
Brcram Equapims
Cal Gas & Elec)
Caal Tihephond:
Calinl Company
Camgson, Patn
Chers Markiey

ity ol Baiyshae
Caty ol Mackiehi
Compuer Sena
Caonner Garnden
Emphoyrent D4 Linkadin

Enprriess Dhvis Facebook

Geoal Slafrmr.h Twittar Put a check mark next 1o each column
Gussman's Hur *  thatyou want to appear in the report.
Iermal Rewnid

Mendars Mty
Betial Works
Medidiefieid Hurd
WMike Soopekie
Holan Hardward
Hye Propemes
e i ]

Pabo & Desk D)

QBCC - 5678

COLUMNS
Search Columns Sorthy Default -

Nv Shortcuts

s = Ascending order 4
. . & Sortin 2
Main Email Descending order &%
CC Email
J Alt Email 1 l
Alt. Email 2
Website

Rewvert

6. Save this report to Excel. Note that you will have a column header titled
‘Vendor'.

7. In Treasury Software, select QuickBooks > Update Vendors in QB > select
the file and click Next.
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L]
B Croste Pavroll Skt Deoogts | B Delete Records — ..
li§ Create Pay gt Depe B -
B vy Poyt Syt Onporis | [ Ot Bttt = .
|igy Manage Payroll Split Deposits | [ gk Delete Entire bmpe e s
W Creste Pre-Motes " Create Reversals Lk .;:-.? % in
ﬁ | 1 T Customen, Employess, and Vendors Import Wirsed =
-
. Select e scurce e b mport OR
>ACH Cut o Parite the dats Inom Encel b S gred belows
Go To Home
" I T
Getting [ See! 4 ekt o irted
Excel, csv and all maj p ke
Select File H
—— -
- =
+ Pasie From Excel
Field 1 Feld2 | Fdd3 | Feddd | Field5 | FldB = FieldT | Field £ -

Than chck ‘Maxt'

E’uuTﬁ

Map only two fields:
Name

ACH_Email _Address
and complete the wizard.
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Note: Do NOT map any other fields.

1t ACH Column Mapping X
Thiz sereen lets vou select each column and decide: Select a Mapping Template

-to kip the column, and do not import [red)

~impaort the column and assign it to a field [green]. |Eustm‘nm Plus j
You do NOT need to map every field [T save as default

To collect funds [from customers] - use positve amounts
To pay funds [vendors, employess] - use negative amounts
To 'fip' the signs of the amount, use Amount_Reverse_Sign',
rather than 0
Ornly map the columns you need to import [chick the column to select)

[S elect ... LI
[ Meme | [ | | | | ACHEmai Addess

Field 1 Fiel Fi_ Fi Fiel Fiel Field 7 Fieh
Yendor in Bill1 Man Email
B ayshore W ater 3 Bay accounting@treasuysoftwane. com
Brown Equiprment Brew licersingEreasupsofbware. com

1] | N

|h|HBiP| Help | Cancel | Next >

When finished, you'll get a 'Done’' message and this report.
The header will be listed. Please review for any other vendors.

1 QB _Errer_ Update_sample.tet - Notepad

File Edit Format View Help

hreasury Software was unable to update the folleowing profiles in QuickBeooks. This may have been due to an
apostrophe in the name (or other special character), or a wrong classification (Customer vs. Employee vs. Vendor):
Vendor

This 1s normal and expected.

Listed will include column headers and
blank rows.
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Congratulations!!

Setup is complete. Use the software as usual. When emailing ACH remittance
emails, the system will use the address in Email P1 (and Email P2) as rollover.

FAQ's

Why are there two fields Email P1 and Email P2?

There are length limitations within QuickBooks, and any emails too long will roll
to the next field.

How | enter new email addresses in?

If they're 21 characters or less, you can simply enter them into Email P1.
However, for simplicity (and having to avoid counting) - you can split them
between both fields at any point.

For example:

Email P1  accounting@

Email P2  treasurysoftware.com

During the email process the system simply concatenates the two fields.

1.13.14 FAQ's

This section has a number of common questions that are asked and we
answer.

1.13.14.1 How do | change the effective date on something | just imported?

If you want to change the effective date on something you just imported follow the steps
below.
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1. Select Untransmitted Recordsicon from your top menu bar.

FILE HCOME SAMPLES PROFILES REPORTS SETTINGS QUICKBOOKS HELP

ﬁ gj !! x EEE |::_|-EI- IE ER Delete Records =, [ ACH-2-Excel

. . . [‘} Delete Entire Import N :'_i’, ACH-Merge
Home Backto Cuick ACH File Import Add a Untransmitted J Go To Create All Emnail

Welcome Start  Setup Transactions *  Record = Records ACH File Page  Reports ) Create Reversals + & ACHRetumFiles ~
Navigation Getting Started Common Btavities

Coooops Lhilities

2. Select the records you want to change the effective date. To select the row select
where the red arrow is pointing.

Drag a column header here to group by that column

Date T Amount X Name ¥ ID_MNumber X Import_Mumber X ABA Routing Mumber X Account(last4) X Lastmodifiedat ¥ Last medified

% 41172016 -$7817.58: Que Delicia 21 :55:21 B
04/11/2016 -8535.06 Bottom-Dollar Markets 100 549040602 8281 04/10/2016 08:55:20PM - TS Work ID
04/11/2016 -5§2,873.06 Wartian Herkku 100 587900542 8390 04/10/2016 08:55:20PM TS Work ID

3. Select the change date icon *“'ﬂ thiswill allow for you to select a new effective date.

Actions  View  Export  Add Edit Record

cdddE= Xd»2/00 5@

|Ur|t|ansmittedACH Records ﬂ |Pd| Periods ﬂ Frgif: (hange Dates To: Run

4. Change your date and select Apply Dates

ot Change Effective Date W
Effective Date

Choose the new effective date for the selected records from the grid. Click Apply Dates to update the
records or Cancel to guit.

Mew Effective Date P512/2016 w
| May.2006 |
24 25 X% 27 ¥ ¥ A
1 2 3 4 5 & 7
Cancel & 5 10 11 @13 14 el Apply Dates
15 16 17 12 1% 20 A
2 23 M B M XA Y
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5. Select the Homeicon to take you back to the main screen to finish importing your
file.

FlLE OME SAMPLES PROFILES REPORTS SETTINGS QUICKBCOKS HELP
.. \} 5 = = “Tj Es Delets Records
o =0 ——

H

r

. " ) [ Delete Entire Import
Home Backtc Quick ACH File Import Add a Untransmitted  Go To Create All
Welcome Start Setup Transactions = Record = Records ACH File Page Reports 9 Create Reversals
Mavigation Getting Started Commen Activities Coooops
Actions  View Export  Add Edit Record
A4 = m= » 3
sHdF*sE= XdraeeENe
|Untransmitted ACH Records | |All Periods =] Frem: |p10171980 [v] Te: 12312028 [v] [ Run
Drag a column header here to group by that column
Date ¥ Amount X Name ¥ ID_Number ¥ Import_MNumber ¥ ABA Routing Number % Acc

-§7.817.58 Que Delicia

6. Select Goto Create ACH File Page

7. Select Create ACH File and your file will be ready to go to the bank.
1.13.14.2 How to | create a balanced file or offset record or have debits equal credits?

To create a offset record which is also known as having your file balanced can
be done by following the setups below.

Open the account you want to be balanced.

From the top menu select the 'Home' the select 'ACH Setup’

FILE HOME SAMPLES FROFILES REPCRTS SETTINGS QUICKBCOKS

E [T —— == o

Home  Backto Qulck f-".I:H File Import Add a Untransmitted  Go To Cre

Welcome Start Setup Transactions = Record - Records ACH File P
Mavigation Getting Started Common Activities

Proceed to the 4th screen (into advanced).

First you will want to Enable the offset record, see the red arrow.
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Input your bank’'s Routing number and your Account number then if you want put in
your Company name.

Once you are done select Finish.

‘s ACH Setup - o IEN|

Oiffset Files [orly # requested by pour bank]

= El"lﬂi!t.ﬂﬂl 'm Fr\eq.u:rq!ll:m b iz Bot arvp purposs | Mole: Alears cnly
h

“iour ABA/Fouting 1 \EERIMER ore olfoet recoid per batc
i

e # W Muitpds Martachons per Batch [delaull, most oomon|
™ Fuosce one ansacton per batch [do not uss with LAT]

‘flour company name Ol

Olfigat IO [iphicnaal]

Audvnacid Off et Dptiong

Congratulations.

Tou have completed the Basic setup. Click ‘Finish®.

Uj.w]hwn spochic sdvanced reods:. feel fiee to select Advenced petup [chck Pudvanced

Mobes:
~Bagie petup sccomimodales vitualy sl sl
- yosn et Lhe Ruhvancad setup, wou masy skap theough the foems Thesrm sie no isqueed enines

Scsmer 4 of 7 Help Cancel <Bock || Advanced> |  Ewin |

1.13.14.3 How do | re-import a file | just created?

Have you ever needed to re-import a file that you just created because you had
made a mistake? This can be done very quickly by following the steps below:

1. Select the Delete Entire Import icon on the Home tab main menu bar.

e

FILE HOME SAMPLES PROFILES REPCORTS SETTINGS QUICKBECCKS HELP

* E e! x ﬁgi E‘_ z§ i"i: ||ZD B Delete Records g \;’_'EACH-Z-E)(CEI

B?‘ Delete Entire Import :'.i'_ ACH-Merge
Home Backto Cuick ACH File Import Add a Untransmitted  Go To Create All Email )
Welcome Start  Setup Transactions = Record = Records ACH File Page  Reports O Create Reversals +  &J ACHRetum files ~
Navigation Getting Started Commen Activities Ooooops Utilities

2. Select the import you want to delete.

Import_Number ¥ ImportedOn % From ¥ To ¥ Count ¥ Amount X File Name ¥ Table ¥ Full Path ¥ Usemname x

» B 041072016 09:13.. 04/11/2016 10411172016 101 | (3487,614.25) ACH_with_Acco . | [Sheet15] - ClUsers\Publicl.. TS Work 1D
041072016 08:19.. 04/11/2016 0411172016 91 (5446,494 66) ACH_with_Acco..  [Shest18] C:\Users\Publicl.. TS Work ID
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3. Once the import is selected look for a red X to delete that import.

Adions  View  Export

o EE *gﬂrﬂ:{g &, RecordDetail @)

|Import Logs d 1—-]\ Periods J From: Te: Run

Drag a column header here to group by that column

Import_Mumber ¥ ImportedOn X% From ¥ To ¥ Count ¥ Amount X File Name X Table % Full Path ¥ Username X

ENHDI"-_-'{HG 09:19...50-14‘115_-‘{)16 04/11/2016 101 (348?.61-1.25)§ ACH_with_Acco... [Sheet1%] EC:\Users\Puinc\.. TS wark [D

100 041102016 03:15...04/11/2016 04/11/2016 N (5446,494 66) ACH_with_Acco_.  [Sheet1S] C:\Users\Publicl.. TS work ID

4. Confirm the deletion.

Confirm Delete

I.-""_"\-.I You have selected 1 row(s) for deletion. Choose Yes to continue or Mo
w0 to exit,

5. Once the import is gone you can re-import your file.
1.13.14.4 How do | re-import my QuickBook file?

If you need to re-import a file you made using QuickBooks integration, you can
do this by following the steps below:

1. Select the QuickBooks integration button from the main tool bar.

FILE HOME SAMPLES PROFILES REPORTS SETTINGS HELP
E}. Create Payroll Split Deposits E& Delete Records % [ = ] ['Ei Options Window
E% Manage Payroll Split Deposits | [ Delete Entire Import = D—J Multiple Accounts
QuickBooks Send
" Create Pre-Motes ) Create Reversals Integration
Specialty Transactions Coocoops Select Records and Create ACH Files Email Integration Options

2. Select the date range you need to re-import.
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59 CuickBooks Integration

] Utities | Settings |

9 I Thiz window dizplaps ransactions in QuickBooks that need to be sent to ACH Universal
“=n

Yiew af QuickBooks tranzactions
Step 1. Wiew QuickBooks data

Fru:um:f 1,-'1;2|:|1?j Too | 12/71/2020 vb Yiew tranzactions

3. Don't panic the next screen you will be show any transaction.

[ QuickBooks Integration bt

Tranzactions ]Utili‘tiesl Seﬁingsl

9 l Thiz window dizgplays ransactions in BuickBooks that need to be sent to ACH Universal
=

View of QuickBooks transactions
Step 1. View QuickBooks data

Frar: | 1;"15;"201?j Te: | 1.:’15;"201?j T | [v Hide transactions rizzing banking information
[+ Hide tranzactions already processed

Do not send [temparary) | Do ot send [permanent) | Send [over-nide) | E dit Memo field | Export to Excel J
[rehit - Collect Credit - Pay out
Date Ref # MHame (T eieamey Burelres, Vs Memo (B Account Mame

Step 2. Send transactions to ACH Universal
Debits Credits Tatal

Amount | £0.00 | 000 | $0.00
Count | o 0| 0

Send hansactions to ACH Llniversalg
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4. When you remove the check mark next to Hide transactions already process
(see red arrow) your transactions will re-appear.

B3 QuickBooks Integration s

Tranzactions ]Util'rtiesl S&ttingsl

9 I Thig window displays tranzactions in QuickBooks that need to be sent to ACH Universal
“=n

WViews of QuickBooks transactions
Step 1. View QuickBooks data

e transactions migsing banking information

From: | 1482M7 | Too [ 145/2017 ~ Wiew bransactions
| J ! J | [ [~ Hide transactions already processed

Edit Memna field | Export to Excel J

Do not send [temparary) | Do not send [permanent] | Send [over-ride]

Dt | el Name Clomers | Enlopess wenders) Moo | ey | Tope | 08
0141517 102 |Bank of Anypcity $3.495.82 341 Deposit for De v r 101C
0141517 103 |Federal Treasury $100.00|FUTA Payment - 4 v ™ 101c
0141517 104 |State Board of Equalizatic $208.09| 5tate Unemployme v r 101C
0141517 105|5tate Fund $1.214.31 [\Worker's Compen: ~ ™ 101c
0141517 108 | State Board of Equalizatic $308.34 v r 101C
01/1517 107 | QuickBooks MasterCard $12,362.89 v N 10c
011517 108 | Caldil Comparwy $3,521.00 v r 101c
01/1517 109 |5tate Board of Equalizatic $3.146.88 | ABCD 11-234567 v N 10c
< o
Step 2. Send tranzactions to ACH Universal
Debits Credits Tatal
Amount | $0.00 | $0.00 | $0.00
Count | [l [ 0

Send hansactions to ACH Universal

5. Click and high-lite the transaction you want to re-import and select the Send
(over-ride) button.

ACH Universal © 2019 Treasury Software




ACH Universal

[ QuickBooks Integration bt
Tranzactions | Utilties I Settings |
9 I Thiz window dizgplays ransactions in BuickBooks that need to be sent to ACH Universal
=
~View of QuickBooks transactions
Step 1. View QuickBooks data
’V Bremi I AT j Ta: I AT j T | [V Hide tranzactions missing banking infarmation
[ Hide transactions alieady processed
Do not send [temparary) I Do ot send [permanent) I Send [over-nide) E dit Memo field | Export to Excel I
[rehit - Collect Credit - Pay out Already Check # or
Detz el flams [Customers) [Employees, Yendors) Hem imported ‘To Print’ HB

Step 2. Send transactions to ACH Universal
Debits Credits Tatal
Armount $0.00 $0.00 $0.00
Count i} i} i}

Send hransactions ta ACH Universal

6. Now your transactions are ready to be imported. Select Send transactions
to ACH Universal and your file is ready to be sent again.

© 2019 Treasury Software
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[ QuickBooks Integration bt

Tranzactions ]Utili‘tiesl Seﬁingsl

9 l Thiz window dizgplays ransactions in BuickBooks that need to be sent to ACH Universal
=
View of QuickBooks transactions
Step 1. View QuickBooks data

Frar: | 1;"15;"201?j Te: | 1.:’15;"201?j T | [v Hide transactions rizzing banking information
[+ Hide tranzactions already processed

Do not send [temparary) | Do ot send [permanent) | Send [over-nide) | E dit Memo field | Export to Excel J
Date Ref # M ame [}Eatt-ofwﬂlrilc:t [Emgliﬂgéz?emtors] tema B Account Mame
» | 0111517 102 |Bank of Anpcity $3,495.82 941 Deposit for De| 10100 - Checking
0141517 103 |Federal Treasury $100.00|FUTA Payment - 4 {10100 - Checking
0141517 104 |State Board of Equalizatic $208.09| State Unemployme | 10100 - Checking
0141517 105|5tate Fund $1.214.31 [Worker's Compen: | 10700 - Checking
0141517 10E | State Board of Equalizatic $308.34 10100 - Checking
0141517 107 |QuickB ooks MasterCard $12.362.83 10100 - Checking
01/15M7 108 | Caldil Campat $3,521.00 10100 - Checking
011517 105 |5tate Board of Equalizatic $3.146.88 | ABCD 11-234567 (10100 - Checking

Step 2. Send transactions to ACH Universal

Debits Credits Tatal
Amount | $0.00 | $30357.33 | [$30.357.33)

Count | o g | 8
:Send hransactions to ACH Universal:

1.13.14.5 Why can | not connect to QuickBook?

Are you unable to connect to QuickBooks using the QuickBooks integration
button? Was it woking just the other day? There are a couple of questions you
might want to ask yourself or your IT department.

1. Have you done all your QuickBooks updates? To verify this let's take a look
at QuickBooks under the Help menu and select Update QuickBooks.
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Sample Rock Castle Construction - QuickBooks Pro

Employees Banking Reports Window BsE

QuickBooks Help F1
v What's Mew

CQick Start Center

d

Learning Center Tutarials

Ret |
S rt
Inve uppa t
Find A Local QuickBooks Expert R
Send Feedback Online 3
@ Internet Connection Setup
Enter Bills Year-End Guide

Add CluickBooks Senvices
App CenterFind Mare Business Solutions
Update CuickBooks...

Manage My License 3

pgrade to Latest QuickBooks
Buy QuickBooks Premier Edition...

Manage Data Sync 3
%‘ QuickBooks Privacy Statement
About Automatic Update
Create f
Invoices About QuickBooks Pro 2014... |

2. When the Update QuickBooks box opens select the Update Now tab and
scroll down the list and see if anything needs to be updated. If it does select
Get Update (see the red arrows) ** One thing to note if you do not have ADMIN
privileges you will not be able to do this, so you will want to contact your IT
department.
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Update QuickBooks
Overview Options Update Now
Select the updates that you want to download immediately, and then click Get Updates. Some
updates might not be installed until you restart QuickBooks.
J | UPDATES LAST CHECKED STATUS
w Essentials Tue, 08MB/2015 12:33 PM Mothing new downloaded A
¥ | Mew Features Tue, 08MB/2015 12:33 PM Mothing new downloaded '
+ | Maintenance Releases Tue, 08/18/2015 12:33 PM MNothing new downloaded
¥ | Help Tue, 08M8/2015 12:33 PM Maothing new downloaded
v | Pro Tue, 08M8/2015 12:33 FM Mothing new downloaded
v
Reset Update %  Get Updates Stop Updates
Ready...
Close Help

3. If there are updates please complete the Update process and exit out of
QuickBooks and Treasury Software then re-enter both applications and try
connecting again.

4. If there are no updates or doing the updates does not resolve your issue you
will need to remove the Treasury Software certificate from QuickBooks and add
the certificate back into QuickBooks. To do this you will need to be logged into
QuickBooks as Admin and in Single User Mode.

5. Once you are logged in as Admin and Single User Mode you will need to
select Edit then Preferences.
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View Lists Favorites Company Cus

Ise Register Cirl+R
Lse Calculator

Find...
Search...

Ctrl+F
F3

gl
EH Calendar

6. Then select Integrated Applications, then select Company Preferences,
then select Treasury Software and then select Remove

Preferences

Accounting A My Preferences Company Preferences “
% Bills You can manage all applications that interact with this QuickBooks company file here. Cancel
m Calendar
Don't allow any applications to access this company file Hel
@ Checking - Vapp pany >
qg Deskiop View MNotify the user before running any application whose cerificate has expired e
Finance Charge APPLICATION § THAT HAVE PREVIOUSLY REGUESTED ACCESS TO THIS COMPANY FILE
=
11 ceneral ALLOWACCESS | APPLICATION NAME Also See:
Integrated Applications v Intuit Sync Manager A Properties... ceneral
il tems & nventory Treasury Software )
[ Jobs & Estimat | [ Remowe senice
o stimates Treasury Software I Connection

Multiple Currencies
Payments

Payroll & Employees
Reminders

Reports & Graphs
Sales & Customers
S ales Tax 7 Learn about applications that integrate with QuickBooks
Search

Send Forms

Service Connection

Spelling
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7. Then select OK and then confirm the deletion by selecting YES.

Preferences x

Accounting A My Preferences

B sis

Company Preferences

Remove this application?

Cancel
E Calendar
@ Checking Are you sure you want to remove "Treasury Software™ from the list of applications Help
that have access to "Rock Castle Construction™
ﬁ Desktop View Default
Finance Charge | Yes “
@] General Also See:

e v Intuit Sync Manager \ 4 | Properties... General

&, ltems & Inventory v Treasury Software .
Remove Senice

%/ Jobs & Estimates | v Treasury Software | Connection
E Multiple Currencies

E Payments
Ef, Payroll & Employees

Reminders

Jll  Reports & Graphs

m Sales & Customers
¢ Learn about applications that integrate with QuickBooks
% Sales Tax

p Search
a Send Forms

% Service Connection

Spelling

8. Then you will see that Treasury Software certificate is gone. Once it is gone
you can select OK.
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Preferences

Accounting A My Preferences Company Preferences

% Bills You can manage all applications that interact with this QuickBooks company file here. Cancel

m Calendar

BZ checking Dont allow any applications to access this company file Help

Matify the user before running any application whose cerificate has expired

iﬁ Desktop View Hotify ganyapp P Default

Finance Charge APPLICATION S THAT HAVE PREVIOUSLY REQUESTED ACCESS TO THIS COMPANY FILE

8 ceneral ALLOWACCESS | APPLICATICN NAME Also See:
Integrated Applications | " Intuit Sync Manager |A Properties... General

Remove Senice

Q’/ Jobs & Estimates Connection

@ Multiple Currencies

% Payments.

B Payrol & Employses
V;k‘ Reminders

il Reports & Graphs

m Sales & Customers
+ Learn about applications that integrate with QuickBooks
‘@ Sales Tax

p Search
a Send Forms

% Service Connection
Spelling

9. Exit QuickBooks and Treasury Software, then open Treasury Software and
open QuickBooks and make sure you login as the ADMIN in Single User Mode.
Now we are going to add the Treasury Software certificate back into
QuickBooks.

10. While is Treasury Software you will want to make sure you are in your
account that you want to integrate with QuickBooks. Inside of Treasury
Software select QuickBooks from the main menu, then select QuickBooks

Integration.
FILE HOME SAMPLES PROFILES REPORTS SETTINGS HELP
E’}_ Create Payroll Split Deposits E& Delete Records % [ = ] [a Options Window
E.?‘g Manage Payroll Split Deposits I}“ Delete Entire Import . = |:|1 Multiple Accounts
QuickBooks Send
«# Create Pre-Motes ) Create Reversals Integration
Specialty Transactions Coooops Select Records and Create ACH Files Email Integration Options

11. Look down in your task bar at your QuickBooks icon it should be flashing.
If it is flashing please select it.
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This should be flashing

i B @ ¥

12. When you open QuickBooks certificate should be open. You will want to
select the 3rd option ( Yes, whenever this QuickBooks company file is open).
Then select Continue!

QuickBooks - Application Certificate x

An application is requesting access to the following CuickBooks company
file:

Rock Castle Construction

Access may include reading and modifying QuickBooks data as well as
enhancing the CluickBooks user interface.

THE APPLICATION CALLS ITSELF
Treasury Software

CERTIFICATE INFORMATION
Description:
Developer:  Treasury Software Corp.

Developer identity has been verified by:
Symantec Class 3 Extended Validation Code Signing CA- G2

QUICKBOOKS SOLUTION 5 MARKETPLACE
+ Learn about applications that integrate with QuickBooks

Do you want to allow this application to read and modify this company file?
T Mo

T Yes, prompt each time

E ¥es whenever this QuickBooks company file is open:

T Yes, always; allow access even if QuickBooks is not running

Allow this application to access personal data such as Social Security Mumbers and
customer credit card infarmation. Tell me more

ﬁ Continue... | Cancel Help

13. Then you will want to select DONE on the Access Confirmation page.

ACH Universal © 2019 Treasury Software



ACH Universal

QuickBooks - Application Certificate

Access Confirmation | QuickBooks company

You have chosen to grant the application
Treasury Software boks data as well as

access to the CuickBooks company file
Rock Castle Construction

whenever this QuickBooks file is open.

Access rights:
- Read and maodify QuickBooks data
(MOT including personal data)
- Enhance the QickBooks user interface

ning CA- G2

— Done Go Back

ickBooks

Do you want to allow this application to read and modify this company file?
T Mo

T Yes, prompt each time

® Yes, whenever this QuickBooks company file is open

T Yes, always; allow access even if QuickBooks is not running

Allow this application to access personal data such as Social Security Mumbers and
customer credit card information. Tell me more

Continue... Cancel Help

14. Then the QuickBook Integration Wizard will start up. You will want to
select Next on this page.
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[ QuickBooks Integration bt

Transactions

Accnunts] Common Seﬂings] ACH Settings  Startup Wizard

Welcome to the QuickBooks Integration Wizard

This wizard is designed to assist new users in setting up QuickB ooks integration.

If you are an experenced user, or you need to re-vigit your settings, see the "Settings’ tab of thiz window.

Help Cancel Mext >

15. Then select your account you wish to use, then select Next.
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[ QuickBooks Integration bt
Transac’finns] Utilities ~ Settings l

Accnunts] Common Seﬂings] ACH Settings  Startup Wizard

/ Select a bank account it QuickBooks for pour electronic fundz transfer [ACH] tranzactions.

Ag we are in a QuickBooks sample company, simply select the 'Checking' account.

10300 - Savings
10400 - Petty Cash
12000 - Undeposited Funds

1. Select your main checking account

Help Cancel < Back Mext >

16. The on this next screen you won't need to change because you have
already populated your fields. All you need to do is select Next.
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[ QuickBooks Integration
Transac’finns] Utilities ~ Settings l

Accnunts] Common Seﬂings] ACH Settings  Startup Wizard

Where do you want to keep vour banking information? Default setting is QuickBooks
& QuickBooks profiles - All banking information iz stored in QuickBooks profiles [default - eaziest]. Profile groups
zelected below will have Bank Account Mumber, ABA Routing Mumber, CHE/SAY fields created in QuickBooks.
[T Customer profiles [~ Employee profiles [~ “endor profiles Enable all profiles
™ Populate figlds with sample banking informatian

. . Custom Fields
Createsz 3 fields in Bank Account Number
QuickBooks fer each ABA Routing Mumber

Custemer, Employee and  crikjsav
Vendor profile.

" ACH Universal profiles - &l banking infarmation is stored in ACH Universal profiles [requires advanced computer knowledge)

Help Cancel < Back

17. And you are done so just select FINISH!
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[ QuickBooks Integration
Transac’finns] Utilities ~ Settings l

Accnunts] Common Seﬂings] ACH Settings  Startup Wizard ]

Congratulations. Click 'Finish'.

W Edit Vendor

]

(O |l

Q

Vendor Name Bayshore Water

Current Balance :  0.00 How do I adjust the current balance?

Address Info I Additional Info | Account Prefill |

Enter banking information in

Cancel

MNotes

Account Mo. | 7594-3381 e

QuickBooks profiles
Categorizing and Defaults Custom Fields
Type Bank Account Mumber | 33533388 N
Utility - ABA Routing Mumber | gg3000047 (] inactive
Terms CHE/SAV CHK]
MNet 30 -

Cancel < Back | | Eirizh

18. If you are able to successfully re-connect you should see your data being
populated!
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B QuickBooks Integration ::‘

Tranzactions ]Utili‘tiesl Seﬁingsl

% l Thiz window dizgplays ransactions in BuickBooks that need to be sent to ACH Universal ‘
=
View of QuickBooks transactions
Step 1. View QuickBooks data
From: [ 1772007 j Te: [12731 72000 j T | [v Hide tranzactionz mizzing banking infarmation ‘

[+ Hide tranzactions already processed

Do not send [temporary) | Do not send [permanent] | Send [over-ride) | Edit Memo field | Export to Excel J |
| Cinkit Celleak | Cradie Do ook | | |

Date Ref # Treasury Software % it M arne g‘
y | mmaz 101 necking

011517 102 . necking

MA517 73| Congratulations. recking

01547 104) vou've successfully connected to CuickBooks. necking

0141517 105 necking

0141547 106 Enter bank account and routing numbers into your QuickBooks profiles (Vendors, necking

011517 107| Employees and Customers) to start testing. necking

011517 108 necking

01/15M7 109 e 1= 4 s

0/2117 0

/3117 11 necking

013 A7 112 | Bayshore W ater $206.00 10100 - Checking

/3117 113|C. U. Electic $532.00 10100 - Checking

0/3AN7 114 | Cal Telephone $623.00 10100 - Checking

N Fair 115|Pattan Hardware Supplie: $12.759.00 10100 - Checking j

Step 2. Send transactions to ACH Universal
Debits Credits Tatal
Amount | 45576993 | $5R9.FF0.FE (350451083
Count | 13 | 433 | 508

Send hransactions ta ACH Universal

If you have done all these steps and you are still unable to connect your
QuickBooks back to Treasury Software please contact us at: Contact Support!

1.13.14.6 How do | create a prenote?

Pre-notes are zero-dollar transaction that is transmitted and processed to
ensure you have the proper information for your bank for transmission, as well
as having the proper information for the other party. In other words, a pre-
notification is a test transaction sent before the transmission of live data..

To create a pre-note using QuickBooks can easily be done by following the
steps below:

From the main menu select QuickBooks the select QuickBooks Integration.

ACH Universal © 2019 Treasury Software


http://treasurysoftware.com/contact-us/index.aspx

ACH Universal

L ACES)

FILE HOME SAMPLES PROFILES REPORTS SETTINGS HELP
&t Create Payroll Split Deposits E§ Delete Records % / = Dﬁ Options Window
= 7 =

Ea Manage Payroll Split Deposits | [ Delete Entire Import . Multiple Accounts
QuickBooks Send

«# Create Pre-Notes #) Create Reversals Integration
Specialty Transactions Coooops Select Records and Create ACH Files Email Integration Options

Then you need to select the the Utilities tab and then make sure the Prenote
tab is selected.

Then you will want to select which item you want to send a pre-note for, either
Customers, Employees or Vendors. Now you can send one group or all 3, itis
up to you. Once you make your choice select Display List.

54 QuickBooks Integration =

a Pre-notes (Pre-notifications)
O Fre-notes are $0 transactions which are uzed to verify that pou have the conect banking information in QuickBooks for

. 2 y each customer, employee and vendor.
-
While it iz not required that you send a pre-note, it is considered a 'best practice’ to send a pre-note to emplovees prior
to their first direct deposit, or any change in their banking information.
1. Digplay list (may take several minutes) Guick link: Just need to send a few?
[ Customers [ Employees [ Wendors

In our example we chose to do just employees.
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[ QuickBooks Integration bt
Transactions  Ultilities l 5etting5]

Pre-notes ] Payroll Split Depusits]

Pre-notes (Pre-notifications)

Fre-notes are $0 transactions which are uged to verify that pou hawve the conect banking information in QuickBooks for

. 2 oy each customer, employee and vendor.
-~
While it iz not required that you send a pre-note, it is considered a 'best practice’ to send a pre-note to emplovees prior
to their first direct deposit, or any change in their banking information,
1. Digplay list [may take several minutes) Guick link: Just need to send & few?

[ Customers [V Employess [~ Wendaors

Cusgtomer, Employee and Yendor Profiles

MHame Type Account # ABA Routing # | CHE/SAW
b |Dan T. Miller Emploves Iy (51000045 CHE
Elizabeth M. Mazon Emploves 2REEI2E2 081000045 CHE
Gregg 0. Schneider Employee 222222 021000045 CHE

2 Select records

Mote: Send pre-notes to ACH Universal

3. Send pre-notes to ACH Universal .
separately from yaur regular transactions.

Select the Name you want to send the pre-note for, see the red arrow in the
example. Then select Send pre-notes to ACH Universal button.
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[ QuickBooks Integration bt
Transactions  Ultilities l Settings]

Pre-notes ] Payroll Split Depnsits]

a Pre-notes (Pre-notifications)
h\ Fre-notes are $0 transactions which are uged to verify that pou hawve the conect banking information in QuickBooks for
. 2 each customer, employee and vendor.
-~
While it iz not required that you send a pre-note, it is considered a 'best practice’ to send a pre-note to emplovees prior
to their first direct deposit, or any change in their banking information,

1. Digplay list [may take several minutes) Guick link: Just need to send & few?

[ Customers [V Employess [~ Wendaors

Cusgtomer, Employee and Yendor Profiles

MHame Type Account # ABA Routing # | CHE/SAW
Dan T. Miller Employee 22X 031000045 CHE
# (3 Elizabeth M. Mazon Emplayee 2 ] 091 000045 CHE

Gregg 0. Schneider Employee 222222 021000045 CHE

2 Select records

Mote: Send pre-notes to ACH Universal

3. Send pre-notes to ACH Universal .
separately from yaur regular transactions.

Once you select Send pre-notes to ACH Universal your file is created and you
can send it to the bank. (See the example of what a pre-note will look like)

| Your Account_transmit - Notepad - O >
File Edit Format View Help

181 B851483164154123456716842019456894181Bank of Any Town Your Company Name BepooBo0e

5228Your Company Nam 1541234567PPDePay 160421168421  1851483166008001
6230810800045222222222 BeBea00aBe Elizabeth N. Mason pas5148316e600102
§220080000186081000040000000000000000R00000001541234567 B51483166000001

998000100000100000001000316000040060000000000000000000000

9999999999999959599999999995999999999999999999999999595959999999959999999999999999959999995959
9999999999999999999999999999999999999999999999999999999999999999999999999999999999999999999999
9999999999999959599999999995999999999999999999999999595959999999959999999999999999959999995959
9999999999999999999999999999999999999999999999999999999999999999999999999999999999999999999999
99999999999999595959999999959999999999999999959999995959599999999599999999999999999599999959959
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1.13.14.7 | was able to get into my software yesterday but today | am getting an error?

Were you able to get into your ACH Universal software yesterday and today you
are having trouble. First you need to know is there an error occurring? If so
does it read something like this example below?

Treasury Software ['5_(|

The program could nok open the File containing wour data.
Unrecognized database Format 'C:\Program Filesi Treasury Softwareiwersion 2012 01datalRCI TEL. brd',

If wou continue to get this message dick here Far wour alkernatives,

If you are running the ACH Universal Desktop version of our software you may
have a corrupt database. You can easily fix this issue by restoring a backup
copy of your database.

1. From the main menu select File then select Restore
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Your Account - Treasury Software 2016

©

Mew Account

Recent Accounts
Open Account

Delete Account My POSITIVE PAY
Recent Accounts Your Account
Upsize / Copy Account Sample

Backup

Restore

Fin

Enter/ Remove License Codes

Exit

2. Then you will need select which database you want to restore, (see the
red arrow) and then select Display Backups.
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B9 Restore >

Thiz form will enable pou to restore your database from a
backup copy.

Select an Account |

Select an account

M ame Backup Path

Sample
My POSITIVE PAY

<_ Digplay B ackups 1

3. Choose a date you want to restore from, (see the red arrow) and then select
Restore.

(** NOTE: If you are using PROFILES you may have to re-create those who
use inserted since the restore date.)
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53 Restore

Thiz form will enable pou to restore your database from a
backup copy.

Lizt of backups |

Select a backup file.
Backupz
M ame Drate
Your Account_20TED422 0003, brd 42202016 B:43:33 PM

our Account_20160420_0002 brd 4202016 8:09:52 PM

“our Account_20180419_0001.brd 4A158/2016 3:24:52 PM

Restare

4. Once you select Restore the next screen opens all you have to do is select
OK
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Thiz form will enable pou to restore your database from a
backup copy.

Close Treasury Software before continuing *
List of E

Please close Treasury Software if you have not done so already.

Celect | Press 'Ok when you have closed Treasury Software

ﬁ- QK | Cancel

Your Account_20160420_0002. brd 4/20/2016 8:09:52 P
Your Account_201604159_0007 . brd 4/19/2016 9:24:52 PM
Restare

5. This next screen will ask you if your file was restored properly?
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53 Restore pod

Thiz form will enable pou to restore your database from a
backup copy.

List of backups ~ Fe-start Treasuy Software

Mo gtart Treazury Software and enter into the account you just restored to see if the izsue has
been resolved.

Tip: To return here, minimze the other windows on vour dezktop.

Haz the izzue been resolved?

Y'es, resolved. Mo, not figed.

6. Open Treasury Software and see if you are able to get into your database. If
you are not able to get into your database please contact support at: Contact
Support

1.13.14.8 How can I see the full account number in my report?

Do you want to see the full account number when pulling a report? That can be
done by following the steps below:

From the main menu select Settings > Import, System

FILE HOME SAMPLES PROFILES REPORTS < SETTINGS 5_ QUICKBOOKS HELP
% |‘M‘ Encrypt Database \} ‘i‘% 9'5' @ Header Info .‘.‘
’ L 2 (~

EZ Encrypt ACH File & Offset Record

[% Import, System

?o Maintenance

Access ACH File  Transmissicn  Same ) . Migrate to SQL Migrate to Remote  Citrix .
Control [ Change Password Setup Cptions Day ACH | @ File Location Express, SOL Server Desktop, Citrix Maint ﬁ Archive/Restore
Security ACH File Settings Multi-User Advanced

This will open the Import, Systems Options page. On this page select the
Custom tab.
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B8 Import, Settings - Options

ImpDrt] Repurtsl S'_.rsteml Resume Startup] Bank Cu-l:le
|Im|:|-|:|rt j
v

Text for Debit’

debit
Text for "Credit’ credit e
Imported amounts need decimals - G/L: | Off

UK Date format Off

Custom Date Import (CDIy GIL: Off
Yoid Check Indicator

Typizally uzed when imparting Check Registers and void checks are denoted with
a symbaol, zuch az "' or ** after the check number. “'ou must map the field in order

for thiz zetting to hawve an effect. Mote: Do MOT usge if the void amounts are of a
different sign then the iszued check amounts.

Cloze

Enter in the custom code technical support supplied you into the System Entry
2, then select Refresh, then select OK and then Close.
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B8 Import, Settings - Options >

Impnrtl Repurtsl S'_.rsteml Resume Startup] Bank Code  Custom

Enter Cugtorn Codes here [account-wide]

Custom Code 1 |EI

Cuztomn Code 2 |

Cusgtom Code 3 |

Custom Code 4 | Update
Custom Code 5 |

Custom Code 6 |

Custom Code 7 |

Workstation Settings - Must be entered at each warkstation
Swstemn Entrp 1 |

_ﬁ—
@ntr}' 2 |Enter Custom E':'_dfﬁf-r-ﬁ) Refresh

M Cloze

Populate/Heset - Custam Menuz

Then exit out of the software and then restart. Then select the report you want
to see the full account number. Then select View, (see RED box)
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FILE HOME SAMPLES PROFILES REPCORTS SETTINGS QUICKBCOKS HELP

4 Quick?a}f %ﬁ @ E\EEE a [:]C'—'[—-]:] w__.,?'

[
A hecurring

View/  Add Import View/ Add Import View/ Adc
+" Pre-Notes Edit - - - Edit Edit
Create Profile Based Transactions Customers, Employees and Vendors Government Agencies (CCD-TXP) Multiple Crigina

Actions Export Add  View Change History  Edit Record
.-bf e gt Al XEra8 e
|Nw|es j |.'~"JI Periods J From: To: Run

Drag a column header here to group by that column

Mame ¥ 1D Number ¥ ABARouting®# % Email ¥ Crested/Modified ¥ By(UseriD) XE
p Acme Holdings 4822 RB7TH1545 011172016 11:37:45 AM dwilliams

. . - —Aran 4 aArAanrea Ad 4R 44 AT an AL [T

Then select Hide/Display Columns

FILE HOME SAMPLES PROFILES REPORTS SETTINGS QUICKBCCKS HELP

4 Quick Pay — —
g 5 = EE
WA

Recurring
View,/ Impc:-r‘t Wiew/ Add Impc:-r‘t
«" Pre-Motes Edit = - - Edit
Create Profile Based Transactions Customers, Employees and Vendors Government Agencies (CCD-TXP)

Actions
& @
All Profiles

Export  Add View Change History Edit Record
Enable Summa ) [ y
ry 3 =F | .E]. t_,y
Disable Summary
From: To: Run

Expand All {if grouped)
Collapse All (if grouped)

Select All Rows :
Drag a co lumn
Unselect All Rows r
Mame ¥ [0 MNumber ¥ ABARoutingE ¥ Email ¥ Created/Modified X
p Lcme Holdings 4822 £37751549 011172016 11:37:4% AM
American Express 73529 148525553 011172016 11:37:4% &AM
Bayfront Village 6533 671523505 011172016 11:37.45 AM
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Place a check next to Account_Number in the Hide/Display Columns box,
(see item circled in Red). Then you will see the Account Number column
appear, see Green circle.

Actions View Export  Add View Change History Edit Record

sOOaE=XdraHe

|F|.II Profiles j I-—dl Periods _J From: Ter Run
c Account_Mumber
Ve
[0 Addenda Record
Drag a column head [] Batch Description l
- | By (User I0)
Mame (] CHKiSAY ABARouting # Account_Mumber % Y Email X
(] CHK/SAW (Numeric)
p  Acme Holdings Created/Modified 687751549 265477588
American Express | []  Default DR/CR 148525653 670254437
Bayfront Village Email €71523505 TT4TA0428
Ben Schenck From (\Workstation) 117466744 202881066
Benjamin Franklin | 1 a7 443006810 735633102
Consolidated Holdings 7991 960785245 248704462 tom@aol.com
Consclidated Utilities 34142 211041450 2573327
Evelyn Glasser G057 487193527 GTH028784
George Bush B1027 TT4472838 2714216
Hungry Owl &ll-Night Grocers h2e4 148525553 BT0254437 matt&tmobile.c._.
Joe Worker
John Relfe 2404 103252955 1725058012
Lets Stop N Shop 4284 77653681 B18352708 gsmith@ocs.edu

To close the Hide/Display Columns box select the Red X.
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]
O]
O
O
i
O
O]
]
=

Account (Last 4)
Account_MNumber
Active

Addenda Record
Batch Description
By (User D)
CHEISAY
CHEISAY (Numeric)
Created/Modified
Default DRICR
Email

From (Workstation)
1AT

*** Now one thing to note, we do not recommend keeping this custom code active. We
recommend you remove it once you are done with your report because of security issues.

1.13.14.9 Why didn’t my file transmit to the bank?

There are a number of different reason's why your file did not transmit to the
bank. Take a look at the list below to determine why it did not happen.

1st did you contact your bank and see how they wanted you to get the file to
them?

Your bank determines the method on how the file can be sent to them. See the

image below on the different methods that ACH Universal has to offer, but
again your bank is the one that determines it:
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B8 Transmission Options x

{Transmission Method ] FTP | FTP Advanced | Dynamic Naming | E-mail | Transmi < »

Select transmizzion method

* Maone - The file will be created but not transmithed,
" FTP and SSL-FTP [FTPS) Meed certificates? Use SSH below.

~ ) ) .
S5H-FTP [SFTP] - Secured using 55H2 SEH Setfings

~ wieh Upload - After file creation, the spstem will open vour internet
browser, ou will then perform your upload routine.

|http:.-’a’www.treasurysnftware.u:u:uma’an_l,ltnwn.html

¢~ Email - After file creation, the system will attach the file ta
an email.

Other - Command line interface [ghell] to another software package
such as |pswitch's WS_FTP

r 55H, OpenPGF and 550 with certificates with *'S_FTF integration
[zee tab 'SSH, OpenPGF, S50 with certificates’ for zetup]

If not integrating with \WS_FTF, enter the command line below:

Cloze | Help |

2nd if the bank wants you to upload the file to them did you log into the banks
web site and upload the file?

If you did not log instructions from the bank regarding logging into your bank
site you need to contact them directly. They are the ones who can assist you
through this process. We do not have ID's or password's from the bank.

3rd if you uploaded the file were there any errors?

If so tell us what the error is by filling out a ticket through our web site at:
Contact support
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Make sure you supply us a screen shot of what the error is, that way we can
quickly diagnose the issue. Sometimes the error is a bank error and we will be
happy to point you in the right direction to resolve any types of errors. To
capture a screen shot from your PC you can utilize the key board stocks of
CTRL PRTSCRN and then paste the error in a document and send that to us
though our ticketing system on our site.

4th if you get an error using the automated system SSH-FTP send a screen

shot of the error and we will assist you with resolving this issue.

1.13.14.1(How to make the 5 record a 200

Have you ever needed to make the 5 record read 5200 as opposed to a 52207
Follow the instructions and screen shot below to get this completed.

You can enter a 'custom code' and this will force all batches to have a 200 (5200 )

To enter the custom code, please see the attached screen shot - and enter code:
353

FILE HOME REPORTS SETTINGS HELP

ZE EncryptFile N i B import, System [ Archive/Restore
o ’ ‘~ s
[ Change Password - L:"Q Maintknance
Access EnterBank  Transmission Migrate to SQL Migrate to Remote  Citrix )
Control Express Code Options Express, SQL Server Desktop, Citrix Maint .% MultiplAccounts
secunty Transmission File Settings Multi-User ance
Checking B3 Import, Settings - Options \ X
Irmortl Reponsl Systeml BAI ] Resume Slanup] Bank Code | ( ]

Enter Custom Codes here (account-wide)

r—
Custom Code 1 [353 o’

Custom Code 2 l

Custom Code 3 | —

Custom Code 4 | Update |

Custom Code 5 | i
Ir Custom Code 6 |

Custom Code 7 |

‘Workstation Settings - Must be entered at each workstation
System Entry 1 ||] |

System Entry 2 | Refrech | {
i
Go To Create File Page Close
Q Populate/Reset - Custom Menus
d
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1.13.15 Debits Company ID Credits Company ID

Assigning Company ID's to Debit batches and another Company ID to
Credit batches

This is required by several banks, including Bank of America (BOA).

From the program home page, click ACH Setup > then navigate through the
wizard to screen 5 of 7.

Check the box to separate debit from credit batches.
Then click the hyperlink to access the form for your Company ID's.

LICKC
HOME | SAMPLES  PROFILES A GS  QUICKBOOKS  MELP
ﬁ G !'. x _EI : R ﬁ D 23&2&&?&;0@5 8

~ Delete Entire Import
Home Backto Quick mport Add a Untransmitted  Go To Create All Emnail

Welcome Start Setup Transactions = B3 ACH Setup

ACH-2-Excel

&

ACH-Merge

- O X

Sam pl e Prefetences

Description on your recipient’s bank statement. A simple entiy such as: Dues, Payoll, ePay wil

sulfice. {Company Eniry Description, 10 chatactars max, record 5, positions 54 - 53] utoPay b

E ! Company Discretionany Data [not displayed on recipsent’s statement]. Batch Header record 'S, |
40

a positions 21 -
Default effective date. Only used if a date is not inchuded in the imported file. Defaul is set to the
next available banking day, which if the data is imported on Saturday or Sunday, is calculated flom  [Nextday  «
the: most recent banking day [Friday) £

T:oei:.aysuamtldnenm.scmn 1- ChECK box Bl

~The effective date provides the def T the descriptive date. ¥
Import Transactions -If ‘Same Day' is selected, the cuy will be the default date (includes weekends)
~Inchude dates in pour i maximiam control ]

displaped on recipient’s statement]. Transaction records (B, positions 77 - |—
78] Rar . except in Canadian onginations [insent ether US o CA)

[¥ Cieate sepaate batches for debits and credits (appends Company Entry Description above with a D" or 1)
Assian balches different Company I0's based on SEC and Debt / Crect === 2 Click

St Hep | Concel | <Back | New» | |
eate ACH File Pag

x How do | change
’ ‘Where are all of

ACH Setup

On the Maintain Company ID's page:
--Check the box

--Enter your ID's

--Save
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85! Maintain Company 1D's — O -

1. Check box

Use this fogaf to maintain your list of Company ID's

M Tum on/off Multiple Company 1D feature

2. Enter ID’s

Company ID's

Company 1D SEC Debit/Credit -
5238495741
5238495742

3.5ave — Save
y

Upon saving your work on the Maintain Company ID's page, you will return to
the ACH Setup Wizard.
Click Next, Next, Finish to save your work in the wizard.

Now go ahead and import your data and create a file - it will automatically
assign the correct company ID's.
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1.14 Utilities
|

Utilities
This is a catch all for the various utilities included in all modules.

Please note that not all utilities will be listed, as this listing may be limited to
your license level.

1.14.1 BAIFile Creator
BAI File Creator

Use these instructions to create a BAI 2 formatted file from any any imported file
- such as Excel, a comma delimited (csv) file or tab delimited file.
1. Select Bank Positive Pay upon startup

Welcome New Users Utilities
ACH Universal

Craaliy ard Trandod ACH fes i NACHA foimal = = Populer
ACH  fermpts seich os CCD, FPD, snd CTX

Bank Positive Pay

Support all magr bank positee poy formas. Crees and Transmi

Set the BAI switch (perform only once)

To access:

From the Home tab, select BAI Utilities.

On the BAI Utilities pop up window - select One-time setup within BAI File
Creation
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HOME EW  SETTINGS  HELP

N I | = - Vi
of | 57 B & 0 " -
ﬁ Ej hd - = i > [& Delete Entire Impor D¢ =0
Home Backte Quick Import Adda Untransmitted Go To Create Al BA Transmission File
Welcome  Start Transactions * Record Records File Page  Reports O MarkRecords ToResend | tilities  Consolidation

] T DMmmon -:«1' e I / o HEes
\J
‘ﬁ‘ Account: | © BAI Utilities [ x|

Getting
Excel, csv and all maj & BAI Utilities

BAl-2-Excel BAl File Creation
Convert BAl (BAl 2) files into csv/Excel Create BAl (BAI 2) files.

Quick Convert- Select afile

Settings One-time sefup

Convert many files ata time |

‘Want to automate the process? See our Software Integration Kit for unattended options.

Click _here for Hi-Def 2

|.ernate.

Set options:

Please enter your identifying information, as well as your client's.
Notes:

--This can alphanumerical data - it is not limited to the ABA number.

--SAP and Oracle users - you can enter your Company ID - or any thing you
want for the bank book here.
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Welcome BAl File Ereationl

Create BA| files.

Ready to create BAl files?

1. Check the box below, and enter the settings as needed,
2. Import ransactions via Excel or cav files.
3. Select Create file'

1. Check and enter.

ﬂn&lirr?(
[V Tieate BAI files [check t "On')

IYnu, Company Sender D (01 record - typically ABA number)

| Client IFI eceiver |D (01 record - typically ABA number)
||;gg Default BAl code - Debit

|3gg Default BAl code - Credit
Save | 2. Save

MNeed Help? See 'Creating BAI Files' help page

3. Map the fields of the file that you are importing (perform only
once)

a. Click on the Import Wizard, and select the file containing your transactions.
The file format can be Excel, comma delimited (csv), tab delimited or any other
format that is supported.
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HOME ETT

VIEW  SETTINGS  HELP
v 8 ;
ﬁ ]
a «’

BH l—' ES Delete Records D =
2] £ = #*
5 Delete Entire Import
Home Backto Quick Import Adda Untransmitted Go To Create All [-?: i BAI
Welcome  Start Transactions * Record Records File Page Reports ) Mark Records To Resend Hilities
lavigation Commaon Activities Docoop
Sample
- !
—_— == L
— -
— A I i
Add a Record Import Check Register

Go To Create File Page

Tip: Use the file below as a template:
C:\Users\Public\Treasury

Software\Tutorial\BAI2Excel\TransactionsforBAICreation.csv

b. Map the columns as appropriate
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vl General Ledger Column Mapping n
This screen lets you select each column and decide: Select a Mapping Template

~to skip the column, and do not import [red) -

~import the column and assign it to a field [green). |EKCEI 2BA J

‘You do NOT need to map every field [ save as default

Remember. ‘You typically only need to map Date, Amount
and CheckNumber.

Only map the columns you need to import [chick the column to select]

<]
Bank_account_Number BAl_Originator Customer_Reference Description
F1 F2 F3 F4 F5 F&
Originator Cust. Ref | Test
445523232 | Subsidiary 1 87829876 | Miami [oEPOSIT LOCATI]|
445523232 | Subsidiary 1 88137654 | Fort Lauderdale DEPOSIT LOCATI
92384732 | Subsidiary 2 86095789 |Boca Raton DEPOSIT LOCATI
92384732 Stlbsidiaer 87793469 | Palm Beach IDEPOSIT LOCATI ﬂ
»
|l Help|  Help Cancel [ new> |

The following fields can be mapped:
- Date

- Amount

- Account Number

- BAI Originator

- Bank Reference

- Customer Reference

- Description

- BAl Code

Amount field mapping
Map the amount field as ‘Amount’ - and confirm that your debits are
credits are correct in the output file (default debit 699, credit 399).

If they are reversed, then map the field as 'Amount Reverse Sign' and
re-test.

Amount note:

(Rare) If you are not using the default BAI codes in setup, but instead you are
including them - in your source Excel or csv file - and Mapping them as 'BAI
Code' - make sure that all of your amounts in the file are absolute (positive).

Why? The BAI Code if mapped, will change the signs of the amounts to
represent debits/credits.
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Other mapping notes:

--The three description fields - customer reference, bank reference and
text/description - are all optional.

--The import file can contain one or multiple account numbers. However, if you
need to create BAI files for more than one recipient (ie. if you are a bank and

have multiple clients), you will need to create a new account/database (File >
New Account > Create) for each client.

Complete the Import Wizard. Your mappings are automatically saved.

4. Create the BAI file
Simply click the Create Issue File button on the 'Create' page.
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BAI File - Click the button below to create the file.

A transmgsion method has not been selected. Please transmit the file
manually .

Your transmissyon file can be found (after pressing the button below) at -
C:\Users\Public\Weasury Software\To Bank\sample account transmit txt

/.Q.\.
I‘ Hl
g J
Create Issue File

1.14.1.1 BAI File Creation Advanced
BAI File Creation - Advanced

Pre-release notes for 2014.0.1 build 414 (September 2014).

New features include:
Default account numbers
Currency code

010 - Opening Ledger
015 - Closing Ledger
100 - Total Credits

400 - Total Debits
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Access the BAI options window as usual. There are now three tabs to work
from.

General tab

New features:
Default account number. If not imported, the system will use the number here.

Note: If no number is imported, and a value is not set, the system will default to
0.

Welcome BAl Fie Creation l
Create BAI files.

1. Check the box below, and enter the settings as needed.
2. lmport tranzactions via Excel or csv files.
3. Select 'Create file'

Orne-time settings
¥ Create BAI files [check to tumn 'On)

[test
|test et [D [07 record - typically ABA nurmber)

|B% Bank Account H [only used if Bank Acct # isnt mapped during import]
Igﬂ Default BAl code - Debit

|3gg Default BAl code - Credit

Advanced Tab

New features:
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Include 100 and 400 segments in the 03 account record. The system will
automatically calculate the amount values.
Currency code for the 03 account record. Note: Only enter this value for

currencies other than USD. Reminder, the value should be three characters.
E X

- BAI Utilities
Welcome BAl Fie Creation l
Create BAI files.

1. Check the box below, and enter the settings as needed.
2. Import trangactions via Excel or csv files.
3. Select 'Create file’

anced || Opening (010) and Closing (015) Ledger |

W Include total credits (100] in 03 records
V' Include total debits (400) in 03 records

r PeopleSolt - Calculate fooker totals using absolute values and insert trailing commas in 03 record
[suppresses all other entries - 100, 400, 010, 015, currency)

|E¢.N Currency code if not USD. Only enter for values other than USD. [USD is default)

=5

Opening (010) and Closing (015) Ledger

New features:
Include 010 and 015 segments in the 03 account record.

010 Options include:
Always off
Include 010 and Amount if amount <> $0. If amount = $0, then suppress both

010 and amount.
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Include 010 and Amount if amount <> $0. If amount = $0, then display 010, but
suppress amount
Always include both.

015 Options include:

Always off

Include 015 and Amount if amount <> $0. If amount = $0, then suppress both
015 and amount.

Include 015 and Amount if amount <> $0. If amount = $0, then display 015, but
suppress amount

Always include both.

Remember - these amounts must be included with the import file - see
below.

Welcome BAl File Creation |
Create BA files.

1. Check the box below, and enter the settings as needed.
2. Import transachons via Excel or csv files.
3. Select 'Create file’

Opening Ledger (010)
" 0. Do not inchude either ‘010" or amount.
" 1If amount iz not $0, inchude both ‘010" and amount. If amount iz $0 do not include either.
™ Always include 010 Include amount if not $0. 1f $0, suppress amount.
= Always include 010", Abvays include amount, even if $0.

Closing Ledger (013)
" Off. Do not include either ‘015" or amount.
" If amount iz not $0. include both 015" and amount. If amount is $0 do not include either.
" Always include '015". Inchude amount if not $0. 1f $0, suppress amount.
* Always include 015" Always include amount, even if $0.

ACH Universal © 2019 Treasury Software



ACH Universal

Importing Opening (010) and Closing (015) Ledger Balances

The system cannot calculate the opening and closing balances. These
amounts must be imported into the system.

Example for using both 010 and 015:
Create a file with two additional columns, one for each of the values.

Enter the beginning and ending value on at least one record for each 03 record.

Remember: 03 records are created for each Account, by Date.
You may put the beginning and ending values on one, several or all of the
records within each 03 grouping.

If you put different non-zero amounts on different lines within the same 03
grouping, the system will take the last value (not necessarily in your order -
never a good idea).

A B C D E F Eifher: H
Date Amount Account Description Opening Clnsing_
10/22/2018 $3,466.85 445523232 Miami $13,456.24  519,843.67 On one line
10/22/2018 $3,363.75 445523232 Fort Lauderdale
10/22/2018 $2,625.75 92384732 Boca Raton $3,807.31 54,290.04

- or on all lines
10/22/2018 $1,862.50 92384732 Palm Beach $3,807.31 $4,290.04

10/22/2018 $1,677.75 92384732 Atlanta - Downtown $3,807.31 $4,290.04

F= = TRE N I = I I SRR FF I W

Map the columns during import
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This screen lets you select each column and decide: Select a Mapping Template

~to skip the cohumn, and do not import (red)

~impoit the column and assign it to a field (green). Excel 2BAI d
*rou do NOT need to map every field [T save as default

Remember: ‘You typically only need to map Date, Amount
and CheckMumber.

Only map the columns you need to import [click the column to select].

[Ciosng Ledger 015 ~
Amount Bank_Account_Number Opening_Ledger_010 | Closing_Ledger_015

Field 1 Field 3 Field 4 Field 5
Date Account Descriphion Opening Closing
10/22/218 445523232 Miami $13,456.24 $19.84367
10/22/2018 445523232 Foit Lauderdale
10/22/218 92384732 Boca Raton $3.807.31 $4.290.04
10/22/2018 92384732 Palm Beach $3.807.31 $4.290.04

T BN A A T Atdecte Py beo &5 T A
4

|h|Help‘ Help Cancel | | Hext > I

Create the BAI file as usual.

01, test,test,140902,1223,1,,,2/

02,,test,1,181022,,/
03,445523232,CAN,010,1345624,,,015,1984367,,,,,,100,6830
60,400,0,,,/

16,399,346685,%,,,Miami/

16,399,336375,%2,,,Fort Lauderdale/

49,683060,4/
03,92384732,CAN,010,380731,,,015,42%9004,,,,,,100,616600,
400,0,,,/

16,399,262575,%2,,,Boca Raton/

16,399,186250,%,,,Palm Beach/

16,399,167775,%2,,,Atlanta - Downtown/

49,616600,5/

98,1299660,2,11/

99,1299660,1,13/

SAP Compliance
Using the above features will enable your file to fulfill the requirement for SAP.
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1.14.2 ACH-2-Excel - ACH Conversion Utility

Overview

ACH2Excel is a utility included with ACH Universal used to convert an ACH file to an Excel spreadsheet
(:xIs). You can use it through ACH Universal or through the command line.

ACH2Excel through ACH Universal
Using ACH2Excel through ACH Universal is the most common method.

From the main menu, select File, then ACH File Conversion. You will see Figure 1 (below).

[t l Output]

ACH File Corversion - ACHZE scel

Corvert ACH files and:

-1, Impart directly into Treaszuy Software

-2, Create a comma-delimited [cev] file

- a. Open in Excel

- b. Impart into a databaze or ather program

Supported farmatz include ARC, CCD, CIE, CTx, DME,
EMR, POP. PPD. RCK, TEL. TRC, TR, wEB, »CE.
Mate: Some farmats may require further parzing.

I1ze the ‘Quick Convert' feature belov, or toimpart into Treasum Software - from the
main menu zelect mpart’, and then Impart Transactions'

Maote: When importing into Treazun Software, uge an extenzion of .ach [not required
when using guick convert below),

[uick Convert - Select the ACH file

| L]

Done

Figure 1 - ACH2Excel Input tab

Click the J and browse to the ACH file to be converted.
To do a quick conversion, click Done. This will convert the file and load it in Excel (as a csv value).

To specify file output options, click Output to open the Output tab (Figure 2 below).
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Select how you want to receive the resulks of your ACH data conversion:
Lacation of Output File

[ Output to a 'cay' file located in the directory

| B

Tranzaction file and Summary will have the zame base name as the source file, but
with a *.cav' extengsion. Summary file name will be appended with *_Surmmarny’.

|nteqratian - Treazury Saftware
[ Import into Treazury Software [enables further uge and ACH output]

The system will convert the ACH file ko a cav [ho relation ta aptions above] file
during the impart process.

|nteqration - Open Excel after converzion for
[ Tranzachonal data

Done |

Figure 2 - ACH2Excel Output tab

To output the conversion to a specific click, enable the Output to 'csV' file located in the directory
checkbox, then click the J button to browse to the appropriate directory.

To import the converted file into ACH Universal for further processing (such as an ACH Return File for
Returns), enable the checkbox.

Click Done to create the file.
Command Line Options
BRCom.exe /ACCT="account" /ACH2 /SRCE="input file name" /OUTD="output file name"

/ACCT - specifies account by name

/ACH2 - specifies to use the ACH2Excel utility

ISRCE - specifies file to be used as input (using absolute positioning)

/OUTD - specifies file to be used as output (using absolute positioning)

Valid source files include ARC, CCD, CIE, CTX, DNE, ENR, POP, PPD, RCK, TEL, TRC, TRX, WEB,
XCK. Note: Some formats may require further parsing.

Syntax Example
If Treasury Desktop was installed in the default location:

c:\Program Files\TreasurySoftware\BRCOM.exe /ACCT="sample" /ACH2 /SRCE="C:
\transmit.txt" /outd="c:\testACHdetail.csv"

Reminder:

Turn on/off appropriate settings. From the main menu 'File’, 'ACH File Conversion', 'Output' tab -
unselect open in Excel afterwards.
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Notes for all applications:

- The order of the parameters is not significant

- Capitalization is not significant

- When specifying a file name (SRCE), use the full file path and name within quotes. When using
mapped drives, remember that the path should be centric/relative to the machine where Treasury
Desktop is located, not the machine issuing the trigger/command.

- Place the account name in quotes.

Working with multiple users and multiple account:

Each command line trigger - will create an independent instance of the application. There is no limit to
the number of instances.

If processing simultaneous command line requests, use different accounts (Samplel, Sample2, etc...)
to minimize any record locking issues. If this is not an alternative, consider processing sequentially, or
using our Control Panel.

For Web and Citrix based applications, please contact a Treasury Software support representative.
1.14.3 ACH Edit

ACH Edit™

ACH Edit is a utility within ACH Universal Processor edition, which enables
users to edit and then recreate ACH files. Transactions can be:

--added

--edited

--deleted

Getting Started (2 steps):
1. Create a new account within ACH Universal Processor edition.
Click File > New Account > Create - and complete the wizard.

2. Turn ACH Edit 'On’.

Click on Home > ACH File Setup > click to screen 6 of the wizard > check 'ACH
Edit'. Complete the wizard to save.

Tip: On the screen 2 will be the default file and batch header settings. You can
enter this now, or any time before transmitting to your bank.
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HOME \“.;S PROFILES  VIEW  SETTING X8O
T : Delete Records =, 0§ ACH
ﬁ & B E [% ﬁ"’i "D o -
% Delete Entire Import - ﬁ ACH
Home Backto uuck ACH Fule Import Add a Untransmitted  Go To Create All Email
Welcome Start Setup Transactions~ Record - Records ACH File Page Reports D Create Reversals - &) ACH

Mavigation Getting Started Common Activities Oococops Jtiliti

Sample

Third-Party Service Providers and Fiduciaries - Multiple Ongination Accounts On/Off

Separate Batches by Orignation Account

Multiple Source [Origination) Accounts - Typically used by payroll processors and other service bureaus handing
[~ multiple source/origination accounts. [default un-checked)

Tip: If using offset/balanced records, make sure that a default account and ABA is entered in the prior screen.

-Edit (ak.a ACH-Merge single files)

Check to enable importing ACH files, editing them and then creating a file. Map with ACH-2-Excel template. Do not
W use with Multiple Origination Accounts or other standard ACH file creation. Create a separate account as needed -
this should be the only activity in this account.  Requires Processor edition.

Import Transactions

Pre-notification and $0.00 entry handling

' Do not import $0.00 entries [Mote: You can still create pre-notes from the ‘Add a record screen’

@ Create pre-notes from $0.00 entries imported
Note: Pre-notes can either be Debit (collecting from clients) or Credit [paying employees and vendors).
Please select your defaull [DH: Collect funds - Customers LI

ScreenBof 7 Help | Cancel | <Back |

Congratulations, you're done with Setup.

Use
1. Import ACH files

Start the Import Wizard using the bottom half of the Import Transactions button
and selecting Import ACH file.

FILE HOME SAMPLES PROFILES VIEW SETTING QUICKBOOKS ELP

N § 5 B B O

Home Backto Quick ACH File Import Add a Untransmitted Go To Create All
Welcome Start Setup Transactions * Record = Records ACH File Page Reports
Navigation Getting Started mport Excel, comma/csv and tab delimited files (default)
¥ Import ACH Files
Sample

-ﬁ mport BAl Files
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The Wizard will walk you through several screens including the Mapping
window. Do not change any of the mappings.

This screen lets pou select each column and decide: Select a Mapping Template
~to skip the column, and do not import (red)
-impoit the column and assign it to a field (green). IACH 2Excel j
You do NOT need to map every field [T save as default

To collect funds (from customers) - use positive amounts

To pay funds (vendors, employees) - use negative smaurts LE@VE the default mappings 'as is'.
To fip' the signs of the amount, use Amount_Reverse_Sign'

b than nour’ ‘Click Next.
Only map the columns you need to import [click the column to select).
[m v < Show l field selections
Amount_Asbsolute_ |Bank_Account_Mumber | ABA_Routing_ Number | ACH_Name_|nternal E
F1 F3 F4 F5 F6
Account [No text in colu | ABA/Routing (Mo text in| Individual Name (6_55_7|Individual 1D [6_40
12413/2006 . 130003783 248238184 AROUND THE HORN
1241372006 . 823735428 730888330 BERGLUNDS SNABBKI
12/13/2006 - 456630883 203441643 SPLIT RAIL BEER &ALl

1|2Ji 3/2006 | 657340809 780873355 FAMILIA ARQUIBALDO
4

[B|Helo|  Hep | Cancel

2. View all records - then Add/Edit/Delete records
Click Home > Untransmitted Records > to display all of the records
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OO
FlLE HOME =l LAPLES PROFILES VIEW SETTINGS QUICKBOOKS
KO e R Tk B O
A 4 S + i ]
Home Backto Quick ACH File mport Add a Untransmitted Go To Create
Nelcome Start Setup Transactions = Record - Records ACH File Page F{e;:'.,r.:-

Navigation Getting Started Common Activities
Actions View Export Add Edit Record

d dd s®=*" Xd»a 00 i% e

|L|rimmi'ted ACH Records ﬂ |AI Peniods ;l From: To: Run

rlr.:._: 3 column header here to group by that columr

Date 3 Amount ¥ Name % ID_Number ¥ Import Mumber ¥ ABA Routing Number

|74

b | 1211372006 -$7.817.58 QUE DELICIA 100 903439079
121372006 -§7.25152 AROUND THE 100 2482381584
12132006 -$4 150,33 BOTTOM-DOLL. 100 549040602
12132006 -§539.06 BOTTOM-DOLL. 100 549040602
12122006 -$2 87306 WARTIAN HER. 100 587900542
12122006 -§3.374 54 LA MAISON DA 100 E09254875
12132006 -$8.057 55 FAMILIA ARGUI 100 780873335
12132006 -5$9.797.61 HUNGRY COY. 100 774472838

Once you've displayed the records, you can add, edit and delete.
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Add

/ Click to Add

Actions  View Export Add  Edit Record

D Jdd = Xdr-2 @0 48 ¢

|Untransmitted ACH Records v | | Al Periods | From: To: Run

Drag a column header here to group by that column

Date ¥ Amount ¥ Name 3 ID Mumber ¥ Import Number 3% ABA Routing_Number

T

» 1211372006 -$7.817.58 QUE DELICIA 100 903433079
12132006 .§7.251.52 AROUND THE. 100 248238184
12/13/2006 -$4 150.33 BOTTOM-DOLL 100 543040602
12/13/2006 -$529.06 BOTTOM-DOLL 100 549040602
12/13/2006 .$2 873.06 WARTIAN HER 100 587900542
12/13/2006 .$3,374.54 LA MAISON DA 100 609254875
12132006 -88,057.55 FAMILIA ARQUI 100 780873395
12112008 29 a7 e1 HIINGRY COY inn TTAATINR

Edit

Select the record, then click 'Edit Record'
1. Select the record 2. Click Edit Record

Actjons View Export Add  Edit Record
sfd d3d == Xdv»-a @0 %5 ¢
|Urt smitted ACH Records ﬂ IAIFenods ;l From: Ta Run

ag & column header here to group by that column |
S Amount % MName ¥ ID Number ¥ Import Number 5 ABA Routing Number |

1211372006 -$7.817.58 QUE DELICIA 100 903439079
121372006 -§7.251.52. AROUND THE_ 100 248238184
121372006 -84,150.33 BOTTOM-DOLL 100 549040602
121372006 -8539.06 BOTTOM-DOLL 100 549040602
121372006 -§2.873.06 WARTIAN HER 100 587900542
121372006 -§3.374 54 LA MAISON DA 100 609254875

Delete
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1. Select the record. 2. Click Delete (x)

Action View  Export
SH @3 %=

|Untrangjnited ACH Records - | | Al Perods To: Run
h

& e
¥ Amount ¥ Name ¥ ID_Number % Import Number ¥ ABA Routing Number X
7
21372006 -§7.817.58 QUE DELICIA 100 903439079
1211372006 -§7.251.52 AROUND THE 100 248238184
12132006 -§4,150.33 BOTTOM-DOLL 100 545040602
-$539.06| BOTTOM-DOLL..
1211372006 -§2.873.06 WARTIAN HER 100 587300542
121372006 -§3.374.54 LA MAISON DA 100 609254875
1211372006 -88.057.55 FAMILIA ARQUI 100 780873395

3. Create the ACH file

Select Home > Go to ACH File Create Page > Click on Create ACH File -

you're all done!
fee

ER Delete Records =
ﬁ ﬁ u:D [& Delete Entire Import H

Home Backte Quick ACH File Import Add 3 Untransmitted  Go To Create Al . Email
Welcome Start  Setup Transactions * Record = Records ACH File Page  Reports 4 Create Reversals

ACH-2-Excel E

ACH-Merge
Online

H Retum Files ~ Store

-

% &

Mavigation Getting Starte

Ooooops Utilities Buy Now

Sample: There are no records to transmit at this time.

A transmission method has not been selected. Please transmit the fil
manually.

Your transmission file can be found (after pressing the button bel
C:\Users\Public\Treasury Software\To Bank\sample_account

Create your ACH file.

File Edit Format View Help
Lol 202881066 1300097831409101733B094101Bank of Any Town Your Company A
5220Y0UR COMPANY 165777777 7PPDRutoPay 061213061213
622248238184130009783 0000725152 AROUND THE HORN
632730888330823795428 0000663761 BERGLUNDS SNAEBKOP
622208441649456630883 0000736041 SPLIT RAIL BEER & ALE
622780873395657340609 0000095319 FAMILIA ARQUIBALDO
622860847885362060253 0000703654 SANTE GOURMET
622722887268973059050 0000555986 SEVEN SEAS IMPORTS
6225490406029999158281 0000231437 BOTTOM-DOLLAR MARKETS
Create ACH File 622774807678757415759 0000695228 ERNST HANDEL ~
< >
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Notes:
--This feature requires the Processor edition of ACH Universal.

--The import and file creation process can be automated with the included
Software Integration Kit.

--Dates can be updated for multiple records using the 'Change Dates' icon on
the Reports toolbar. To use the current default date, unmap the 'Date’ field
from Field 1 in the import wizard.

1.14.4 Notification of Change ABA Merge Utility
Overview
The Notification of Change Merge Utility enables users to Import an ACH file

and generate Notification of Change transactions for each record which has the
old ABA number.

The Notification of Change (COR) entry will contain the new ABA number as
the corrected data, as well as 'C02' (Updated ABA number) as the NOC code.

After the Notification of Change transactions are created, you can create an
ACH file to send, just like any other ACH file.

Notes:

--Transactions in the ACH file which do not have the old ABA number are
ignored.

--This utility is only available in the Banking Edition

Setup

We recommend that you print this page prior to starting.

1. Create a new account specifically for this utility

From the main menu select File > New > Create and complete the New
Account Wizard. When finished, it will prompt you if you want to 'Enter your

transmission information now?'. Click Yes.

2. ACH Setup wizard
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Note: If you did not select 'Yes' in the step above, simply select File > ACH
Setup to start the wizard.

a. On screen 3 of 7 select COR - Notification of Change.

By ACH Setup [ESRIER

Please enter az provided by your bank Afinancial inztitution. - Batch [nformation

. } . Pre-fill common entries
Compary Mame - 'our company's ‘short’ name which will be dizplaved on pour _——————

customer's, employee's, vendaor's bank statements. Max of 16 characters. Uzed in |
Batch Header [record '5' positions 5-20) Example f'our Compary'

Compary |0 - Identifies your company, divigion or sub-unit. Topically will be your
Federal D' with a leading "' [tatal 10 digits].  Can alzo be your DUMNS with a leading |

'3, ar bank assigned with a leading 'S, Often, based on the Immediate Origin 1D, Used  Epample 130009783
i Batch Headers/Footers [records '8' positions 41-50 and '3 pozitions 45-54]

Originating DF1 - Typically pour Immediate Destination code, without the trailing check |
digit. 8 digits [records 'S pozitions 80-97, '6' positions 80-87 and '8' poszitions 80-87).

Ew=ample '20283106"

Application - Standard Entry Clazs Code

Select the primary [default] MACHA * Al except CTH-ED
format you will be using.
Mate: T#F iz CCD.

{|COR- Matifization of Change

(" CTXEDI Subsets  [EPN STP 820 |

Screen 3of ¥

Help Cancel ¢ Back | Mest » | |

b. On screen 7 of 7 click on the 'NOC-COR' tab.
Enter the old and new ABA numbers.

We recommend checking the 'Auto-delete’ feature. This feature addresses the
ACH records you will be importing that do not use the old ABA number. As
these records are of no use to you, we can provide the housekeeping
functionality to remove them. However, if you wish to keep them - leave the
checkbox unchecked.

Click 'Finish' to save your updates.
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B3 ACH Setup = EETR
cTx | WEB | Reversals | Pre-Note and Misc | international | PBRICER (refred) NOC-COR | Advanced| 4| »

Muotification of Change - creates ACH-COR files [Banking edition anly]
Thiz screen enables a bank to notify originators of a change in AB& number.

Touse:

1. Set thiz account to 'COR- Motification of Change' on the third screen of ACH Setup. [once]

2. Enter the old and new ABA numbers below. [once)

3. Import an ACH file from the main menu Import > ACH Files > ACH Files.

4. Create an ACH file az vou normally would, ACH Universal will create a corective MOC enty with
code 'C0Z2 - Meed to correct ABA number' for every ranzaction with the 'old’ routing number.

Old ABAfrouting nurnber 12291 7056
Mew ABAfrouting number | 229 070007

[v Auto-delete hansactions which do not have the old routing number [cleanupk

Screen 7 of 7

Help Cancel ¢ Back | | Finizh

c. Import Safety Locks - recommended (not required):

We highly recommend putting the Import Safety Locks 'On'.

From the main menu select File > Options > General > Import tab. Scroll to the
bottom and turn the Safety Locks 'On'.

This prevents your users from accidentally trying to import the ACH file from the
main screen icon. If they try to import from the main screen it will only convert
their ACH file to Excel, it will not import the file.
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( 9. Options @W

[mpart lRepurts.l S'_.rs.tem] Reszume Startup | Bank En-l:le] C.ustuml

| Import ﬂ

ACH Batch Description - Show on manu No

Suppress void check warning on imporf Mo

Suppress prompt to show file after creg Prompt to Display
Supprezs duplicate checking at record- j
Import Safety Locks

Import Safety Locks

Dizables importz from the home page iconz. Reguires the user to start an impoart
fram the main menw. Highly recommended when uging custom impart menus
[zoftware integration kit] or non-standard imparts [fram the main menu).

Cloze

Use:
Import ACH file received
Import your ACH file received from the Federal Reserve Bank (or other

processor) from the main menu at Import > ACH File > ACH File.
Import Reports Transmit Control Panel

Transactions

Transactions [CTX-EDT)

Customers, Employees, Vendaors

ACH File (Including Return Files) 2 | Return File

Period List

=|b ACH File

Column Mapping Template - Import

Automation and Integration - Setup 3

ACH Universal
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Create new ACH file containing NOC's
Click on the 'Create ACH File' button on the home page, then click on the
'‘Create ACH File' button on the creation page.

Add A Record

Create ACH File

Note: The count on the creation page is for all transactions in the file, not just
the NOC transactions.

Done - Congratulations!
1.14.5 BAI-2-Excel Batch Processing

BAI-2-Excel Batch Processing

Use this page if you want to convert many BAI files to comma delimited (csv)
files.

Using the same conversion engine, the process takes one BAI file and converts

it to:
--a csv file containing the transactional information
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--a second csv file containing the summary information.

Initial Setup

1. Copy the BAI files that you have downloaded from your bank (or any
other source) to a folder on your computer or network.
Our suggestion is to copy only one or two files into this folder during testing.

2. Start Treasury Software - Bank Positive Pay

Create/enter into an account that has been configured for Bank Positive Pay.
Note: You can check/update this by entering into the account and then selecting
the Settings tab, then Maintenance. On the Maintenance form click Switch
Programs to check/update.

3. Setup
Once you've confirmed that you are in a Bank Positive Pay account, select BAI

Utilities from the Home tab.
E sample - Treasury Software 201

Home View Settings Help
. = y D 9 D Z+ Delete Records
e & ® i3
BAT

I Delete Entire Import

Home Backto Quick Import Adda Untransmitted Create Positive All
Welcome  Start Transactions * Record Records Pay File Reports % Mark Records To Resend Utilities

MNawvigation Common Activities Ooooops
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Then select 'Convert Many Files at a time'.

B3 BAI Utilities =

BAI Utilities
BAl-2-Ewxcel- B2l File Creation
Corvert BaAl [BAl 2] files into cav/Excel. Create BAl [BAl 2] filez.

Cluick Conwert - Select a file

Settings One-time setup

Carwvert many files at atime k—

Want to automate the process? See our Saoftware [ntegration Kit for unattended options.

This will display the screen below.

1 - Check the box and enter the source and output directories.

2 - Click Save when done.

Also note the parameters. You may want to copy these.

3 - Click the bottom hyperlink for documentation on creating a shortcut.
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B3 BAI Utilities =

wielcome  Conwert Mary BaAl Files One Time

Thiz panel enables you to configure the system to create multiple Bl files into cav files in a batch
process. After zetting up this panel, vau can tigger the process by running the command line on
the bottom of the screen from a deskiop shortcut, "Windows Tazk Scheduler, ar any batch utiliby.

Click 'Save' to update your selections

1
P‘Engle Bail-2-Ewcel batch processing

Location of BAI files
\C:ABAI_Files_From_Bank <— 1 L

Location of corwverted filez
|C:\Converted Files —<€—— 1

L
Save I‘_'_ 4

Command line with parameters - Note the Pﬂmm{E‘-'l'El‘S
|an'l FilezhTreasuny Softwarehyversion 2012 01 HBHEDM.EHQEETE'sampIE“ AMMERL a’.i'-.LITEI=2EI>

Far advanced users - this process uses the Saftware [ntegration Kit process, selection 20.

Instructions on creating a desktop shortout ——— 3

4. Create a Desktop Shortcut with the parameters that you saved in the
step above

For step-by-step instructions on creating the shortcut, see:
http://www.treasurysoftware.com/support2-Create-Automation-Shortcut.html

Congratulations - You are all set.
Now let's test

Place the source BAI files in your source folder. Click on the desktop icon.

In the output folder, you should see two (detail and summary/status) csv files for
each BAl file.
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1.14.6 ACH Merge

Merge ACH Files quickly and automatically with Treasury Software's ACH-Merge.

The source / individual files can be from any system or bank, they do not have to be
from ACH Universal.

ACH Merge associates key batch information with each record, enabling you to
recreate the transactions - and their batch header records - exactly as they were.
This is not simply a stitch and copy utility.

Use:

1. Click on ACH File Setup Wizard and enter the information for the file header if
you haven't done so already. This information will be used to create the '1' File
Header and '9' File Control/Footer record.

2. On the Home tab, click on ACH-Merge to open the ACH-Merge window.

3. Enter the folder containing containing the individual ACH files.

4. Note the location as to where you want the consolidated ACH file to be created.
5. Click Merge.

Note: The software may minimize into a background operation during this process.
This is normal and to be expected.

#*

es
= x =1, il == (- Ty ] H-2 L [
N Xl = o 2-Esidl
N& BE * B 8 @ D B :
w  Back o Suick ACH File  Camasin Pt Add & Brsreited T Create pr o nire  Enter Lense
At - T St T % - B ACH File Page H Rgturn Files ~ e et
- N -~
ACH Uriversal: Sample | S 4orses g
E ACH-Merge I
/ ' This wirsdow eriablies pou b conackdsie mulicls ACH fles inko orw single ACH e
-, o Jemason your bark gave you (ptonal - can
A Wt i gacet AICH Kied vk 81 & tiod it Howiod L (lomst hll o ths gt Goriial]. o
b pelct & doechony whach Sontard yous ACH Hlet wiach rsed 1 be condobdated Eacel Correra Deloreied o other §oaie
Hiohe: ATk Mesge vall ship previously mpasted fles sk Bosiy wore)
Impoet 1 P baek
Excel and Disaciony whars inchidusl ACH Fles ase kezabedd. Woka: ACH-Marge chuscks lor dupicaie Bles [same s ared data/tims sl
e S Y
Corobdated &CH File to be crnated e help
[ U sar i P\ Traacuny Softwaneh o Buark \saempie_sctonrt,_banemd bt ]
Accepted SEC codes inchade - CCD/DCD+, PPO/PPO+ and ofher codes with up bo one addenda recond [see Help)
CT levsbee] suppant, wall ondy inchude the st sddersda record. Dioes ot support 14T
For advarced borctonalty, ses Automaion » Advanced » ACH Meigs 16
Maige
Go To Crl
ACH Sstup

ACH Universal © 2019 Treasury Software



ACH Universal

6. View the filel
View the file?

File created. Transmit the file per your procedures:
ChUsers\PubliciTreasury Software\To Bank\sample_account_transmit.txt

Would you like to view the file?

Yes No

Process complete! Confirm activity in reports.

7. Reporting

--a. Activity Receipt Reporting - File level

--b. Unimportable Records report - record level
--c. Import Logs and Transmittal Logs

a. Activity Receipt Reporting - File level
You can receive a popup activity receipt at the file level (see below), which can be
displayed at the end of each ACH Merge.

Why would a file show as 'False’ (skipped / not included in the consolidated file)?

The system will import only ACH files in conformity to NACHA standards. Non-
standard ACH files may have transactions excluded - or even skipped in their
entirety (depending on the issue) - from the consolidated file.

11 20161012_121631_0_1_ACH Merge.txt - Notepad — [m] ®

File Edit Format View Help
The Software Integration Kit was run at 10/12/2016 12:16:31 PM by acct and processed the following 4 file(s): A
Count Amount Success File
101 -5487,614.25 True C:\Users\Public\Treasury Software\Tutcrial\ACH-Merge\ACH File.ach
0 5.00 False C:\Users\Public\Treasury Software\Tutorial\ACH-Merge\Non-ACH Excel File.xls
1 -5%900.00 True C:\Users\Public\Treasury Software\Tutorial\ACH-Merge\sample_ account_transmitl.txt
1 -5800.00 True C:\Users\Public\Treasury Software\Tutorial\ACH-Merge\tax-payment.txt|

To turn on the activity receipt, select the main menu Automation tab* > Software
Integration Kit > scroll down to ACH Merge (Group 16) and highlight the row. Click
on Add/edit. In the popup window, select the Reports tab and fill in as needed.

* If you are still testing in the Sample account, use the 'Samples' tab as opposed to
the 'Automation’ tab.

b. Unimportable Records report - record level
After the ACH Merge, you can run the 'Unimportable Records' report to help locate
any exceptions if there is an issue with control totals from the activity receipt (noted
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above) or the Import and Transmittal logs (see below).
KO

[‘1 Detail of unimportable records

Adboni View  Expodt Edit Record

sl BE

[Urempcatable Records

=] | A Penods =] Frem [0u01N%90 [»] Too 12012029 v | Fum

Nare Z| D Number X Amount X | Detur E| Cradt E | ABANumber T Account Number X Date X imperts  E| Routing Numberimalsd E
@B
HUNGRY COYOTE IMPORT 5 6996 53 21 V2006 m (=)
SAVE-ALOT MARKETS 64643 2132006 w (=]
SEVEN SEAS IMPORTS 5555 56 1 122006 o] =]
BOTTOM-DOLLAR MARKET S 231437 FrrrErrry PrrrrErE 12192006 100 =]
b Incnacusl Name (8_55_76) Incinadual 1D (6_ AEARouting (Mo_ | Account (o text n ¢ 08 =]
Incirvickual Name (6_55_76) indnadual 1D (6, ABARoubng (Mo | Account (Ho et w ¢ w7 =]

Notes:

--Do not use the 'Unimportable Records - Last Import' report, as this will only provide
you with information from the last individual source file.

--The 'Unimportable Records' report will only contain records from importable files
('Success'’) which may have been filtered out. Records from files that failed the
import process, such as Excel files, or defective ACH files, etc... will not be listed.

c. Import Logs and Transmittal Logs

You can check your control totals for the records successfully imported from the
individual source files at 'Import Logs' (displayed below) and for the file created at
"Transmittal Logs'.

L GRS

FILE HOME PROFILES REPORTS SETTINGS QUICKBOOKS AUTOMATION HELP
“j %j @ r%j - Import Logs
D H@ @ =l = LQ
All Untransmitted Past3 Import Transmittal Last ACH View Archive
Reports Records Months Logs Logs File Created Folder
Reports View ACH Files

Actions  View  Export

=2 EE EE X BEEB[E Sy Reoreal (?)

|inp0|t Logs ;I I Select date below ;I From: To Run
Drag a column header here to group by that column
Import_Number ¥ | Imported On Z | From x| To % | Count X Amount X | File Name =
Zi r Y
p 102 10122016 12:16:23 PM 077237201 077237201 1 ($800.00) | tax-payment bet
10 10272016 12:16:22 FM 0723201 07r2320M 1 ($900.00) sample_account_transmit].bit
100 101272016 12:16:21 PM 1211372006 1211372006 10 L (8487 614.25) ACH_File.ach )
FAQ's

How do | edit/delete some of the records after importing the ACH Files, but before
creating the consolidated file?
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You will not use the ACH-Merge automation utility, but instead import the ACH files
using through the main interface.

Then you can edit/delete the records.

When completed, you can create the consolidated file from the Create ACH file

page.

Note: If the batch headers (5 records) all contain the same company and ID
information, you can perform this with an ACH Universal Corporate license.
However, if the company and ID information is different, you will need an ACH
Universal Processor license.

Does ACH-Merge handle IAT records?

No, ACH-Merge has been designed to handle transactions with up to one addenda
record. While the vast majority of our clients are using it for PPD and CCD Standard
Entry Class codes, we recommend as with any application - fully testing before
moving into production.

Can | use the Sample account for ACH Merge?
No, do not use the sample account as it can reset to conform to the tutorial. Please
create a user account at File > New Account.

Troubleshooting

ACH Merge isn't merging a file. Why not?

Please confirm that your file is in a valid text format by opening it in Notepad or
similar application.

Once loaded, click File > Save As and confirm that the Encoding is set to ANSI. If it
is not in the correct encoding, contact the entity that provided you with the file.

If the file is in a proper text (ANSI) file, test the file using our ACH-2-Excel utility.
From the Home tab, select 'ACH-2-Excel' and select the file. As ACH Merge uses the
same parsing engine as ACH-2-Excel - if the file cannot be parsed, it cannot be
processed.

Note: A poorly formatted transaction not adhering to NACHA standards may
invalidate the entire file. Contact the entity that provided you with the file.

If you imported an ACH file manually - not through the wizard/automation, please
check the mapping template used during the import process. You can also run an
Untransmitted Records report to review the records which have been imported, but
not yet included in a file.

Of course, please contact our support team at any point if you are unable to
complete the ACH Merge process.
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1.15 Canadian Format

ACH Universal supports the CPA Standard 005 format, which is accepted
by all major Canadian banks.

Creating Canadian Payments Association CPA-
005 1464 byte files for Electric Funds Transfers
(EFT)

Please note that this format differs from US-based NACHA (ACH) formats.

ACH Universal™ helps you create EFT files for:
Direct deposit for employees

Collections from customers

Payments to vendors

Canadian vs US processes
Unless noted otherwise, all processes are the same for the two formats.
Please follow the same instructions and videos as the NACHA format.

All major functions of ACH Universal that are used to create US-based files, are
also available to create Canadian based files. This includes:

--Excel and csv file import, and profile-based import

--QuickBooks integration

--Email notification

--Security features including encryption, web and/or SSH transmission and
SQL Server support

--Automation - Software Integration Kit

Notes:

--The CPAOQOQ5 standard is a one account standard, therefore our multiple
origination account format is not applicable.

--The CPAO005 does not include a checking / savings account indicator.
Therefore, you do not need to map / include this field.

--The CPAOQO05 does not support EDI (ACH-CTX).
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--The routing number in Canada must appear as a 9-digit number in ACH
Universal. If the Institution is only a 3-digit number, you'll add a leading zero.
Example:

150 & &L L0 35 8598L w55 4

5digit Branch 3 digit Institution

When entering into Treasury Software:
0 + 3 digit Institution + 5 digit Branch
003901144

When to use this format...

Please use the CPA-005 if:

--Your bank is a Canadian bank and

--You are originating transactions from that bank - and the other party (ie.
customer, employee, vendor) has a Canadian bank account.

Do not use this format...

Do not use this format for cross-border transactions.

For example, if you bank with a US bank - and the other party (ie. customer,
employee, vendor) has a Canadian bank account, do not use this format.
Instead, please use the NACHA (ACH) format, with an International (IAT)
Standard Exchange Class.

Banks

Supported banks:

Royal Bank of Canada (RBC)

Toronto Dominion (TD)

HSBC

Scotiabank

Bank of Montreal (BMO)

and all other Canadian Banks accepting the CPA 005 1464 byte file format

For additional reference, The Canadian Payments Association standard CPA-
005 is located at:
https://www.cdnpay.ca/imis15/pdf/pdfs rules/standard 005.pdf

Ready to get started? See our setup page.
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1.15.1 Setup

L
' Setup

Creating CPA-005 1464 byte files for Electric Funds Transfers
(EFT)

1. Create a new account within the software
Click File > New Account and complete the Wizard.

2. From the Home page, click on the Canadian Format button.

FILE HOME SAMPLES PROFILES REPORTS SETTINGS QUICKBCOKS HELP

fal o = s s X [ =
(;_Q) i Encrypt Database x g _E B HeaderInfo & — *
== Encrypt ACH File . . EEI Offset Record X X - . 5 Maintenance L
Access ACH File  Transmission  Same I . Migrate to SQL Migrate to Remote  Citrix . Canadian
Control [ Change Password Setup Options Day ACH | ® File Location Express, SQL Server Desktop, Citrix Maint E Archive/Restore Format
Security ACH File Settings Multi-User Advanced Cther formats

3. Complete the Canadian Options panel

Click on 'Activate Canadian format', then click on your bank and select a five
digit Institution ID.

If your bank is not listed, select 'All Other Banks' and continue.

Enter your company information as requested and then click OK.
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L

Canadian based format. Canadian Payments Association Standard 0005 (1464 width).
Canadian Sethings (non-NACHA)

Canada

[ Activate Canadian format (check to tumn On)

Quick Setup - Select your bank
" HSBC
" Toronto Dominion
" Scotiabank

" Royal Bank of Canada
" Bank of Montreal

™ All other banks (default)

Bank’s Institution D (positions 31 - 35)

Bank | Region | InstttionD | A

HSBC Al 01600

Scotisbank Al 00220

T Al 00420 = :
RBC Halfax 00330 {or simply enter)
REBC Montreal 00310 W

Your company information

Company name - Short (up to 15 characters) | |
Company name - Long (up to 30 characters) I ]
Your originator / company |D (10 digits supplied by bank) | I
Account number for dishonoured transactions / returns

(typically, your account) ’ ]

Financial Institution for dishonoured transactions /
returns (typically, your 9 digit routing number) | l

Bank and Over-nde codes (rare to change)

Testing and First Use Options

Owvar-ride for the File Creation Number (Test: RBC TEST
Scotia 0000). For first files: TD and BMO use 0001" I

] Truncate padding (A record positions 59 - 1464; D/C 265- 1464; Z 113 - 1464). Only
r use for internal testing. Do not transmit to the bank wath selection checked (on). 019 Treasury Software
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Notes:

--It is very unusual for you to need to adjust the settings in the '‘Bank and Over-
ride codes' section.

--Enter a short (abbreviated up to 15 characters) company name as well as a
long company name ( up to 30 characters) - as either may be displayed on the
other party's bank statement.

FAQ's
Should | enter any information within the ACH File Setup Wizard (7 screens)?
No, please leave the settings at their default settings - and any entries empty.

Testing with my bank - any special settings?

Yes, please enter the following into the '‘Over-ride for the File Creation Number'
field (do not enter the apostrophes):

RBC, enter ' TEST'

Scotiabank, enter '0000'

First time creating a file to be sent to the bank - any special settings?

Yes, please enter the following into the ‘Over-ride for the File Creation Number
field:

TD, enter '0001'

BMO, enter '0001'

After you've created the files for the above scenarios, delete the entry from the
'‘Over-ride for the File Creation Number' field.

Click 'OK' when you're all set.
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