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Introduction 
 
Cash Management is a suite of online services specifically designed to help business members easily and 
efficiently meet their financial management needs. The tools in this suite can be broken down into three 
categories: control functions, payments and collection functions and information functions.  
 
Control Functions  
 

Cash Management offers several tools that allow companies to manage the risk and security of their own 
accounts. These tools include:  
 

• Dual control allows one user to draft payments while another authorizes those payments. 
 

• Supervisor functions allow companies to configure the system as well as grant specific access 
rights to different employee groups.  

 
Payments and Collection Functions  
 

The primary advantage to companies who use Cash Management is that they can initiate payments and 
collections in multiple ways.  
 

• Pay Bills - While some Bill Payments occur electronically, others are processed as paper drafts. 
The advantage of paper draft payments is that they are relatively inexpensive to initiate. However, 
there are two disadvantages of paper drafts: they can be slow and the originator does not control 
when the check actually clears.  

 

• ACH (Automated Clearing House) - ACH payments combine the cost-effectiveness of writing 
checks with the timely posting of wire transfers. Like wire transfers, ACH payments move through 
the Federal Reserve System.  Therefore, the originator controls when a payment will post to the 
receiving account—usually in one or two business days. Unlike wire transfers, ACH is relatively 
inexpensive.  

 

• Wire Transfers - Companies can move funds very rapidly, posting payments to the receiving 
account on the same day. The recipients can be either domestic or international.  

 

 
Information Function 
 

In addition to accessing balance and history information, placing stop pays, ordering checks and reconciling 
accounts, companies can also initiate transactions by sending a secure file to the credit union electronically.  
 
 

Navigating Cash Management 
 
Once inside the Internet Banking System (IBS), companies will notice is a row of navigation buttons.  These 
buttons are also referred to as the Main Menu buttons. The Main Menu buttons are fixed at the top of each interior 
page. Each Main Menu button sends you to the relevant portion of Internet Banking except for the "Exit" button, 
which logs you out of the secure Online Business Banking session and returns you to the credit union’s Business 
Services home page. 
 

 
 
Each Main Menu topic also has an associated set of Sub-Menu buttons immediately below the Main bar.  The 
sub-menu buttons below are found under the Main Menu topic “Cash Manager” (the buttons shown here are 
based upon features activated during implementation).  The active button is highlighted.  
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Note that the first Submenu button is always the default Submenu when a different Main menu button is selected. 
 

 
                  

1.1 Control Functions 
  

The Supervisor Functions allow companies to control individual user rights and responsibilities. Every company, 
once given access to Cash Management by the credit union, will have at least one supervisor on its staff. That 
person is responsible for managing the other Cash Management users within that company.  
 

                        
 

The Sspervisor is responsible for three areas of management: 
 

 
• Adding and maintaining company information, including all subsidiary information specific to that 

company. 
 

 
• Managing users and the accounts and features those users can access. 

 

 
• Managing categories and recipient classifications across payment types. 

1.1.1 Supervisor Functions 
Action Additional Information 
1.0 Managing  
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Company 
Information. 

 
 
 
 
NOTE: This is a 
very important 
first step that 
must be 
performed by 
the supervisor 
before Cash 
Management 
transactions can 
be submitted. 

Click on the main company or subsidiary that you wish to edit. 
 

 
 

At first, “Main Company” will be the only listing available. Once the supervisor logins, he 
or she will be able to set up subsidiaries. 
 

 
 
 

1.1 Entering 
and Editing 
Company 
Information. 
 

 

Enter the relevant information and press the “Submit” button when finished. 
 
 

 
 

Nickname - The name used to quick identify a particular company or subsidiary. 
 

Full Name – The official name of the company or subsidiary. 
 

Address – The company or subsidiary business address. 
 

ACH Name - The name that will appear in electronic funds transfer (ACH) files—up to 
22 characters in length. 
 

Federal Tax ID - The company or subsidiary’s Federal tax ID number.  
 
NOTE: This Tax ID must be accurately filled in for every company and subsidiary. It is 
used to populate the “Originating Company ID” field in ACH files submitted by the 
company.  It should be 9-digits in length (the Online Business Banking system will 
automatically prefix a “1” to the Tax ID in the ACH record). 
 
Federal Tax Region - The region (North or South) as defined by the state in which the 
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Federal tax ID is valid.  The "North" region contains Northern California and the 
following states: AK, CO, CT, HI, IA, ID, IL, IN, KS, MA, ME, MI, MN, MO, MT, ND, NE, 
NH, NJ, NY, OR, RI, SD, UT, VT, WA, WI, WY. The "South" region contains Southern 
California and all other states, including OH and PA. 
 

1.2 Adding and 
Editing a 
Subsidiary 
Company. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

There is no limit to the number of subsidiaries a supervisor can create. Just remember 
that the supervisor should assign user rights and create ACH categories for each 
subsidiary. 
 

 
All subsidiaries must be approved by the credit union in advance.  If subsidiaries are 
not approved in writing by the credit union, entries submitted by those subsidiaries or 
they will be rejected by the processor. This rejection will occurr after the daily cuttoff 
time. 
 

 

Add/Edit information in a manner consistent with the format described in Fig 1.1 above. 
 
NOTE: Subsidiaries can be removed by the supervisor; however the “Main Company” 
can be removed by only the credit union. 
 

 
 

2.0 Managing 
User 
Information. 

 
 

 

Login IDs represent the users that the company has asked the credit union to add to 
the Banking Manager. The supervisor then assigns rights to those Login IDs. Click on 
the hyperlink to access and modify the user’s record.  
 

 
 

 
NOTE: This very important step must be performed by the supervisor before secondary 
users can login to the application. If this is not done, then a secondary user will see a 
message upon login saying “Sorry you do not have any accounts.” 
 

2.1 The first 
step is to assign 
rights to the 
user accounts. 

 

Select the appropriate account rights that the user should have for each account type. 
A definition of each account right is listed in Table 1 below. 
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Table 1: Account Rights Options 

 
 

NOTE:  External funding account rights for ACH transactions are not available at this 
point. 

2.2 The second 
step is to assign 
rights to the 
modules. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Select  the modules (category rights) to which the user will have access.  A definition 
of each category right is listed in Table 2 below.  A company can also add per user 
daily draft limits.  
NOTE: The daily draft limit cannot override the daily company limit which the Credit 
union may have specified in the Banking Manager. 
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2.2 continued 

 
 

 

Table 2: Category Rights Options 

 
 
 

Remember to select “Submit” at the bottom of the page when finished making changes. 
The New User list will reflect the changes. 
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3.0 Managing 
Categories. 

 
 
 
 
 
 
 
3.0 continued 
 

 

Categories are defined as the classifications of payment payees/payors for the different 
payment types: Payroll, ACH Payment, Collections and Receipts; Wire Transfer; and 
International Wire Transfer. Categories are also used to manage transactions that will 
be debiting or crediting an external account that the company holds at another financial 
institution. 
 

The Category List contains the name of each category, as well as the users who have 
access to those categories. 
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If you would like to create a payroll entry for a subsidiary company, which involves 
setting up a list of ACH recipients, you can create a new category under “Payroll.” You 
can also use Categories to create an ACH credit using a DDA or SAV type account at 
another financial institution. 
 

NOTE: External funding accounts must first be added to the company’s Online Banking 
Profile by the credit union. 
 

Categories can be added by clicking on the “Add a Category” link at the bottom of the 
Category List page. 
 

Create and enter a Category Name. The name should be easily distinguishable from 
similar categories in that module. 
 

Select the appropriate Category Type and assign access to the users who will be 
setting up transactions.   
 

The drop-down list includes the following Category Types: 
• ACH (Payments and Receipts) 
• Payroll 
• Collections 
• Wire Transfer 
• International Wire Transfer 

 

Select a Default Account from the drop-down list of available accounts. Remember that 
in order to use an external funding account, the supervisor must first create a category 
and designate the external account as the default funding account. 
 

 
Select “Submit” when finished. NOTE: The option to remove an entry  is only 
available when one has been created and there are currently no payees/payors set up 
for that category. 
 

 
1.1.2 Authorize Transactions 

Action Additional Information 
1.0 Authorizing 
Transactions. 

 
 
 
 
NOTE: This is a 
very important 
first step that 
must be 

 

Authorize Transactions is a security feature specially designed to provide dual control 
for Cash Management services. It allows the supervisor to establish different security 
levels within a company. For example, a larger company can empower a clerk to create 
transactions, but may require a manager to approve them before they are processed. In 
smaller companies, perhaps a mid-level manager would be setup to handle both. It is 
also possible to grant the sole owner the sole power to create and authorize 
transactions.  
 

When a user without authorization rights has created a transaction, they will see 
postings similar these: 
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performed by 
the supervisor 
before Cash 
Management 
transactions can 
be submitted. 
 
 
 
 
 
 
 
 
 
 
 
TIP: An 
authorizing user 
should login and 
go to “Authorize 
Transactions” 
every day 
before post 
time. 

 
 

NOTE: A drafted payment must be authorized by post time on the day it was initiated. 
For example, if a user without authorization rights drafts an ACH payment today at 
11:00 AM, the payment must be authorized by post time today. Failure to do so will 
result in the payment not being processed. The payment will still appear in “View 
Postings,” but will not be listed as a transaction requiring authorization. Future-dated 
transactions are the only exceptions to this rule. In such a case, supervisor approval 
can wait until post time on the day the payment is scheduled to process. 
 

By post time, a user with authorization rights needs to login and go to “Authorize 
Transactions”  and take the appropriate action. It is important to 
remember that Online Banking will not send an alert to the authorizing user when 
transactions are pending authorization. Therefore, it is imperative for the user to make it 
a part of his or her daily procedure. 
 

 
 

Select the items to be authorized by placing a check  next to the Posting ID and 
select “Submit” to receive confirmation and continue. 
 

 
 

 

2.1 Payments and Collection Functions  
The Payments and Collection Functions allow companies to initiate and send ACH transactions, both credits and 
debits. Every company will be granted access to some or all of the following payments and collection functions, 
depending on the online banking agreement with the credit union. Access to each of the modules is specified in 
the Commercial Charge Plans of the Banking Manager. 
 

The following are the various payments and collection functions: 
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NOTES: Pay Bills is covered under IBS Basic Features as the functionality does not differ between Retail and Cash Management suites.   

Action Additional Information 
1.0 Initiating 
ACH Payments  
 

 
main menu  
 
 

sub menu 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
NOTE:  The 
“Category” field 
will have options 
available in the 
drop-down list 
only if the 
supervisor has 
created them. 
 
 
1.0 continued 
 
 
 
 
 
 
 
 
 
 

 

ACH Payments allow users to transfer funds to accounts at other financial institutions. 
Payments are made through the ACH network. As such, users can capitalize on the 
control benefits of sending money via ACH, such as specifying when recipients receive 
funds, and subsequently can minimize the float period 
 

When logging in for the first time, the default “ACH Payment” sub-menu will be “Set Up 
ACH.”   
 

 
 

In order to begin sending payments, the user must first add a payee to the company’s 
online profile.  To do this, either select “Add Entry” or “Import Payees.” Once payment 
recipients have been set up, the user may modify or remove them.  
 

To create a payee, select “Add Entry.” 
 

 
 

Enter the required information.   
• Recipient’s Name (required) is the name of the person or company to 

which the funds will be sent – 80 characters max length. 
• Recipient’s Address, City, State and ZIP is the address at which the 

person or company resides – 80 characters max length.  NOTE that there 
is not a comma between state and ZIP. 

• Category is by default “Uncategorized,” meaning the payee will be added 
to the general list of payees in the company’s online banking profile. 
Categories must be created by the supervisor in order for them to appear 
in the drop-down list.  NOTE: If the recipient’s payment must be funded 
with an external account, then you must specify the category to which the 
appropriate funding account was added. 

• A Usual Payment Amount can be added to the recipient. Remember that 
if left blank, then it will have to be filled-in when a payment is scheduled – 
80 characters max length. 

• Recipient’s Bank Routing Number (required) is the 9-digit ABA number 
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NOTE:  The IBS 
will check the 
ABA for errors 
at the time of 
submission. 
 
 
 
 
 

 
sub menu 
 
NOTE: If you 
want to use an 
external funding 
account, change 
your category 
layout here. If 
you only want to 
pay one, it is 
best to use the 
Single Payment 
sub-menu. 
However, you 
will not have 
access to 
change layout. 
 
 
 
TIP: To 
"prenote" a 
payee, simply 
click the payee's 
checkbox  
and enter in an 
amount of 
$0.00. 
1.0 Continued 
 
 
NOTE:  1 day 
credit is a 
configuration 
item that can be 
turned ON or 
OFF. If OFF, the 
default of 2 days 
is forced. 
 

of the financial institution to receive the credit – 11 characters max length. 
• Recipient’s Account Number (required) is the number of the account at 

the financial institution into which the funds will be credited – 30 characters 
max length. 

• Email Confirmation To is the email address to which Online Banking will 
send a message explaining that an ACH Credit has been generated – 80 
characters max length. 

 
Sample Email 

 

 
 

Follow the instructions on the screen and press the “Add This Account” button 

 to create and add the Payee to the company’s online banking profile. Click 
“OK” to save the setup. 

 
 

A confirmation message will alert the user to the status and/or errors of the setup. 
 

 
 

The entry now appears as a payee on the ACH screen and the user can begin making 
payments. 
 

 
 
 

• Send Payment On is the date on which these payments will be sent to the 
financial institution for processing. Payments can be future-dated with no 
limit as to how far in advance. 

• Effective Date is the date recipients will receive their individual credits. 
This field is dynamically altered as the 1 or 2 day credit radio buttons are 
selected.   

• Make sure the check box   is checked for those you wish to pay. All 
payees in the template are checked  by default. There is not an option to 
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NOTE:       
External funding 
accounts are 
category 
dependent. 
 
 

 
sub menu 
 
NOTE:  In this 
particular 
example, the 
user drafting the 
payment also 
has 
authorization 
rights, otherwise 
the posting 
would state that 
the transaction 
has been 
“Drafted but not 
yet authorized.” 
 

sub menu 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
1.0 continued 
 

sub menu 
 
 
 
 
 
 
 

“Uncheck All” – to create individual payments, use the “Single Payment” 
sub menu option. 

• The Amount field defaults to the “Usual Payment Amount,” if it was 
specified in the Payee set up. The user can override this amount in the 
field provided.  The “Total” amount will dynamically update as each field is 
populated – 20 characters max length. 

• Input the information to be added to the Addenda record (7 record) – 80 
characters max length. 

• Select the From entity. This is the company or subsidiary name that will 
appear as the originating company in the ACH file.  

• Verify the Total Items and the Total Amount fields.  
• Select to Credit Recipient in 1 or 2 days (optional).   

NOTE: This always defaults to 2 days per NACHA guidelines. You should 
always confirm the effective date if you change this option.  

• Select to send Via CCD or PPD. This option is determined by the 
receiving entity’s type: consumer recipients must receive PPD items and 
commercial recipients must receive CCD (Cash Concentration or 
Disbursement) items. 

• Select the From Account to fund the outgoing payment(s).  
• Select the “Submit” button. A confirmation window will be presented. Press 

the “OK” button after confirming the account and payment amount.  
 

 
 

The item is written to the transaction file for the processing date specified as “Send On” 
and is now visible in the “View Postings” area of the application.  
 

 

 
NOTE: A drafted payment must be authorized by post time on the day it was initiated. 
For example, if a user without authorization rights drafts an ACH payment today at 
11:00 AM, the payment must be authorized by post time today. Failure to do so will 
result in the payment not being processed. The payment will still appear in “View 
Postings,” but will not be listed as a transaction requiring authorization. Future-dated 
transactions are the only exceptions to this rule. In such a case, supervisor approval 
can wait until post time on the day the payment is scheduled to process. 
 

To modify a payee, select a recipient from the list, then select the “Modify This Entry” 
button to begin this process.  
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sub menu 
 
 
 
 
 

 
 
 
 
1.0 Continued 
 
 
 
 
NOTE:  When 
importing an 
NACHA 
formatted ACH 
file, the options 
are to import the 
record with the 
payee name in 

 
 
The form is identical to the screen that was used to setup the payee. Complete the form 
with any additions and remember that fields marked with an asterisk are required 
information. 
 

 
 

Select “Submit”  to save the changes, “Remove This Entry”  to 
remove the payee from your recipients list or “Go Back”  to return to the 
previous screen. If changes were made, select “OK” at the confirmation dialog box to 
be taken back to the recipients list. 
 

 
 

To remove a payee, select the recipient from the list, then select “Remove This Entry.”  
 

 
 

Select “OK” at the confirmation dialog box to be taken back to the recipients list. 
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“Batch Detail” 
(ACH 6 Record) 
or with the 
payee name in 
“Batch Header” 
(ACH 5 
Record). The 
user will need to 
know how their 
ACH software 
exports this data 
in order to make 
the correct 
selection. An 
incorrect 
selection will 
more than likely 
result in a 
rejected TOFED 
file. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
1.0 Continued 
 
 
 
 
 
 
 
 
 

sub menu 
 

Companies with a large list of ACH payment recipients may not want to add or modify 
those recipients one at a time but rather batch import their list of recipients into the ACH 
payment database. If these companies can provide a sample file containing the correct 
payment recipient’s routing information, either as an ACH formatted file or as a comma 
delimited file, then the recipients can be imported into the ACH payment database.  
 

From “Your Current ACH Recipient List,” select the” Import Payees”  
button.   
 

 
 

Follow the instructions on creating a file to import ACH recipients, or if a file has been 
created already, go to Step 2.  
 

Step 1: Using your accounting or database software, either create an NACHA 
formatted ACH file or convert your data to a comma delimited file with the following 
fields:  
 

Payee Name = full name (e.g., John Doe) - required 
Payee Bank Routing Number = 8 or 9 digit number (e.g., 123456789) - required 
Payee Bank Account = 5-15 digit number (e.g., 333444555) - required 
Payee Bank Account Type = empty, or 1 if checking or 2 if savings 
Usual Payment Amount = empty or an amount (e.g. 700.00) 
Payee Address = empty or the payee’s street address 
Payee City = empty or the payee’s city  
Payee State = empty or the state abbreviation 
Payee ZIP = empty or the ZIP code 
Payee Email = payee’s inbound email address 
 

Examples: 
  John Doe,123456789,333444555,1,700.00,123 Elm,Anytown,IL,60000,jdoe@zzz.com 
  John Doe,123456789,333444555,,700.00,,,,, 
  "John Doe","123456789","333444555","","","","","","","" 
 

Step 2:  Once the file has been created in the above format, type in the file name or 
browse to the file location in the dialog box as shown below. Select from the drop-down 
list whether your file is comma delimited or NACHA formatted ACH. Select the “Submit” 
button when ready to import.  
 

 
 

If importing an ACH file that includes the payment amount, then check  “Include 
Usual Payment Amount (ACH files only).”  
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NOTE:  The 
import function 
will validate 
routing numbers 
– if they are 
incorrect then 
those entries 
will be rejected.   
 
 
 
 
 
 
 

 
 

 
Sub-menu 
 
NOTE: If you 
want to use an 
external funding 
account, change 
your category 
layout here. If 
you only want to 
pay one, it is 
best to use the 
Single Payment 
sub-menu. 
However, you 
will not have 
access to 
change layout. 
 
 
 
 
 
 
 
 
 
 
 
1.0 Continued 
 

If your accounting software could not create the required file, there are a couple of other 
options to explore.   
 

• First, create an Excel spreadsheet with 10 column headings for the file format 
listed above. Input and maintain payee details in this spreadsheet, and when 
ready to import, simply save the file in CSV (comma delimited) format.  You can 
then follow the instructions for step 2 to import the data. 

 

• The second option is to skip to Step 3 and input the data, in comma delimited 
format, directly into the Internet Banking application. 

 

Step 3 (comma-delimited files only): If you could not enter the file name using Step 2 
above, manually enter or open your comma delimited file into a text editor (like Notepad 
or another word processor). Select all the text (usually via an Edit/Select All menu 
choice) and then copy it into the clipboard (usually Edit/Copy). Finally, paste the 
information (usually Edit/Paste) into the box below (remember to use the format listed in 
Step 1 above). 
 

 
 

If the supervisor has created Categories, then they would be available from the drop-
down list. (Categories wiil be covered in more detail later.) By leaving the default 
(uncategorized), the import will add the recipients to the company’s general ACH 
recipient template (example below). 
 

Before the import can be submitted, the handling instructions must be selected. The 
handling instructions determine how the data is imported into the payment database. 
There are 3 choices for handling instructions:  
 

• Amend Current List adds entries found in the import file to the payment 
database as long as those entries are not duplicates. Duplicates are entries in 
which both the import file and the existing payment database share matching 
names, account numbers, routing numbers and categories. 

• Append Current List adds entries found in the import file to the existing 
payment database without checking for duplication. 

• Replace List Completely replaces a current category of payment database 
recipients with the recipients found in the import file. 

 

It is important to note that if the “Uncategorized” option is left as the default, then 
amending, appending or replacing will affect only those recipients that have not already 
been categorized. 

 

Select “Submit” when ready to import. 
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If errors are noted, then the import process can be done again once the error is 
corrected. This time, however, select “Replace List Completely” so as not to duplicate 
entries. 

 
 
 

From the ACH Payments screen, the user can now begin making payments using the 
data that has been imported. 

 
 

For creating an ACH Payment, see the beginning of Figure 1.0 above. 
 

1.1 Drafting 
Single ACH 
Payments 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

There is also the option to set up and pay ACH payments one at a time. The template 
allows the user to select a recipient from the drop-down list or enter payment 
information with the assumption that it is a one-time payment and the user does not 
want to add the payee details into the company’s online profile for future use. 
 

 
 

This option is to create one ACH Payment at a time.  
 

• Select the From entity. This is the company or subsidiary name that appears 
as the originating company in the ACH file created.  

• Select to Send Payment To the ACH Payment recipient from the drop down 

Online Business Banking 16 



 
 
 
 
 
 
 
 
 
 
1.1 Continued 
 
 
 
NOTE:  You 
cannot use 
external funding 
accounts under 
the Single 
Payment layout. 

list or fill in the following information (80 characters max length):  
o Recipient Name – required 
o Bank Routing Number – required 
o Bank Account Number – required 

• Enter the Send Payment On date for which these payments are to be 
processed.  

• Review the Effective Date. This is the date that recipients receive their 
individual credits.  

• Enter the Payment Amount – 20 characters max length. 
• Then check the box marked Is this a DDA (Checking) Acct? If left unchecked, 

no account type will be specified in the ACH file. 
• Enter a Memo/ACH Addendum to describe the payment – 130 characters max 

length. 
• Enter recipient’s Email Confirmation address. Online Banking will send an 

email explaining that an ACH Credit has been generated.  

• Credit Recipient in 1 Day or 2 Days. This option will dynamically affect the 
“Effective Date” and specifies if the effective date will be 1 or 2 business days 
after the send date. Note: Thi always defaults to 2 days per NACHA guidelines. 
You should always confirm the effective date if you change this option.  

• Via CCD or PPD. The option is determined by the recipient’s entity type: CCD 
for a commercial recipient and PPD for a consumer recipient.  

• Select the From Account to fund the outgoing payments.  
• Select the “Submit” button. A Confirmation window will be presented. Select the 

“OK” button after confirming ACH payment amount and account.  
 

NOTE: A drafted payment must be authorized by post time on the day it was initiated. 
For example, if a user without authorization rights drafts an ACH payment today at 
11:00 AM, the payment must be authorized by post time today. Failure to do so will 
result in the payment not being processed. The payment will still appear in “View 
Postings,” but will not be listed as a transaction requiring authorization. Future-dated 
transactions are the only exceptions to this rule. In such a case, supervisor approval 
can wait until post time on the day the payment is scheduled to process. 
 

2.0 Initiating 
Payroll 
Payments  

 
main menu  
 

sub menu 
 
 
 
 

 
 
NOTE:  The 
“Category” field 
will have options 
available in the 
drop-down list 
only if the 
supervisor has 
created them. 
This includes 
the use of 

 

Payroll allows users to send ACH credits to recipient accounts at other financial 
institutions. This feature is most commonly used to pay employees.  
 

When logging in for the first time, the default sub-menu option under Payroll function 
will be “Set Up Payroll.”   
 

 
 

In order to begin sending payments, the user must first add a payee to the company’s 
online profile.  To do this, either select “Add Entry” or “Import Payees.” Once payment 
recipients have been set up, the user may modify or remove them.  
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external funding 
accounts. 
 
 
 
 
 
 
 
 
 
 
 
 
2.0 Continued 
 
NOTE: The 
number of 
additional 
recipient 
account fields 
available 
depends on how 
many the FI 
chooses to 
make available. 
 
 
NOTE:  The IBS 
will check the 
ABA for errors 
at the time of 
submission. 
 
 
 
 
 
 
 
 

 
sub menu 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

To create a payee, select “Add Entry.” 
 

 
 

The top section is designed to collect the the recipient’s personal information. Note that 
only the recipient’s name is required personal informaiton (80 characters max length for 
these fields). If you plan on adding multiple recipient accounts in the next section, then 
the Usual Payment Amount field must be populated, otherwise it can be left blank.  
 
The next piece of required information is the recipient’s primary account information (11 
characters max for routing and 35 charactesr max for account number). 
 

 
 

If you have entered a “Usual Payment Amount,” and would like to send portions of that 
amount to other recipient accounts, use the next section (12 characters max length for 
Deposit Amount, 9 characters max for Routing Number and 34 max for Account 
Number). 
 

 
 

Follow the instructions on the screen and press the “Add This Account” button  
to create and add the Payee to the company’s profile.  Click “OK” to save the setup. 

 
 

A confirmation message will alert the user to the status and/or errors of the setup. 
 

 
 

The entry now appears as a payee on the Payroll screen and the user can begin 
making payments. 
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TIP: Enter $0.00 
to "prenote" a 
payee. 
 
 
 
 
NOTE:  
Effective date is 
2 day by default. 
2.0 Continued 
 
NOTE:  For 
external funding 
accounts, you 
must first select 
the Category 
and change the 
layout. 
 
 
 

 
sub menu 
 
 
 
 
 
 
 

sub menu 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

• Select a Category of recipients – each time a category is chosen, remember to 
select “Change Layout” to load the list of recipients for the selected category.  

• Enter the Send Payment On date. This is the date that the financial institution 
will begin to process the payroll items.  

• Review the Effective Date. This is the date that recipients receive their 
individual payroll credits.  

• Be certain the check box  is checked for those who you wish to pay.  
• Amount field defaults to Usual Payment Amount that was specified in the 

Payroll set up, but you can override this amount in the field provided.  
• Select the From entity. This would be the company or subsidiary name that 

appears as the originating company in the ACH file created.  
• Verify the Total Items and the Total Amount fields.  
• Credit Recipient in 1 Day/2 Days specifies if the payroll effective date will be 1 

or 2 business days after the send on date.  Note: Always defaults to 2 days, 
per NACHA guidelines. You should always confirm the effective date if you 
change this option.  

• Select the Account from which payroll is to be funded.  
• Select the “Submit” button. A Confirmation window will be presented. 
• Select the “OK” button after confirming payroll amount and account.  

 

 
 

The item is written to the transaction file for the processing date specified as “Send On” 
and will be visible in the “View Postings” area of the application.  
 

 

NOTE: A drafted payment must be authorized by post time on the day it was initiated. 
For example, if a user without authorization rights drafts an ACH payment today at 
11:00 AM, the payment must be authorized by post time today. Failure to do so will 
result in the payment not being processed. The payment will still appear in “View 
Postings,” but will not be listed as a transaction requiring authorization. Future-dated 
transactions are the only exceptions to this rule. In such a case, supervisor approval 
can wait until post time on the day the payment is scheduled to process. 
 

To modify a payee, select a recipient from the list, then select the “Modify This Entry” 
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2.0 continued 
 

sub menu 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 

sub menu 
 
 
 
 

 
 
 
NOTE: If using 
comma-
delimited 
format, 
additional 
accounts must 
be added 
manually from 
the “Set Up 
Payroll” sub-
menu. 
 
NOTE:  When 

button to begin this process.  
 

 
 

The form is identical to the screen that was used to setup the payee. Complete the form 
with any additions and remember that fields marked with an asterick are required 
information. 
 
 

 
 
 

Select “Submit”  to save the changes, select “Remove This Entry”  

to remove the payee from your recipients list or select “Go Back”  to return to 
the previous screen.  If changes were made, select “OK” at the confirmation dialog box 
to be taken back to the recipients list. 
 

 
 

To remove a payee, select the recipient from the list, then select “Remove This Entry.”  
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importing an 
NACHA 
formatted ACH 
file, the options 
are to import the 
record with the 
payee name in 
“Batch Detail” 
(ACH 6 Record) 
or with the 
payee name in 
“Batch Header” 
(ACH 5 
Record). The 
user will need to 
know how their 
ACH software 
exports this data 
in order to make 
the correct 
selection. An 
incorrect 
selection more 
than likely will 
result in a 
rejected ACH 
file. 
 
2.0 continued 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

Select “OK” at the confirmation dialog box to be taken back to the recipients list. 
 

 
 

Companies with a large list of ACH payment recipients may not want to add or modify 
those recipients one at a time but rather batch import their list of recipients into the ACH 
payment database. If these companies can provide a sample file containing the correct 
payment recipient’s routing information, either as an ACH formatted file or as a comma 
delimited file, then the recipients can be imported into the ACH payment database.  

From “Your Current ACH Recipient List,” select the” Import Payees”  
button.   
 

 
 

Follow the instructions on creating a file to import ACH recipients, or if a file has been 
created already, go to Step 2.  
 

Step 1: Using your accounting or database software, either create an NACHA 
formatted ACH file or convert your data to a comma delimited file with the following 
fields:  
 

Payee Name = full name (e.g., John Doe) - required 
Payee Bank Routing Number = 8 or 9 digit number (e.g., 123456789) - required 
Payee Bank Account = 5-15 digit number (e.g., 333444555) - required 
Payee Bank Account Type = empty, or 1 if checking or 2 if savings 
Usual Payment Amount = empty or an amount (e.g. 700.00) 
Payee Address = empty or the payee’s street address 
Payee City = empty or the payee’s city  
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sub menu 
 
NOTE:  The 
import function 
will validate 
routing 
numbers – if 
they are 
incorrect then 
those entries 
will be rejected.  
 

2.0 continued 
 
 

 
sub menu 
 

TIP:  Manage 
who you pay by 
using 
categories.  If 
you do not have 
categories from 
which to 
choose, use the 
“Clear Form” 
button to un-
check all 
payees and 
then select only 
those that you 
want included 
in your payroll 
payment. 
 
 

 
 
 
 
 

 
sub menu 
 
 
 
 
 
 
 
 
 
 
 

Payee State = empty or the state abbreviation 
Payee ZIP = empty or the ZIP code 
Payee Email = payee’s inbound email address 
 

Examples: 
John Doe,123456789,333444555,1,700.00,9821 Elm St,Chicago,IL,60000,jdoe@zzz.com 
John Doe,123456789,333444555,,700.00,,,,,,,,,, 
"John Doe","123456789","333444555","","","","","","","","","","","" 
 

Step 2:  Once the file has been created in the above format, type in the file name or 
browse to the file location in the dialog box as shown below.  Select from the drop-down 
list whether your file is Comma Delimited or NACHA formatted ACH.  Select the Submit 
button when ready to import.  
 

 
 

If selecting to import an ACH file and it does includes the payment amount then please 
check  Include "Usual Payment Amount" (ACH files only) check box.  
 

If your accounting software could not create the required file, there are a couple of other 
options to explore.   
 

• First create an Excel spreadsheet with 10 column headings for the file format 
listed above. Input and maintain payee details in this spreadsheet, and when 
ready to import, simply save the file in CSV (comma delimited) format.  You can 
then follow the instructions for step 2 to import the data. 

• The second option is to skip to Step 3 and input the data, in comma delimited, 
format directly into the Internet Banking application. 

 

Step 3 (comma-delimited files only): If you could not enter the file name using Step 2 
above, manually enter or open your comma delimited file into a text editor (like Notepad 
or another word processor). Select all the text (usually via an Edit/Select All menu 
choice) and then copy it into the clipboard (usually Edit/Copy). Finally, paste the 
information (usually Edit/Paste) into the box below (remember to use the format listed in 
Step 1 above). 
 

 
 

If the supervisor has created Categories, then they would be available from the drop-
down list. (Categories wiil be covered in more detail later.) By leaving the default 
(uncategorized), the import will add the recipients to the company’s general ACH 
recipient template (example below). 
 

Before the import can be submitted, the handling instructions must be selected. The 
handling instructions determine how the data is imported into the payment database. 
There are 3 choices for handling instructions:  
 

• Amend Current List adds entries found in the import file to the payment 
database as long as those entries are not duplicates. Duplicates are entries in 
which both the import file and the existing payment database share matching 
names, account numbers, routing numbers and categories. 
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2.0 continued 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
sub menu 
 
 
 
 
 
 

• Append Current List adds entries found in the import file to the existing 
payment database without checking for duplication. 

• Replace List Completely replaces a current category of payment database 
recipients with the recipients found in the import file. 

 

It is important to note that if the “Uncategorized” option is left as the default, then 
amending, appending or replacing will affect only those recipients that have not already 
been categorized. 

 

Select “Submit” when ready to import. 
 

 
 

If errors are noted, then the import process can be done again once the error is 
corrected. This time, however, select “Replace List Completely” so as not to duplicate 
entries. 

 
 
 

From the ACH Payments screen, the user can now begin making payments using the 
data that has been imported. 
 

 
 

Notice on the Payroll Recipient list above that the category currently displayed is “All.”  
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Payees were just added for the subsidiary company, but in the current template (ALL), 
those payees are listed among all the other payees who have been added to the 
company’s online profile. You may select a different group of payees by choosing one 
of the other categories from the drop-down list and then selecting the “Change Layout” 
button. By doing so, you can display only the payees who have been added under a 
particular category. Remember that in order to use external funding accounts, you must 
change your layout to the category that is related to those account types. 
 

 
 

Notice in the list above that we have now stripped out 4 of the 7 payroll payees and can 
send an ACH batch credit file under the “New Subsidiary” company. 
 

If you find that the amounts have all changed, you can simply import a new list of 
recipients with updated dollar values (remember to “Replace” the current list) or you 
can select the “Import Amount” button  from the bottom of the Payroll screen. 
 

Step 1:  Using your accounting or database software, convert your data to a comma-
delimited file with the following fields:  
 

• Payee Name = a full name (e.g., John Doe) 
• Payment Amount = an amount (e.g., 700.00) 

 

Examples: 
   John Doe,700.00 
   "Jane Smith","356.00" 
 

Step 2 
Type in the complete file name or use the "Browse" button to locate the file. Pressing 
the "Submit" button will provide a preview form where you may view the file contents 
and import the amounts.  
 

 

Step 3 
Verify the accuracy of your data in the preview screen and then select “Import Amount” 
to apply the changes. 
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The Payroll Recipient list now reflects the new payment amounts from the imported file. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3.0 Initiating 
Domestic Wire 
Transfer 
Requests 

 
main menu  
 
3.0 continued 
 
 

sub menu 
 
 
 
 
 

 

Wire Transfer Requests allow you to place wire transfers over the Internet. The 
recipient will receive the credit that same day as long as the wire transfer request was 
placed within valid wire posting hours as disclosed on the Wire Transfer screen.  
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sub menu 

.0 continued 

 
 
3
 
 
 
 
 

 
sub menu 
 
 

 
 

To create a wire request, perform the following:  
 

• Select the From entity. This is the company or subsidiary name that appears 
as the originating company in the ACH file(s). 

• Send Transfer On date (required) – If requested before post time, the default 
date will be that of the current business day. If requested after post time, the 
default date will be that of the next business day. 

• $ – Enter the wire dollar amount – 15 characters max. length. 
• Select the Beneficiary Information from the drop-down list if a recipient has 

been added to the company’s online profile. 
• Input the Beneficiary Name (required) – 35 characters max length. 
• Input the Beneficiary Address, including city/state/zip (required) – 35 

characters max length. 
• Enter a Memo for data to be included in the addenda record – 140 characters 

max length. 
• To send an Email Confirmation To the recipient (example below), input the 

address – 80 characters max length. 
 

 
 

• Enter the Beneficiary’s Account Number (required) – 20 characters max 
length. 

• Enter the beneficiary’s Bank Routing Number (required) – 20 characters max 
length. 

• Enter the beneficiary’s Bank Name – 35 characters max. length. 
• Enter the beneficiary’s Bank Address (1 and/or 2 and city/st/ZIP) – 35 

characters max length. 
• Enter any Intermediary Bank Information under the guidelines specified for 

the primary institution. 
• Select the Funding Account that will be debited for this transaction.   
• Select the “Submit” button.  

 

NOTE: A drafted payment must be authorized by post time on the day it was initiated. 



Online Business Banking 27 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
sub menu 

.0 continued 

 
 
 
 
3
 
 
 
 
 
 

 
 
 

Failure to do so will result in the wire not being processed. The transaction will appear 
in “View Postings,” but will not be listed as a transaction requiring authorization. Future 
dated transactions are the only exceptions to this rule. In such a case, supervisor 
approval can wait until post time on the day the payment is set to post.  
 

A confirmation window will appear. Select the “OK” button if you wish to continue. 
 

 
 

The item is written to the transaction file for the processing date specified as “Send On” 
and will be visible in the “View Postings” area of the application.  
 

 
 

To add a wire recipient or to modify/remove an existing entry, select the “Set Up Wire” 
 sub menu button. 

 

 
 

Add Entry – Select the “Add Entry”  button to begin the process.  
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sub menu 
 
 
 

 

.0 continued 

 
 
 
 
 
 
 
 
 
 
 
 
3
 

 

Follow the instructions on the screen, while adhering to the guidelines specified on the 
previous page and press the “Add This Account”  button to create the 
Payee.  Select “OK” at the confirmation dialog to finish the setup. 
 

 
 

Wait for the confirmation to verify that the Beneficiary has been added to the template. 
 

 
 

Modify Payee – To modify an existing wire recipient, select them from the list. 
 

 
 

Select the “Modify Entry”  button to begin the process.  
 

 
 
 

Follow the instructions on the screen to modify any fields and press the “Submit” 

 button to save any changes or select “Remove Entry”  to remove 
the recipient all together. If saving changes, select “OK” at the confirmation dialog to 
finish the setup. 
 

Remove Payee – Select a recipient from the list, then select the  button.  



 

 
 

At the confirmation dialog, select “OK” to remove this Payee.  
 

 
 

Verify that the recipient has been removed from “Your Current Wire Transfer Recipient 
List.”  You will receive no further confirmation that the entry was removed. 
 

4.0 Initiating 
International 
Wire Transfer 
Requests 

 
main menu  
 

sub menu 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
TIP: If sending 
credits to a 
recipient on a 
regular basis, 
enter the payee 
information 
under “Set Up 
Wire” sub-menu 
and select to 
“Add Entry.” 
This will add the 

 

International Wire Transfer Requests allow you to place wire transfers to foreign 
recpients over the Internet. The recipient will receive the credit that same day as long 
as the international wire transfer request was placed within valid international wire 
posting hours as disclosed on the International Wire Transfer screen.  
 

 
 

To create an International wire request, perform the following: 
• Select the From entity. This is the company or subsidiary name that appears 

as the originating company in the ACH file(s). 
• Send Transfer On date (required) – If requested before post time, the default 

date will be that of the current business day. If requested after post time, the 
default date will be that of the next business day. 

• $ – Enter the wire dollar amount – 15 characters max. length. 
• Select the Currency type from the drop-down list (required) only if they FI has 
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payee to the 
“Beneficiary 
Information“drop
-down list. 
 
 
 

 
 
 
 
 
 
 
4.0 continued 

 
 
 
 
NOTE: External 
funding 
accounts are 
not available for 
funding 
international 
wires. 
 
 
 
 
 

 
sub menu 
 
 
 
 
 
 
 
 
 
 

 
sub menu 
 
 
 

 
 
 
 
 

chosen to allow this field) – default currency is USD. 
• Select the Beneficiary Information from the drop-down list if a recipient has 

been added to the company’s online profile. 
• Enter the Address Line 1 (required) – 35 characters max length. 
• Enter the Address Line 2 (required) – 35 characters max length. 
• Enter a Memo for data to be included in the addenda record – 140 characters 

max length. 
• To send an Email Confirmation To the recipient (example below), input the 

address – 80 characters max length. 
 

 
 

• Input Beneficiary’s Account Number (required) – 34 characters max length 
• Input the recipient FI ID or SWIFT (Society for Worldwide Interbank Financial 

Telecommunication) code (required). 20 characters max length, although this is 
generally an 8-11 digit number (for more info see www.swift.com). For 
example, if sending to Deutsche Bank, the code is DEUTDEFF: 

o DEUT = Deutsche Bank identifier 
o DE = Country code for Germany 
o FF = Location code for Frankfurt (Deutsche Bank’s home office) 

• Input the recipient BIC (Branch Identifier Code) – 20 characters max length 
• Enter the recipient’s Bank Name – 35 characters max length 
• Enter the recipient’s Bank Address (lines 1, 2, and/or 3) – 35 characters max 

length. 
• Enter any information pertaining to an Intermediary Financial Institution. 
• Select the Funding Account that will be debited for this transaction.  
• Select the “Submit” button.  

 

A confirmation window will appear. Select the “OK” button if you wish to continue. 
 

 
 

The item is written to the transaction file for the processing date specified as “Send On” 
and will be visible in the “View Postings” area of the application.  
 

 
 

NOTE: A drafted payment must be authorized by post time on the day it was initiated. 
For example, if a user without authorization rights drafts an ACH payment today at 
11:00 AM, the payment must be authorized by post time today. Failure to do so will 
result in the payment not being processed. The payment will still appear in “View 
Postings,” but will not be listed as a transaction requiring authorization. Future-dated 
transactions are the only exceptions to this rule. In such a case, supervisor approval 
can wait until post time on the day the payment is scheduled to process. 
 

To add an International wire recipient or to modify/remove an existing entry, select the 
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4.0 continued 
 
 
TIP: When 
setting up a 
recipient, leave 
the “Memo” 
field blank. You 
will be able to 
add a memo 
later when you 
initiate a 
transfer. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
sub menu 
 
 

 
 

“Set Up Wire”  sub menu button. 
 

 
 

Add Entry – Select the “Add Entry” button  to begin the process.  
This screen is designed to collect all the information needed to create an International 
Wire Recipient.  
 
 

 
 
 

Follow the instructions on the screen while adhering to the guidelines specified on the 
previous page for entering data for a new wire recipient and press the “Add This 
Account” button  to create the recipient.  Select “OK” at the confirmation 
dialog to finish the setup. 
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4.0 continued 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
sub menu 
 
 
 
 

 
 
 
 
 
 
 

 
 

Wait for the confirmation to verify that the Beneficiary has been added to the template. 
 

 
 

Modify Payee – To modify an existing wire recipient, select them from the list. 
 

 

Select the “Modify Entry” button  to begin the process.  
 
 

 
 

Follow the instructions on the screen to modify any fields and press the “Submit” 
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button to save any changes or select “Remove Entry”  to remove the 
recipient all together. If saving changes, select “OK” at the confirmation dialog to finish 
the setup. 
 

Remove Payee – Select a recipient from the list, then select the “Remove Entry” 
button. 
 

 
 

At the confirmation dialog, select “OK” to remove this Payee.  
 

 
 

Verify that the recipient has been removed from “Your Current Wire Transfer Recipient 
List.”  You will receive no further confirmation that the entry was removed. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

5.0 Initiating 
ACH Receipts 

 
main menu  

 

sub menu 
 
 
 
 
 
 
 
 

 
 
 
 
 
NOTE: The 
“Category” field 
will have options 
available in the 

 

ACH Receipts is the opposite of ACH Payments. This feature is used to collect funds 
owed by account holders at other financial institutions.  
 

When logging in for the first time, the default sub-menu option will be “Set Up ACH.”  
However, if you have already set up ACH Payment recipients, they will be listed here 
under ACH Receipts. 
 

 
 

In order to begin sending debits, the user must first add a payor to the company profile.  
Select either “Add Entry” or “Import Payors.” You may also modify or remove payors.  
 

Select “Add Entry” to begin the process.  
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drop-down list 
only if the 
supervisor has 
created them. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
NOTE:  The IBS 
will check the 
ABA for errors 
at the time of 
submission. 
5.0 continued 
 
 
 
 
 
 
 
 

 
sub menu 
  
 

NOTE: If you 
want to use an 
external funding 
account, change 
your category 
layout here. If 
you only want to 
pay one, it is 
best to use the 
Single Payment 
sub-menu. 
However, you 
will not have 

 
 

• Payor’s Name (required) is the name of the person or company to which 
the debit will be sent – 80 characters max length. 

• Payor’s Address, City, State and ZIP is the address at which the person 
or company resides – 80 characters max length.  NOTE that there is not a 
comma between state and ZIP. 

• Category is by default “Uncategorized”, meaning that the payee will be 
added to the general list of payees in the company’s online banking 
profile.  Categories must be created by the Supervisor in order for them to 
appear in the drop-down.  NOTE: If this receipt is to fund an external 
account, then you must specify the category to which the appropriate 
external account was added. 

• Payor’s Bank Routing Number (required) is the 9-digit ABA number of 
the financial institution to receive the debit – 11 characters max length 

• Payor’s Account Number (required) is the number of the account at the 
financial institution from which the funds will be debited – 30 characters 
max length. 

• Email Confirmation To is the email address of the payor to which Online 
Banking will send an email (example below) explaining that an ACH debit 
has been generated – 80 characters max length. 

 

Sample email 
 

 
 

Select “Add This Account” button  to create and add the Payor to the 
company’s profile.  Click “OK” to save the setup. 
 

 
 

A confirmation message will alert the user to the status and/or errors of the setup. 
 

 
 

The entry now appears as a payee on the ACH screen and the user can begin sending 
ACH Receipts. 
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access to 
change layout. 
 
 
 
 

NOTE: To 
"prenote" a 
payor, simply 
select the 
checkbox  
and enter in an 
amount of 
$0.00. 
 
 
 
 

NOTE: External 
accounts are 
category 
dependent. 
 

 
 

 
sub menu 
 
 
 
 
 
 
 
 
 
5.0 continued 
 
 
 

sub menu 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

• Select a Category of receipt payors. 
• Enter the Send Request On date for those receipts. This is the date that the 

credit union will begin to process the receipt items.  
• Review the Effective Date. This is the date the payor account(s) receives their 

individual debits. The default setting is 1 business day and cannot be altered. 
• Select the To entity. This is the company or subsidiary name that appears as 

the originating company in the ACH file.  
• Make sure the check box  is checked for those payors you wish to debit.  
• Input the Amount to debit (required) – 20 characters max length. 
• Input additional information you would like included in the ACH Addenda (7 

Record) – 80 characters max length. 
• Verify the Total items and the total amount fields.  
• Select to send Via CCD or PPD. The selection is determined by the payor’s 

entity type: consumer recipients must receive PPD items and commercial 
recipients must receive CCD items.  

• Select the Into Account to be credited with the incoming receipt(s). Remember 
that in order to credit an external account, you must first switch to the category 
tied to the external account. 

• Select the “Submit” button. A confirmation window will be presented. Press the 
“OK” button after confirming receipt amount and account.  

 

 
 

The item is written to the transaction file for the processing date specified as “Send On” 
and will be visible in the “View Postings” area of the application. 
 

 
 

NOTE: A drafted payment must be authorized by post time on the day it was initiated. 
For example, if a user without authorization rights drafts an ACH payment today at 
11:00 AM, the payment must be authorized by post time today. Failure to do so will 
result in the payment not being processed. The payment will still appear in “View 
Postings,” but will not be listed as a transaction requiring authorization. Future-dated 
transactions are the only exceptions to this rule. In such a case, supervisor approval 
can wait until post time on the day the payment is scheduled to process. 
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5.0 continued 
 
 

sub menu 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

sub menu 
 
 
 
 

 
 
 
 
NOTE:  When 
importing an 
NACHA 
formatted ACH 
file, the options 
are to import the 
record with the 
payor name in 
“Batch Detail” 
(ACH 6 Record) 
or with the 
payor name in 
“Batch Header” 

To modify a payor, select the “Modify This Entry” button.  
 

 
 
 

The form is identical to the screen that was used to setup the payor. Complete the form 
with any additions and remember that a field marked with an asterisk is required 
information. 
 

 
 

Select “Submit”  to save the changes, “Remove This Entry”  to 

remove the payor from your receipts list or “Go Back”  to return to the 
previous screen. If changes were made, select “OK” at the confirmation dialog box to 
be taken back to the recipients list. 
 

 
 

To remove a payee, select a recipient from the list, then select the “Remove This Entry” 
button to begin this process.  
 

 
 

Select “OK” at the confirmation dialog box to be taken back to the recipients list. 
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(ACH 5 
Record). The 
user will need to 
know how their 
ACH software 
exports this data 
in order to make 
the correct 
selection.  An 
incorrect 
selection will 
more than likely 
result in a 
rejected ACH 
file. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
5.0 continued 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

sub menu 
 
 

NOTE:  This 
import function 
will validate 
routing numbers 
– incorrect 
entries will be 
rejected. One 

 
 
 
 
 
 
 
 

Companies with a large list of ACH payors may not want to add or modify those credits 
one at a time, but rather batch import their list of payors into the ACH payment 
database. If the company can provide a sample file containing the correct payor’s 
routing information, either as an ACH formatted file or as a comma delimited file, then 
the payors can be imported into the ACH payment database.  
 

From Your Current ACH Credit List, select the “Import Payees” button . 
 

 
 

Follow the instructions on creating a file to import ACH recipients, or if a file has already 
been created, then jump to Step 2.  
 

Step 1:  Using your accounting or database software, either create an NACHA 
formatted ACH file, or convert your data to a comma-delimited file with the following 
fields:  
 

Payor Name = Full Name (e.g., John Doe) 
Payor Bank Routing Number = 8 or 9 digit number (e.g., 123456789) 
Payor Bank Account = 5-15 digit number (e.g., 333444555) 
Payor Bank Account Type = empty, 1 if checking or 2 if savings 
Reserved (leave blank) 
Payor Address = empty or payor’s street address 
Payor City = empty or a city where payor resides 
Payor State = empty or a state abbreviation 
Payor ZIP = empty or a ZIP code 
Payor Email = payor’s inbound email address 
 

Examples: 
   John Doe,123456789,333444555,1,,123 Elm,Anytown,IL,60000,jdoe@zzz.com 
   John Doe,123456789,333444555,,,,,,, 
   "John Doe","123456789","333444555","","","","","","","" 
 

Step 2: Once the file has been created in the above format, type in the file name or 
browse to the file location in the dialog box as shown below. Select from the drop-down 
list whether your file is comma delimited or NACHA formatted ACH. Select the “Submit” 
button when ready to import.  
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duplicate was 
removed as we 
“replaced” the 
current list. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
sub-menu 
 

 
NOTE: If you 
want to use an 
external funding 
account, change 
your category 
layout here. If 
you only want to 
pay one, it is 
best to use the 
Single Payment 
sub-menu. 
However, you 
will not have 
access to 
change layout. 
 

 
 

If selecting to import an ACH file and it does includes the payment amount then please 
check  Include "Usual Payment Amount" (ACH files only) check box.  
 

If your accounting software could not create the required file, there are a couple of other 
options to explore.   
 

• First create an Excel spreadsheet with 10 column headings for the file format 
listed above. Input and maintain payee details in this spreadsheet, and when 
ready to import, simply save the file in CSV (comma delimited) format.  You can 
then follow the instructions for step 2 to import the data. 

• The second option is to skip to Step 3 and input the data, in comma delimited, 
format directly into the Internet Banking application. 

 

Step 3 (comma-delimited files only): If you could not enter the file name using Step 2 
above, manually enter or open your comma delimited file into a text editor (like Notepad 
or another word processor). Select all the text (usually via an Edit/Select All menu 
choice) and then copy it into the clipboard (usually Edit/Copy). Finally, paste the 
information (usually Edit/Paste) into the box below (remember to use the format listed in 
Step 1 above). 
 

 
 

If the supervisor has created Categories, then they would be available from the drop-
down list. By leaving the default (uncategorized), the import will add the recipients to 
the company’s general ACH recipient template (example below). 
 

Before the import can be submitted, the handling instructions must be selected. The 
handling instructions determine how the data is imported into the payment database. 
There are 3 choices for handling instructions:  
 

• Amend Current List adds entries found in the import file to the payment 
database as long as those entries are not duplicates. Duplicates are entries in 
which both the import file and the existing payment database share matching 
names, account numbers, routing numbers and categories. 

• Append Current List adds entries found in the import file to the existing 
payment database without checking for duplication. 

• Replace List Completely replaces a current category of payment database 
recipients with the recipients found in the import file. 

 

It is important to note that if the “Uncategorized” option is left as the default, then 
amending, appending or replacing will affect only those recipients that have not already 
been categorized. 

 

Select “Submit” when ready to import. 
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If errors are noted then the import process can be done again once the error is 
corrected, only this time select to “Replace List Completely” so as not to duplicate 
entries. 

 

From the ACH Receipts screen the user can now begin sending ACH debits using the 
data that has been imported. 
 

 
 

5.1 Drafting 
Single ACH 
Receipts 

 
sub-menu 
 
 
 
 
 
 
 
 

 

There is also the option to set up ACH receipts one at a time. The template allows the 
user to select a payor from the drop-down list or to enter payment information with the 
assumption that it is a one-time receipt and the user does not want to add the payor’s 
details to the company’s online profile for future use. 
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5.1 continued 
 
 
 
 
 
 
 
 
NOTE:  You 
cannot use 
external 
accounts under 
the Single 
Payment layout. 
 
 
 

 
sub menu 
 

 
 

This screen is designed to create one ACH Receipt at a time.  
• Select the To entity. This is the company or subsidiary name that appears as 

the originating company in the ACH file created.  
• Select to Collect Funds From the ACH Payor from the drop-down list or fill in 

the following information (80 characters max length):  
o Payor Name – required 
o Bank Routing Number – required 
o Bank Account Number – required 

• Enter the Send Request On date for those receipts. This is the date that the 
credit union will begin to process the receipt items. 

• Review the Effective Date. This is the date that recipients receive their 
individual credits.  

• Enter the Amount – 20 characters max length. 
• Then check the box marked Is this a DDA (Checking) Acct? If left unchecked, 

no account type will be specified in the ACH file. 
• Enter a Memo/ACH Addendum to describe the payment – 80 characters max 

length. 
• Enter payor’s Email Confirmation address to which Online Banking will send 

an email explaining that an ACH debit has been generated, the details for 
which the recipient can contact their financial institution.  

• Via CCD or PPD. The option is determined by the entity type of the recipient: 
select CCD for a commercial recipient and PPD for a consumer recipient.  

• Select the Into Account to receive the incoming payment.  
• Select the “Submit” button. A Confirmation window will be presented. Select the 

“OK” button after confirming ACH payment amount and account. 
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NOTE: A drafted payment must be authorized by post time on the day it was initiated.  
 

6.0 Initiating 
ACH Collections 

 
main menu  
 
 
 
 

sub menu 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
NOTE:  The IBS 
will check the 
ABA for errors 
at the time of 
submission. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Collections allows users to send ACH debits to payor accounts at other financial 
institutions. This feature is a useful tool for collecting recurring dues or fees from 
members or clients. While ACH Receipts debit one account at a time, Collections 
allows you to debit multiple accounts at the same time and credit your account for the 
sum total of those debits.  
 

When logging in for the first time, the default sub-menu option under Collections 
function will be “Set Up Collections”  . 
 

 
 
 

In order to begin sending receipts, the user must first add a payor to the company 
profile. Select either “Add Entry” or “Import Payees.” The user may also modify or 
remove payors.  
 

Select “Add Entry” to begin the process.  
 

 
 

This screen is designed to collect all the information needed to create a Payor. Each 
field has a max characterlength of 80, with the exceptions of Payment Amount (30), 
Bank Routing # (11) and Bank Account # (30). The usual payment amount field is 
optional – remember that if left blank, it will have to be filled in when a receipt is 
scheduled. Follow the instructions on the screen and press the Add This Account 

button  to create and add the Payor to the company’s profile.  Click “OK” to 
save the setup. 
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6.0 Continued 
 

 
Sub-menu 
 
 
 
 
 
 
 
 
 
 
 
 
NOTE:  The 
Effective Date is 
1 day by default. 
 
 

TIP: Enter $0.00 
to "prenote" a 
payee. 
 

 
 
NOTE:  For 
external funding 
accounts, you 
must first select 
the Category 
and change the 
layout. 
 

 
sub menu 
 
 
 
 
 
 
 
 
 

sub menu 
 
 
 
 
 
 

 
 

A confirmation message will alert the user to the status and/or errors of the setup. 
 

 
 

The entry now appears as a payor on the Collections screen and the user can begin 
sending collections. 
 
 
 
 

 
 

• Select a Category of collections – each time a category is chosen, remember 
to select “Change Layout” to load the list of payors for the selected category.  

• Enter the Send Request On date for which these debits are to be processed.  
• Review the Effective Date. This is the date that recipients receive their 

individual credits.  
• Check the box  for whom you wish to debit. Use the “Clear Form” button 

 to uncheck all the boxes. 
• Amount field defaults to the “Usual Collection Amount” as specified in the 

Collections set up. However, you can override this amount in the field provided. 
• Select the To entity. This is the company or subsidiary name that appears as 

the originating company in the ACH file created.  
• Verify the Total items and the total amount fields.  
• Select Into Account to enter the account into which the amount will be 

credited.  
• Select the “Submit” button. A Confirmation window will be presented. 
• Select the “OK” button after confirming payroll amount and account.  
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6.0 Continued 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

sub menu 
 
 
 
 
 

 
 
 
 
 
 
 
 
 

sub menu 
 
 
 
 
 
 

 
 
 
 

The item is written to the transaction file for the processing date specified as “Send On” 
and will be visible in the “View Postings” area of the application.  
 

 

NOTE: A drafted collection must be authorized by post time on the day it was initiated. 
Future-dated transactions are the only exceptions to this rule. In such a case, 
supervisor approval can wait until post time on the day the collection is set to post. 
 

To modify a payor, select a recipient from the list, then select the “Modify This Entry” 
button to begin this process. 
 

 
 
 

The form is identical to the screen that was used to setup the payee. Complete the form 
with any additions and remember that a field marked with asterisk is required 
information.  
 

 
 

Select “Submit”  to save the changes, “Remove This Entry”  to 

remove the payor from your receipts list or “Go Back”  to return to the 
previous screen. If changes were made, select “OK” at the confirmation dialog box to 
be taken back to the recipients list. 
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6.0 Continued 
 
 
 
 
 
 
 
 
 
 
 
NOTE:  When 
importing an 
NACHA 
formatted ACH 
file, the options 
are to import the 
records with the 
payee name in 
“Batch Detail” 
(ACH 6 Record) 
or with the 
payee name in 
“Batch Header” 
(ACH 5 
Record). The 
user will need to 
know how their 
ACH software 
exports this data 
in order to make 
the correct 
selection.  An 
incorrect 
selection will 
more than likely 
result in a 
rejected ACH 
file. 
 
 
 
 
 
 
 
 
 
 
 
 
 

To remove a payee, select a recipient from the list, then select the “Remove This Entry” 
button to begin this process.  
 

 
 
 

Select “OK” at the confirmation dialog box to be taken back to the recipients list. 
 

 
 

Companies with a large list of payors may not want to add or modify them all one at a 
time, but rather batch import their list of payors into the collections database. If the 
companies can provide a sample file containing the correct payor recipient’s routing 
information, either as an ACH formatted file or as a comma delimited file, then the 
payors can be imported into the collections database. 
 

From Your Current Collections List, select the “Import Payors” button .   
 

 
 

Follow the instructions on creating a file to import Collection payors, or if a file is already 
created containing those entries, jump to Step 2.  
 

Step 1:  Using your accounting or database software, either create an NACHA 
formatted ACH file, or convert your data to a comma-delimited file with the following 
fields:  
 

Payor Name = Full Name (e.g., John Doe) 
Payor Bank Routing Number = 8 or 9 digit number (e.g., 123456789) 
Payor Bank Account = 5-15 digit number (e.g., 333444555) 
Payor Bank Account Type = empty, 1 if checking or 2 if savings 
Reserved (leave blank) 
Usual Payment Amount = empty or an amount (e.g. 700.00) 
Payor Address = empty or payor’s street address 
Payor City = empty or a city where payor resides 
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6.0 Continued 
 
 
NOTE:  The 
import function 
will validate 
routing numbers 
– if they are 
incorrect then 
those entries 
will be rejected. 
 

sub menu 
 
 
TIP:  Manage 
whom you debit 
by using 
categories. If 
you do not have 
categories from 
which to 
choose, use the 
“Clear Form” 
button to un-
check all 
payees and 
then select only 
those that you 
want included 
in your 
collections file. 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

Payor State = empty or a state abbreviation 
Payor ZIP = empty or a ZIP code 
Payor Email = payor’s inbound email address 
 
Examples: 
John Doe,123456789,333444555,1,700.00,9821 Elm St,Chicago,IL,60000,jdoe@zzz.com 
John Doe,123456789,333444555,,700.00,,,,,,,,,, 
"John Doe","123456789","333444555","","","","","","","","","","","" 
 

Step 2: Once the file has been created in the above format, type in the file name or 
browse to the file location in the dialog box as shown below. Select from the drop-down 
list whether your file is comma delimited or NACHA formatted ACH. Select the “Submit” 
button when ready to import.  
 

 
 

If selecting to import an ACH file and it does includes the payment amount then please 
check  Include "Usual Payment Amount" (ACH files only) check box.  
 

If your accounting software could not create the required file, there are a couple of other 
options to explore.   
 

• First create an Excel spreadsheet with 10 column headings for the file format 
listed above. Input and maintain payee details in this spreadsheet, and when 
ready to import, simply save the file in CSV (comma delimited) format.  You can 
then follow the instructions for step 2 to import the data. 

• The second option is to skip to Step 3 and input the data, in comma delimited, 
format directly into the Internet Banking application. 

 

Step 3 (comma-delimited files only): If you could not enter the file name using Step 2 
above, manually enter or open your comma delimited file into a text editor (like Notepad 
or another word processor). Select all the text (usually via an Edit/Select All menu 
choice) and then copy it into the clipboard (usually Edit/Copy). Finally, paste the 
information (usually Edit/Paste) into the box below (remember to use the format listed in 
Step 1 above). 
 

 
 

If the supervisor has created Categories, then they would be available from the drop-
down list. By leaving the default (uncategorized), the import will add the recipients to 
the company’s general ACH recipient template (example below). 
 

Before the import can be submitted, the handling instructions must be selected. The 
handling instructions determine how the data is imported into the payment database. 
There are 3 choices for handling instructions:  
 

• Amend Current List adds entries found in the import file to the payment 
database as long as those entries are not duplicates. Duplicates are entries in 
which both the import file and the existing payment database share matching 
names, account numbers, routing numbers and categories. 

• Append Current List adds entries found in the import file to the existing 
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6.0 Continued 
 
 

 
sub menu 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

payment database without checking for duplication. 
• Replace List Completely replaces a current category of payment database 

recipients with the recipients found in the import file. 
 

It is important to note that if the “Uncategorized” option is left as the default, then 
amending, appending or replacing will affect only those recipients that have not already 
been categorized. 

 

Select “Submit” when ready to import. 
 

 
 

If errors are noted then the import process can be done again once the error is 
corrected, only this time select to “Replace List Completely” so as not to duplicate 
entries. 

 

From the Collections screen the user can now begin sending collection items using the 
data that has been imported. 
 

 
 

If you find that the amounts have all changed, you can simply import a new list with 
updated dollar values (remember to “Replace” the current list) or you can select the 

“Import Amount” button  from the bottom of the Collections screen. 
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Step 1:  Using your accounting or database software, convert your data to a comma-
delimited file with the following fields:  
 

Payor Name = a full name (e.g., John Doe) 
Payment Amount = an amount (e.g., 700.00) 

 

Examples: 
   John Doe,700.00 
   "Jane Smith","356.00" 
 
 
 

Step 2 
Type in the complete file name or use the "Browse" button to locate the file. Pressing 
the "Submit" button will provide a preview form where you may view the file contents 
and import the amounts.  
 

 

Step 3 
Verify the accuracy of your data in the box below, and then select “Import Amount” to 
apply the changes. 
 

 
 

The Collections list now reflects the new amounts from the imported file. 
 

 
 

7.0 Re-
presenting 
Checks 

 
main menu  
 
 

 

Re-present Checks allows a merchant to re-submit any check that was returned due to 
insufficient funds. Using this option, the NSF item is converted into an electronic debit 
for the purposes of re-presentment.  A merchant may only re-present a check 
electronically twice; also, it must have been presented in paper form first and returned 
NSF.   
 

Online Business Banking 47 



 
 
 
 
NOTE: To 
collect an 
additional fee 
(e.g., a returned 
check fee), the 
merchant must 
have written 
authorization 
from the 
consumer. 
 
 
 

 
sub menu 
 
 
 
 
NOTE:  You 
cannot credit 
external 
accounts. 
7.0 continued 
 

NOTE: May or 
may not be 
available. 
7.0 continued 

 
 

To electronically re-present a paper check, perform the following steps (required):  
 

• Input the original paper Check # – 12 characters max length. 
• Input the Original Date of the paper check – MM/DD/YYYY. 
• Input the original Amount of the paper check – 12 characters max length. 
• Select the TO entity. This is the company or subsidiary name that appears as 

the originating company in the created ACH file.  
• Input the From name as the original check writer’s name – 80 characters max 

length. 
• Input the Bank Account # from the original paper check – 80 characters max 

length. 
• Input the Bank Routing # from the original paper check – 80 characters max 

length. 
• Select Into Account to enter the account into which the amount will be 

credited.  
• Re-Present On – The date that the debit is to be processed by the credit union. 
• The Effective Date is when the payor will be debited for the transaction. The 

default for receipt items is 1 day and cannot be altered. 
• Input an Additional Fee amount  – 20 characters max length. The additional 

fee is written as a separate item in the corresponding ACH file as an RCK FEE. 
• Select the “Submit” button. A Confirmation window will be presented. 
• Select the “OK” button after confirming payment amount and account.  
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2.2 Information Function  
The Information Function allows companies to initiate transactions by sending a file securely to the credit union. 
Every company, depending on their online banking agreement created by the credit union, will be granted access 
to the Send A File function.   
 

The following is the Send A File function. 
 

             
 
   
 

Action Additional Information 
1.0 Send A File. 

 
 
 
 
 
NOTE: File size 
limitations can 
be specified per 
institution from 
within the 
configuration 
control file(s). 

 

A company can send an ACH or text file to the credit union via secure SSL technology. 
For example, if the company’s human resources team wishes to process payroll for a 
list of employees with all information saved in a particular file, but they don’t want to 
input the payroll information into the IBS, they may want to use the Send a File feature.  
This ensures that the file gets sent securely to the Credit union for processing. Think of 
it as sending a secure attachment, which the Credit union can retrieve through the 
Banking Manager. 
 

 
 

To send a file, do the following:  
• Identify the file type – choose between text (.txt) and NACHA formatted. 
• Identify the file name and location by entering the fully qualified path and file 

name, or use the “Browse” button.  
• Comments can be included to inform the credit union of the purpose and/or 

intended use of the file.  
• Select the “Submit” button to load the file into the IBS. You will get a preview 

screen to verify the information was loaded correctly.   
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Select “Submit” again to continue and receive a confirmation ID. 
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