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ACH and Wires Features

Centier’s ACH and Wires services within the new digital banking tools are designed to make doing business easier. This guide
provides you with helpful information and a reference point on how to make the most of Centier’s ACH and Wires features.
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Feature Basics

Links to ACH and Wires features are on the main menu. When you log in, the Accounts (landing) page displays basic
information about their ACH and Wire activity. You can click the main menu under the Business Banking heading to
navigate. These features will work based on your established limits. See the Date Details below for processing information.
Centier offers the ability to see all personal and business accounts under on login. Contact a business banker or branch
manager for details about this option.

e EUGENE ONEIL

© Manage Profile Centier BANK

) OVERVIEW

ACH

# Manage Money
Items Requiring Attention
0 Scheduled / 0 Batches Awaiting Approval >
Pay, Transfer, & Receive 0 Templates Awaiting Approval

WIRE TRANSFERS

Items Requiring Attention
0Scheduled / O Rejected >
0 Templates Awaiting Apprava

= Wires

MY ACCOUNTS(24) ¥ Q +
= Company Management \ Total Depesits (9) Total Loans (15)
L] (] L] L]
Limit Details Date Details
If a payment exceeds established limits, an error ACH - Payments process overnight and will have an “Effective Date”
message displays and blocks payment processing. date of the next business day if it is made prior to the 3 p.m. CST

Please call 219-755-4660 ext. 1161 to request a one- cutoff.

time exception or permanent for an ACH limit increase.
You may also contact a branch or the Client Service
Center for increase support.

Wires - The date will reflect the next business day if made after the
3:30 p.m. CST cutoff. Prior to 3:30 p.m. CST it is considered same day.

Transaction Status and Term
Definitions

Approved: Transactions may need to be manually approved. Templates include a setting to allow approval upon batch submission.
Approval can be completed in the ACH area. Instructions are included in this guide. Approval indicates the transaction can be

conducted by Centier Bank.

Unapproved: Scheduled transactions are not necessarily considered approved. ACH and Wire transactions will be listed as
unapproved until they are approved. When you sign into Digital Banking, the platform will provide a count of unapproved batches
in red. The count will be listed to the left of the title, “Items Requiring Your Attention.”

Saved for Later: Users can save ACH batches or Wire transactions prior to scheduling them. When they are saved prior to being
scheduled, they will be listed in their respective features with a “Saved for Later” heading.

Processing: When the digital banking submitted file is sent to the Federal Reserve for fund credits and debits. Once the file is in a
processing status on the consumer end, the file can no longer be deleted or edited.

Batch: A group of transactions that will be processed. One batch can consist of many credits and only one debit for sending monies.
One batch can consist of many debits and only one credit for collecting monies. Debits and credits will always be equal to each
other in a batch.

Credit(s): Sending funds to the recipient (transferring to) the funds will be deducted from your account.
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Debit(s): Taking funds from the recipient (transferring from) and the funds will be deposited to your account.

Company Management Tab

Clients with ACH or Wires features will have access to a Company Management window. It provides high-level
information that could be helpful to reference information.

1. Click Business Banking and select Company Management from the menu.
2. Click your MyBiz Plus company name that you wish to use.

3. This will open the Edit Company window. Please note you will not be able to edit fields in this window. The
Details tabs contain helpful information. The fields cannot be edited.

4. The Participants tab lists the individuals that have been added to your transactions.

a. Toview, edit, or delete the participants, click the ellipsis to the right of their name and then click your
desired option.

5. The Limits tab lists your approved limits. They cannot be edited.

6. Click the X in the top-right corner.

e EUGENE ONEIL

© Marage Proie 4 Centier BANK

1§ Accounts

COMPANY MANACEMENT
© Open an Account Updted: Aor 11,2024 43522 PM c
ABC Company ID: 012345678 s

#* Manage Money 2

Pay, Transfer, & Receive ~

= Company Management

EDIT COMPANY COMPANY PARTICIPANTS X

X
Details Participants Limits o Details Participants Limits
- ‘ +Add Participant ‘

COMPANY NAME
NCR Test

+Upload Participants ‘

SHORT NAME SEARCH FOR... Q
NCR Test
The company's short name is the name displayed within an ACH file Sally O'mally

ID:

EMPLOYER ID NUMEER (EIN) # View/Edit Participant
000326032
The Employer Identification Number (EIN) is a unique 9-digit number W Delete Pariicipant

assigned by the IRS to a business entity for identification purposes.

SAVE ALL
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Create and Edit Alerts

You can create alerts for ACH and Wires features, along with other aspects.

Create Alert

1. Click Documents & Settings in the main menu and choose Manage Alerts. Click the + button in the My Alerts

area.

Documents & Settings

4% Centier BANK

Please reviewyour alerts to make surs they are all setup comectly. If you would like to add a
e alart, plesse it the *+* icos

MY ALERTS
1 Enabled

Updated: Sap 09,7021 95534 A c

[ eStatements

€ Reports

& Cusiom ety

o g som ;
& Manage Cards

A Manage Alerts

2. Click Business Banking from the menu.

NEW ALERT X

What type of alert would you like to create?

7\ CUsTOM
J k Create customizable alerts

m\ BUSINESS BANKING
%f_«:‘ Create business banking alerts
= T BILL PAY

- sﬂ:‘ Place alerts on Bill Pay items.

3. Select the Account from the list you would like to create the alert for.

4. Click the Alert Type field and select the type of alert you < NEW BUSINESS BANKING ALERT X
would like to receive. SOMMERCIAL LOAY >
L. . MYBIZ CHECKING N
5. Create a name for the alert, enter it into the Name field.
MYBIZ CHECKING g
6. Select how you would like to receive the alert. ;
CHECKING (Closed) N
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9.

10.

Enter the contact information in the field related to your alert type.

Select the Enabled circle to indicate the alert will be on < NEW BUSINESS BANKING ALERT X
once created. If left unselected, it means that the alert will
not be on once created.

Select the Show Details circle for the alert to provide the MBI CHECKING a7

details related to the transaction.

ACH Batch Approval Requested

4

CIICk create_ What do you want to call this alert?
"
NAME

How do you want to receive this alert?
) Email
() Text(SMS)

EMAIL ADDRESS
bproffitt@centier.com

Enabled

Show Details
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11. You will see a confirmation screen. You can create another alert from this window. Otherwise, click Close.

12. Your alert will be listed

SUCCESS x e f,“ff::::fll < 3£ Centier BANK

B Accounts

@ Open an Account
MY ALERTS 25
10 Ensbled

= ianage Money

ALL DONE oo s 1, 200443557 P c
Pay, Teanafer, & Receive
Your alert has been created. You can create another alert by Balance alert - MYBIZ CHECKING TEST 1877 =
pressing the button below or exit to the main zlert screen using Business Banking. Emsilkriggagcentier com
the elese button Payment Overdue - MORTGAGE LOAN “000-505
o AcH Emaiki cor he
2 Wires
[[orF]
SET UP ANOTHER ALERT
™ Company Management
[oFF |

= Autobooks
Documents & Settin 1 2
[ eStatements

€ Reports wire approved

Emsiksiggs@eente cor il

5 Manage Cards

Edit Alert

vire Deleted

1. Locate the alert you wish to edit and click it. Notice the On or Off button, you can click these to turn alerts on
or off.

2. Click the fields you would like to adjust.
3. You can click the Delete This Alert button to remove it from your digital banking.
4. When you are satisfied with the details, click the Save button.

£ Centier Bank 3% Centier BANK

W it et e Tl Gt et il s S et et D Desat and Lty D

- MY ALERTS *
1aEratied
5 Vowsmgn bk
ke b4, Bk VA ]
ER TR . .

EDIT BUSINESS BANKING ALERT

ECKNG TEST 1577 i NAME
ACH Review

i ki

MORTGAGE LOAN "0000 505
B

ACCOUNT
2 W CENTIER CHECKING 073 - MYBIZ CHECKING *1977
& wies [ore]+
m Compsny Management e TYPE
e ofF | » ACH Batch Approval Requested
beramttem | EMAIL ADDRESS
bproffitt@centier.com
& aStments
& Reperin Enabled -
& Manoge Conds
‘Show Details Q

.

DELETE THIS ALERT ‘
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Share Account Access

Digital Banking users can share access with other people. For example, a business owner may share access with an

employee to assist with the business’s operational or payroll needs.
1. Click Manage Profile in the main menu

2. Locate the Sub-Users area and click the + button.

e

© Manage Profile

8 Accounis

MY PROFILE SUB-USERS

5 Move Money Bodes

3. If you have already added sub-users, you can copy their information by clicking the Copy Everything From field

CREATE NEW SUB-USER X

and selecting their name from the list. Add any
information that is not auto populated.

4. Click the Full Name field and enter their name.

5. Click the Email Address field and enter their sub-user’s
email address.

6. Click the Display Name field and enter the name you
would like to display under the Sub-Users area.

7. Click the Invite Answer field to enter the answer you
would like them to enter when validating their access.
The sub-user will receive an email requesting they click
a link; they will then add the answer you’ve added.
Communicate the answer with them before finishing
this process so they know what they should answer.
They have 24 hours to respond.

8. Click the Admin Sub-User circle to allow the individual
to give them permission to operate as an admin. This
gives them the ability to edit, add, and delete sub-users.

9. Click the Give All Owner’s Accounts circle to give the sub-
users access to all banking accounts, including permissions
and limits for those accounts. Do not click option if you want
to give the sub-user access to specific accounts. You will select
specific accounts in step 12.

10

Click the Can Modify Transaction Category Name circle to
give the sub-user the ability to add and modify categories
assigned to account transactions.

9

COPY EVERYTHING FROM...

If you wish to copy account access and permissions from an existing sub-
user, you may select that sub-user here.

required,
FULL NAME

required

EMAIL ADDRESS

required

DISPLAY NAME

required

INVITE ANSWER

Admin Sub-User

With this permission enabled, the sub-user will be premoted to a
sub-user admin, allowing them to edit, add, and delete lesser sub-
users.

Give All Owner's Accounts

With this permission enabled, the sub-user will be given access to
all of the owner’s accounts, including the permissions and limits for
those accounts.

Can Modify Transaction Category Name

With this permission enabled, the sub-user will have the ability to
both add and modify categories assigned to account transactions.

New Credentials Required

With this permission enabled, the sub-user will be required to create
new Digital Banking credentials to access any accounts which they
have been given access.

HAS ACCESS TO ~

+ Grant Access to Accounts 0

11. The New Credentials Required circle will be selected. It requires sub-users create new Digital Banking
credentials to access any accounts which they have been given access.
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12. Click the + Grant Access to Accounts link. It will generate a pop-up window. Select the checkboxes to indicate
which accounts you would like the sub-user to be able to access. (Step shown on previous page)

13. The selected accounts will display under the Has Access To title.
14. When you are satisfied with your chosen settings, click Create Sub-User.
15. A confirmation screen will load, click Edit New Sub-User to continue on to setting ACH and Wires permissions.

CREATE MEW SUB-USER 4

HAS ACCESS TO ~

rl

CENTIER CHECKING (*9071) Remove o
MYBIZ CHECKING (*1977) Remove
MYBIZ CHECKING (*1011) Remove

+ Crant Access to Accounts [
l ADD ANOTHER SUB-USER

(14 2 159
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Set ACH and Wires Permissions

1. Click the Edit button beside the account(s) for which ACH/Wire should be enabled.

AUTHENTICATION

HAS ACCESS TO

)
e

CENTIER o Edit Remove

+ Grant Access to Account

DELETE THIS SUB-USER

2. This launches a pop-up window.
Under the Access tab, scroll down to
the ACH or Wires section.

a. Click the toggles related to the
appropriate permissions.

3. Click the Limits tab and scroll down to
the ACH or Wires sections.

a. Click into the text fields beside
desired limits and enter the limits
you want to assign for your Sub-
User. If you want the Sub-User to
have full access to process ACH or
Wires without your approval,
these limits should match your
company limit in your ACH
agreement.

EXAMPLE: If you requested a daily
limit of $5,000 for weekly processing,
then you should enter $5,000 in
Batch, Daily, and Weekly limit fields.
The monthly amount should be
entered as $25,000 in order to allow
for months with 5 weeks.

Ver 2.[7/22]

PERMISSIONS

AMANDA MUKA PERMISSIONS
CENTIER CHECKING

| ACCOUNT: 307

COPY PERMISSIONS FROM_..

If ye jons from & existing sub-user, you may select

CENERAL

View Accou
Allows the us

e the account listed, balances,

transact

ul i this permission is also granted

View Statements
View Statements

View Statements with Images
cess stater

Allows the user Lo s ents wilh images.

wires

Wire Transfer AccessWire Transfer Access D
Allows the user to acoess Wire Transfer funcionalryAllows the user

o access Wire Transfer funcionalfy

Wire Without Template
Allows the user 10 build or edil wires, without being required to use
pre-bult wire tmplates

Approve Wire Transfars

Approve Own Wires
Allows the user to approve a wire transfer that they themeelves
crested

Roeje
Aoy
appi

Delete Wire Transfers
Allows the ser to delete a wire transfer that has been submitted o
‘approved by anather user with this account

Delete Own Wires
Allows the user to delefe a wire fransfer that they themselyes
submitled of apgroved

Madify Wire Templates
Allows the user to madity wire transfer templates

Approve Wire Templates
Allows the user Lo approve wire transler templates

Approve Own Wire Templates &
Allows the user 10 approve wire transter templatee they hemsshies

crested

10

EXTERMAL TRANSFERS

Transaction Limit

Daily

ACHEATCH

Transaction Limit

Lirmies the dollar amour: of credits and debits
o

Batch Limit
Lirs

Daily
Limits the dollar amount redits and debits
submitted dai the ust

Weekly
Liries the dollar amou: of wire tranciers
= ekl by the Laer

Monthly
Liries she dollar amoum of wie transiers
iy e s

00 -

s0.00




4. Click the Authentication tab. You can request Sub-Users
complete an authentication step when using Digital
Banking features.

a. Click the toggles beside actions Sub-Users should
authenticate their identity.

5. When you are satisfied, click Save All Permissions.

11
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Authentication
AMANDA MUHA PER
CENTIER CHECKING

ACCOUNT: #9071

OUT OF BAND AUTHENTICATION

ACH Access
Requires additional auhentication when 2 user sccesses ACH
features.

ACH Approval
Requires sdditional authentication when  user approves an ACH
batch

Wire Access O
Requires addtianal authentication when & user accasses wire
fastures

Wire Approval O

Extemal Transfers
Requires additional authentication to perform an external transfer
and 1o manage extarnal sccounts

Payment Scheduling O

p2P O

Requires addiional authentication 1o perform a P2P (Person to
Parson) payment 1o another indhvidual

Add Payee O
Requires additional authentication o add a P2P {Persen 1o
Person)




Company Management: Sub-User Settings

1. Click Business Banking and select Company Management from the main menu.

2. Then click your business’s name.

e EUGENE ONEIL

Py —— 4 Centier BANK

L s COMPANY MANACEMENT

© Open an Account
ABC Company

e O

Pay, Transfer, & Receive. ~

= Wires

m Company Management

= Autobooks

3. On the Details tab, scroll to the bottom of the screen to locate the Sub-Users area and click the + Add Sub-

Users.

Updmed: Apr 11,2024 43522 P20 o]

4. Click the Sub-User field to select the name of your sub-user.

5. If the Sub-User has ACH permissions, choose Modify Participants

6. Then, click Save.

7. Scroll to the bottom to the Details tab, you should see your Sub-User listed.

EDIT COMPANY

Details Participants Limits

CITY
required

STATE

zIp
SUB-USERS -
Brandon Carter Remove ,
No Permissions
EUGENE ONEIL Remove ,
Can: Modify Company, Modify Participants
ACCOUNTS B
CENTIER CHECKING (-~+071) Remove

+ Add Accounts

Ver 2.[7/22]

Grant access to:
o SUB-USER

Modify Company

Allows the user to modify company details on the owner's company

Modify Participants

Allows the user the ability to add, modify, and delete ACH
participants belonging to this company

< ADD/EDIT SUB-USER

12

Details Participants

EDIT COMPANY

required

STATE

zp
SUB-USERS -
Amanda Remove ,
Can: Modify Participants
Brandon Remove ,
No Permissions
EUGENE Remove ,
Can: Modify Company, Modify Participants

+ Add Sub-Users

ACCOUNTS N
GENTIER CHECKING (****071) Remove

+ Add Accounts



ACH Support

This section of the guide includes instructions for using ACH services.

Create an ACH Template

1. Select then click ACH from the main menu.

2. Click the + button from the ACH Batches area.

e EUGENE ONEIL

% Manage Profiie Centier BANK

ez ACH BATCHES

© Open an Account Next 7 days >

Updated: Apr 11, 2024 4:35:07 BM

# Manage Money

@ FRAUD ALERT! Do not accept payment instructions via email, even when coming from a sender and email address famili to you. Before sending
Pay, Transfer, & Receive money electronically, always confirm the legitimacy of the request by contacting the beneficiary over the phone using only a phone number you trust
Do not use a phone number provided in the payment instructions email and do not respand to an emall with new instructions.

Business Banking NO BATCHES

ACH

& Wires

& Company Management

3. Click Manage ACH Templates and then the Create New Template option.

4. Create a template name by typing it into the Template Name text field, then click Next. The template name is
for your purposes only and will not appear on the transactions sent to your recipients.

RITW ACH TEMPLATE x
MW ACH BATCH 4 L4 MAMALE ACH TEMILATIS x
Wha woukd you Bon 3 i A3 |
AT W TEMBLAT i 1
CREATE NEW TEMPLATE S | S
e o AT T e e |
T i
MW AL BATEH szl
-
EETT EXEETING TEMILATE FEmplases a0 wnad 15 QUICKly ORME Mt ACH batohes by
B i i Eunicy il ety ey k4 1 U v

MEW BATCH FRDM TEMPLATE

UPLOAD & FILE
b i famamad

MAMACE ACH TEMPLATES
ew 8 T repdaty

MANACE GELOAD TEMILATEL
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5. Click the Company field, then click the appropriate company name. This is the company name and it will appear
when conducting transactions using ACH and Wire services.

6. Select the Offset Account field, then select the appropriate account.

7. Click the Entry Description field to add text. This is what recipients will see as the description for the
transaction. It is limited to 10 characters. This step is required. Example: Payroll, Payment, Rent.

8. Click the Discretionary Data field to add optional
information for your reference that WILL NOT be
seen by recipients. It is limited to 20 characters
and is not required.

NEW BATCH TEMPLATE X

required

’equrﬂ

The entry description is used by the originator to provide a description of

COMPANY

9. Click the Entry Class field to select the type of ACH
payment type the template will make:
ENTRY DESCRIPTION

A S

e Cash Concentration or Disbursement (CCD) —

ThlS |S Used Wlth a Credlt or deblt Where funds the transaction for the receiver (For example "Payroll” or "Dividend”)
are distributed or collected between corporate
entities DISCRETIONARY DATA

° Prearranged Payment & Deposit (PPD) _ ThIS Discretionary data includes reference information for use by the originator

is used for direct deposits (credit) into an
individual’s account or for preauthorized
payments (debit) on an account.

ENTRY CLASS

The entry class defines the type of ACH entries contained in the batch

10. Click Add Recipients to continue.

11. To save the template or add recipients:

¢ ¢

a. To save the template prior to adding
recipients, click Continue.

12. Click Save ACH Template.

a. To add recipients, you will use the buttons at the top. Then, continue to the Add Recipients section.

13. Youwill e a confirmation O —
reated an =h

screen. From here, you can ool
create a new batch from the
template that you just created,
chose to create additional new
template, or select Close
Window. RECIPIENTS

is can be cr
d Detail Record(s)
of pre-created part

icipant(s) will
an be added to the Payroll

#4720

+ Add Detail Record(s) + Add Participant(s) I Payroll

Test Business

Prearranged Payment & Deposit (PPD)

TOTALS

$0.00
$0.00

Creits (0) = (0)
$0.00 $0.00
o 1 2 SAVE ACH TEMPLATE

14
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Add (To) Recipients

You can add detail records and/or participants to ACH batches and templates.

If you are adding recipients to an ACH template, be sure the banking account information is accurate. You will be
unable to edit this information when editing the template or template batches. Instead, you should edit the recipient
in the Company Management Tab.

Detail records allow you to add recipient information, including the credit or debit amount. They are
considered the payment instructions. They indicate who to pay, how much, and to what account.
Adding a Participant allows you to:

o Add the recipient’s account information without adding the amount of the entry.

o Add a recipient who has been included in a previous batch, auto-filling their account information

o Include a recipient’s address

o Enter multiple bank accounts for a recipient

Add Detail Records

1.

Click + Add Detail Record(s) to add recipient information. Or

Continue to the next SeCtiOﬂ to add participants. Detail records can be created and added to the batch manually by

selecting Add Detail Record(s). Selecting Add Participant(s) will
provide a list of pre-created participants that can be added to the

Click the Full Name field and enter the name of the recipient. bareh

‘ + Add Detail Record(s) Participant(s) ‘

Click the Identification field and enter an ID number that you will
use to identify the recipient. DO NOT use a full Social

Security Number. This is an optional field. g CREATE NEW DETAIL RECORD X
Click the Amount field to enter the amount of the funds o L A required

that will be transferred to or from the recipient.

If you have requested Credits and Debits in your ACH PENTIFICATION o
Request and Agreement: Choose credit tO indicate you are lﬂz;zg;wdemt\fymg number by which the receiver is known to the

sending funds to the recipient (transferring to). Choose o AMOUNT

Debit if you are taking funds from the recipient ¥

(transferring from). Transacton Type: o

IMPORTANT: If you choose Debit, you must have proper Prenote O
Selecting this option will issue a test transaction to the receiving

authorlzatlon from the rECIpIent, and you must be able to Ilr:;:ndcei?a\lw‘nrset(\:t;l;cl\loensureval\'dhy of the account information for

provide this information to Centier within 5 calendar days
upon request.

IMPORTANT: Prenotes can be used to verify the entered account number is valid. Click the Prenote circle to
generate a zero-dollar entry. ACH requirements indicate sent prenotes may NOT include a live dollar entry until
at least 3 business days after the prenote is sent. Selecting to be notified Via email for a prenote will confirm
that the participant/detail record has been added for a $0.00 ACH transaction. If you need your entry to
process before the 3 business days have passed, do not select a prenote entry.
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7. Click the Routing Number field to enter the routing number provided by the recipient.

8. Click the Account field to enter the account number
provided by the recipient. It is advisable to request a
copy of a voided check to be sure this information is

added accurately.

required

ROUTING NUMBER

ACCOUNT
If the account number is an open account but does
not belong to the person you are attempting to
credit, you may not be able to recover the funds.

required

ACCOUNT TYPE

. . PAYMENT RELATED INFORMATION
If a debit entry is posted to an open account that
Includes addenda record information, which is used to provide the

doeS not belong to the person you intend to deblt (Or payment receiver with remittance dataassociated with the transaction
if you have not obtained proper authorization for the
debit), the debit can be sent back to you for up to 2

Enter an email address, for recipient to be notified of ACH batch
years. processing

NOTIFY VIA EMAIL

9. Click the Account Type field and select the recipient’s
account type (Checking or Savings).

10. Click the optional Payment Related Information to
include additional information. The field is limited to 0
80 characters. Information included here will be
considered an additional ACH entry, subject to the
$0.25 per item fee. In most cases, it will not display on

Detail records can be created and added to the batch manually by

selecting Add Detail Record(s). Selecting Add Participant(s) will

provide a list of pre-created participants that can be added to the
batch

to include addenda records. This is not a required field. + Add Detail Record(s) + Add Participant(s)

the statement for consumer accounts. Businesses may
get the information but may need to request their bank

11. Click the optional Notify Via Email field if you would like
the recipient to receive an email when the ACH batch is

proceSSEd. Hannah O'Neil o
1D: 00001 :
071902878
12. Click the Save as Participant button if you would like

SEARCH FOR... o F

this individual to also be saved as a Participant. Click the # ViewfEdit Recipient

Save & Add Another to save the individual and add * Remove Recipient
. . Credits (1) Debits (0)

more recipients. 5250600 $0.00

13. Click Save to save the individual as a Detail Record. o

14. When all Detail Records (and/or participants) have been added, click Continue.
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15. Click Save ACH Template.

16. You will see a confirmation screen. From here, you can Create a New Batch with a Template, Create a New
Template, or Close the Window.

< REVIEW TEMPLATE X COMPLETE X

Payroll

2720

Payroll

Test Business
TEMPLATE CREATED

Prearranged Payment & Deposit (PPD)

Your template has been successfully created. You can create a
new batch using your new template, create another new
RECIPIENTS - template, or close this window.

TOTALS - CREATE NEW BATCH WITH TEMPLATE
$0.00 CREATE NEW TEMPLATE

$0.00

| CLOSE WINDOW |

15 SAVE ACH TEMPLATE

Add Participants
1. Click + Add Participants option.

2. Click the + Create New Participant & Add to Batch link at the bottom of the screen to start.

< ADD RECIPIENTS g

Detail records can be created and added to the batch manually by
selecting Add Detail Record(s). Selecting Add Participant(s) will

provide a list of pre-created participants that can be added to the
batch.

< SELECT PARTICIPANTS

X
SEARCH FOR.. Q

+ Create New Participant & Add to Batch o

+ Add Detail Record(s) ‘ | + Add Participant(s)

3. Click the Full Name field and enter the recipient’s name. ¢ £08 NEWPARTIEIRART X

required

4. Click the Identification field and enter an ID number that FULL NAME

you will use to identify the recipient. DO NOT use a full o
IDENTIFICATION NUMBER
Social Security Number. This is an optional field.

5. Click the fields related to the recipient’s mailing address hopREsE
and enter the corresponding information. These fields R
are optional.
ZIP I
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6. Click the optional Notify Via Email circle if you would like the recipient to receive an email when the ACH batch
is processed. Then, click the Email Address field to enter the recipient’s email.

7. The optional Universal Participant should be selected if you
have multiple companies enabled for ACH and this participant EMAIL ADDRESS

should be added to all companies.
Notify Via Email I

8 C||Ck + Add Account tO Contin ue Send participant an email when any batches that participant is included in

are submitted / processed

9. In the new window, click the Account Name field to add a Universal Fartieipant

Universal participants are available to use for ACH batches related to any

name. Th|s f|e|d is required and Should match the name Of the of your companies. Leaving this option unchecked, will ensure this

participant will only be available to use with the current company.

account owner.
PARTICIPANT'S ACCOUNTS: ~

10. Click the Account Type field to select the recipient’s bank
account type.

+ Add Account

11. Click the Routing Number field to enter the routing
number provided by the recipient.

<
12. Click the Account field to enter the account number o

ADD PARTICIPANT ACCOUNT

required

ACCOUNT NAME

required
ACCOUNT TYPE o

required

provided by the recipient. It is advisable to request a
copy of a voided check to be sure this information is

added accurately.
ROUTING NUMBER

If the account number is an open account but does not
belong to the person you are attempting to credit, you ACCOUNT NUMBER 0
may not be able to recover the funds.

If a debit entry is posted to an open account that does

not belong to the person you intend to debit (or if you

have not obtained proper authorization for the debit) 0

that debit can be sent back to you for up to 2 years.

PARTICIPANT'S ACCOUNTS

13. Click Save Account to save the information.

Checking Edit Remove
/ Acct #071902878

14. You will be taken back to the previous screen; the Routing 071007572
participant’s account information will display at the + Add Account
bottom. Notice you can edit or remove their account
information. Click Save Participant.
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15. To add another participant, click + Create New Participant & Add to Batch. Once all are added, select the
checkboxes beside those that should be included in your template.

16. Next, click Add Selected Participants to include them in your template.

17. You will see a preview of Participants and Detail Records on the screen. Click the ellipsis to the right to
view, edit, or delete their information. Once all participants (and detail records) are added, select Continue.

< ADD RECIPIENTS H
SELECT PARTICIPANTS

Detail records can be created and added to the batch manually by

SEARCH FOR... selecting Add Detail Record(s). Selecting Add Participant(s) will
provide a list of pre-created participants that can be added to the
Derek O_‘Nel\ 071902878 batch.
ID:- 00005
+ Add Detail Record(s) ‘ | + Add Participant(s) |
Hannah O'Neil 071902878
1D: 00001 o
, SEARCH FOR... QoIE
Logan O'Neil 074000010 5
ID: 00002
ID: 00001
071902878

071902878

#" View/Edit Recipient

X Remove Recipient
ADD SELECTED PARTICIPANTS -

Credits (1) Debits (0)

m $250.00 $0.00

19. You will see a confirmation screen. From here, you can Create a New Batch with a Template, Create a New
Template, or Close the Window.

< REVIEW TEMPLATE X COMPLETE X

18. Click Save ACH Template.

TEMPLATE NAME Payroll

OFFSETTING ACCOUNT HEEET 20

- S Payroll o J
COMPANY NAME Test Business

DISCRETIONARY DATA TEMPLATE CREATED
ENTRY CLASS Prearranged Payment & Deposit (PPD)

Your template has been successfully created. You can create a
new batch using your new template, create another new

RECIPIENTS ~ template, or close this window.

TOTALS ~ CREATE NEW BATCH WITH TEMPLATE

CREDITS (0) $0.00 CREATE NEW TEMPLATE
DEBITS (0] $0.00

| CLOSE WINDOW |

1 8 SAVE ACH TEMPLATE
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Schedule an ACH Batch from a Template

1. Click Business Banking and choose ACH from the main menu.

@ EUGENEONELL ti .
Py T——— entier BANK NEW ACH BATCH X

& Accounts

ACH BATCHES What would you like to do?

© Open an Account Next7 days >

Updated: Apr 11,2024 43507 P11

® Manage Money sev|  NEW ACH BATCH

@ 7RAUD ALERTI Do ot accept payment instructions via emei, even when coming from a sender and emal adcress familiar to you. Before sending b Create a new ACH batch
Pay, Tranefer, & Receive money electronically,always confirmthe legitimacy of the request by contacting the bencficiary over the phone using oriy a phone number you trust —J
Do not use 3 ph provided in d do ot respond to nstructions.
Business Banking NOBATCHES
B ACH -t NEW BATCH FROM TEMPLATE
L Create a new ACH batch from an existing
; template

o Wires

® Company Management

2. Click the + button, then select New Batch from Template.

3. Select your template from the list. At any time during the process, click the back arrow located in the top-left
of the window if you would like to go back to previous screens.

< CHOOSE TEMPLATE X

SEARCH

Payroll
Created: Aug 12,2021 by EUGENE ONEIL

4. Your template’s information will populate in the next screen. You can adjust the information you previously
added by clicking the fields. Click the Add Recipients button on the bottom. You can adjust the information
you previously added by clicking the fields.

5. To add recipients using Detail Records or Participants, click their respective buttons located at the top of the
screen. For instructions, see the Add Recipients section. You are able to click into the amount to make changes.
You can also click the ellipsis button to adjust the recipient. When all recipients are added, click the Schedule
Batch button.

6. Click the Schedule Type field to select One-Time if you would like to the batch to be run as a single instance.

Select Recurring if the batch is to be repeated as
< NEW BATCH FROM TEMDLATE b 4 _ ADD RECIPIENTS i

entered on a recurring basis. Continue to

BATCH NAME selecting Add Detail Record(s). Selecting Add Participant(s) will . 3 .
Payroll the E;o'm:eahs(01pve{reatedpammpamsma(canheaddedto1he approprlate SChedu|e type InStructlonS.
Company I [+ adevetmiRecorets) | [+ AddParticpantls) | I < SCHEDULE BATCH

Test Business

SEARCH FOR... Q IF Is this a One-Time or Recurring batch?
OFFSET ACCOUNT
T SCHEDULE TYPE
Hannah O'Neil .
1D: 00001 - N
ENTRY DESCRIPTION oroozee ¢

Payroll

The entry descri
the transae

y the originator to provid
For example ‘Payro

DISCRETIONARY DATA
Discretionary data includes reference information for use by the originator

ENTRY CLASS
Prearranged Payment & Deposit (PPD)

The entry class defines the type of ACH entries comtained in the bateh

Credits (1) Debits (0)

$250.00 50.00 a
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One-Time Payments

1. Click the Effective Date field to select the date you want the

Is this a One-Time or Recurring batch?

funds to be credited to or debited from the recipients’
accounts. If sending a debit, it must be on or after the date

specified in the authorization. o errecrve pate
08/13/2021

2. Choosing the After Holiday button is irrelevant for one-time )
batches. This field is further explained under the Recurring e oy sk il ek i e vl o

One-Time

Payment section.

will no longer be avallable on the scheduled date after

3. Click the Approve on Submit circle if you would like the batch
to be automatically approved when you submit it. If you do
not, the batch will need to be approved before it is processed.

4. Click Review Batch and continue to the Schedule the Template o
Batch instructions.

Recurring Payments

1. Click the Effective Date field to select the last date the funds are < SCHEDULE BATCH 1
to be debited or credited. If sending a debit, it must be on or 1 his 3 One-Time or Recuring baten?
after the date specified in the authorization. Recurting

2. Click the Occurrence field to select the interval that the batch e one

8/31/2021

should be scheduled. The batch will be scheduled for the same

How often should it occur?

approve it to be approved and processed. Failure to do this will
result in your batch remaining in a pending status WITHOUT it
being fully processed.

day of the week if you choose weekly or every other week; other oo o

options will be processed on the same date for each month o

scheduled. If you set up a recurring batch and DO NOT hit owsum

approve on submission, you must log in at each occurrence to After Holiday o
Payr s that fall on a holiday or weekend will be paid the next available

e on Submit

longer be available on the scheduled date after

3. Click the End Date field to select the date the funds will no
longer be debited or credited.

4. Click the After Holiday option to determine how batches will be scheduled if the recurrence falls on a weekend
or holiday. If you are sending funds (credits), you should not choose this button as it will result in processing
the credit after the scheduled recurrence. If collecting funds (debits), you SHOULD choose this button to ensure
debits are not processed earlier than the date authorized.

*Example-If a recurring monthly batch is set up for the 15" of every month and the 15™ falls on a Saturday or
Sunday, the ACH batch will be effective the following Monday if you have chosen After Holiday. If you have not
chosen After Holiday, the batch will be effective the previous Friday.

5. Click the Approve on Submit circle if you would like the batch to be automatically approved when you submit
it. If you do not, the batch will need to be approved before it is processed.

6. Click Review Batch and continue to the Schedule Template Batch instructions.
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Schedule the Template Batch

1. Anew page will load. Review each of the details within the screen to be sure they are accurate. You can click
the back arrow in the top-left to go back to previous screens. If all the information is correct, click the Submit
button.

2. You will see a confirmation screen. Use the buttons to Create a New Batch, Save the Batch as a Template, or
Close the Window from this screen.

STATUS NEW
BATCH NAME Payroll
NT w720
EN N Payroll
OMPAN E Test Business BATCH CREATED
Prearranged Payment & Deposit (PPD) Your batch has been successfully created. You can create a

new batch or save this batch as a template for use later on

RECIPIENTS -
CREATE NEW BATCH

SAVE BATCH AS TEMPLATE

SCHEDULING -
| CLOSE WINDOW |

Recurring
8/31/2021

Every Other Week
12/31/2021

After

No
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Schedule an ACH Batch

If you chose to Schedule an ACH batch from the Create an ACH template process, skip to step 3. Otherwise start
at step 1. Approvals must be completed by 3 p.m. CST.

1. Click Business Banking and choose ACH from the main menu, then click the + button.

2. Select the New ACH Batch button.

What would you like to do?
w]  NEW ACH BATCH
9P Create a new ACH batch

NEW ACH BATCH

3. Create a name by typing it into the Batch Name text field.

4. Click the Company field, and then the appropriate
company name.

BATCH NAME

required
COMPANY o

require:

5. Select the Offset Account field, and then select the
appropriate account.

6. Click the Entry Description field to add text. This is what
recipients will see as the description for the transaction
in addition to your Company Name. It is limited to 10

characters. Example: Payroll, Payment, Rent. EREFDESCRIC

ption is used by the originator to provide a description of
or the receiver (For example "Payroll* or "Dividend®)

7. Click the Discretionary Data field to add optional
information for the company’s reference, which will not T ——
be seen by recipients. It is limited to 20 characters. This
is not a required field.

Diseretionary data includes reference information for use by the originator

ENTRY CLASS

8. Click the Entry Class field to select the type of ACH
payment type the template will make:

e Cash Concentration or Disbursement (CCD): This is
used with a credit or debit where funds are either

distributed or collected between corporate entities.

¢

he entry class defines the type of ACH entries contained in the batch

e Prearranged Payment & Deposit (PPD): This is used for direct deposits (credit) into an individual’s account
or for preauthorized payments (debit) on an account.

9. Click the Add Recipients button on the bottom.
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10. To add recipients using Detail Records or Participants, click their respective buttons located at the top of the
screen. For instructions on how to add them, see the Add Recipients section. If you previously added
Participants for other transactions, you could add them to new batches.

a. Select the checkboxes to the right of your desired participants. You may also add more Participants by
clicking the + Create New Participant & Add to Batch link.

b. Click Add Selected Participants.
11. When all recipients are added, click the Schedule Batch button.

12. Notice the ellipsis in the top-right of the window. You can use this menu to complete a few actions such as

saving it as a template, submitting it, or saving it to exit the process. If saved, the status will indicate Saved for
Later.

< SELECT PARTICIPANTS X

ADD RECIPIENTS H 1 2
L

.
Detail records can be created and added to the batch manually by ‘2 Saveas Template ‘ SEARCH FOR... Q
selecting Add Detail Record(s). Selecting Add Participant(s) will
provide a list of pre-created participants that can be added to the +& Submit Derek O'Neil 071902878
il ID: 00005 B

‘ + Add Detail Record(s) ‘ ‘ + Add Participant(s) | X Save and Exit Hannah O'Neil 071302878
ID: 00001
Logan O'Neil 074000010
ID: 00002

Credits (0) Debits (0) I + Create New Participant & Add to Batch I

n $0.00 $0.00

13. Click the Schedule Type field and select One-Time if you would like the batch to be run as a single instance.

Select Recurring if the batch is to be repeated as entered on a recurring basis. Continue to the instructions that
meet your needs.

< SCHEDULE BATCH H

Is this a One-Time or Recurring batch?

SCHEDULE TYPE
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One-Time Payments

1. Click the Effective Date field to select the date you want the

funds to be credited to or debited from the recipients’ accounts. 1s this a One-Time or Recurring batch?
If sending a debit, it must be on or after the date specified in the One-Time
authorization. When should t oceur?

EFFECTIVE DATE
08/13/2021

2. Choosing the After Holiday button is irrelevant for one-time
batches. This field is further explained under the Recurring After Holiday - 0
. Payments that fall on a holiday or weekend will be paid the next available
Payment section. business day
available on the scheduled Jélsﬂ'?‘e‘; o

3. Click the Approve on Submit circle if you would like the batch to
be automatically approved when you submit it. If you do not, the

batch will need to be approved before it is processed. Approvals
must be completed by 3 p.m. CST.

4. Click Review Batch and continue to the Schedule the Batch o
instructions.

Recurring Payments

1. Click the Effective Date field to select the last date the funds

are to be debited or credited. If sending a debit, it must be on 1s this a One-Time or Resurring batch?
SCHEDULE TYPE

or after the date specified in the authorization. Recurring

When should it oceur?

2. Click the Occurrence field to select the interval that the batch 0
should be scheduled. The batch will be scheduled for the -
same day of the week if you choose weekly or every other

How often should it occur?

OCCURRENCE

week; other options will be processed on the same date for Every Other Week
each month scheduled. If you set up a recurring batch and DO RO

NOT hit approve on submission, you must log in at each o

occurrence to approve it to be approved and processed. Atter Hollay

that fall on a holiday or weekend will be paid the next available

ym
business day

Failure to do this will result in your batch remaining in a
pending status WITHOUT it being fully processed.

Approve on Submit

3. Click the End Date field to select the date the funds will no
longer be debited or credited.

4. Click the After Holiday option to determine how batches will be scheduled if the recurrence falls on a weekend
or holiday. If you are sending funds (credits), you should not choose this button as it will result in processing
the credit after the scheduled recurrence. If collecting funds (debits), you SHOULD choose this button to ensure
debits are not processed earlier than the date authorized.

*Example-If a recurring monthly batch is set up for the 15" of every month and the 15™ falls on a Saturday or
Sunday, the ACH batch will be effective the following Monday if you have chosen After Holiday. If you have not
chosen After Holiday, the batch will be effective the previous Friday.

5. Click the Approve on Submit circle if you would like the batch to be automatically approved when you submit
it. If you do not, the batch will need to be approved before it is processed. This must be clicked for recurring
auto approval to occur.

6. Click Review Batch and continue to the Schedule the Batch instructions.
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Schedule the Batch

1. Anew page will load. Review each of the details within the screen to be sure they are accurate. You can click

the back arrow in the top-left to go back to previous screens. If all the information is correct, click the Submit
button.

2. You will see a confirmation screen. Use the buttons to Create a New Batch, Save the Batch as a Template, or
Close the Window from this screen.

< REVIEW BATCH X COMPLETE X

STATUS NEW
Payroll
w720
Payroll
Test Business BATCH CREATED
Prearranged Payment & Deposit (PPD) Your batch has been successfully created. You can create a

new batch or save this batch as a template for use later on

CREATE NEW BATCH
SAVE BATCH AS TEMPLATE

| CLOSE WINDOW

RECIPIENTS N

RIICIPANY Hannah O'Neil /

SCHEDULING -~

Recurring
8/31/2021

Every Other Week
12/31/2021
After

No

26
Ver 2.[7/22]



Edit or Approve an ACH Batch

Users are able to edit One-Time or Recurring ACH batches. If you edit a template, it will not change a batch that has
already been scheduled from this template. If the changes are intended to apply to all batches moving forward, edit
the template as well as the batch. Click ACH on the main menu.

1. If the ACH you wish to edit is not displayed under the ACH Batches area, click the timeframe title. This will
launch a pop-up window. Select a timeframe to filter the scheduled batches into the ACH Batches area.

2. Notice the Approved, Unapproved, or Saved for Later status is listed with the ACH details.

3. Click the ellipsis to access quick actions (View/Edit Batch, Approve Batch, Delete Batch, or Print). Once the
status indicates processing you can longer edit it. At this point, the transaction is in progress.
NOTE: Review the list below for the meaning of the status listed with your ACH details:

e Saved for Later: The batch has been started but has not been scheduled. It can be Viewed/Edited,
Deleted, or Printed.

e Unapproved: The batch requires approval before processing. It can be Viewed/Edited, Approved,
Deleted, or Printed.

e Approved: The batch is ready to process. It can be Viewed/Edited, Unapproved, Deleted, or Printed

e Processing: The batch is in progress. It can be viewed or printed, but can NO LONGER be Unapproved,
Edited, or Deleted.

ACH BATCHES + /7

Next 7 days >

Updated: Aug 17, 2021 3:49:42 PM

SAVED FOR LATER
Payroll
Test Business

# View/Edit Batch

¥ Delete Batch

& Print
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Edit Batch

Click the View/Edit option from the ellipsis. This will launch a pop-up window with three tabs at the top.
Under Details, adjust the fields as needed. You can delete the batch using the button at the bottom of this tab.

Click the Recipients tab to review, add, or edit Detail Records and Participants. Click the Amount field to
change the amount and adjust whether it is a funds Credit or Debit.

Click the ellipses to the right of recipient’s information to access quick actions including View/Edit Recipient,
Save As Participant, and Remove Recipient.

a. If you choose to edit a recipient, the platform will load their details. You will not be able to edit the
recipient’s routing number or account information. To change that information, you need to delete the
recipient and add a new one.

Click the Schedule tab to review and edit batch scheduling details.
a. Click the fields you would like to adjust.

Notice the ellipsis in the top right of the window to provide access to quick actions including Save as Template,
Submit, or Save and Exit. When your changes are complete, click Save at the bottom and then Submit to save
your changes. Alternatively, you may click Save and Exit from the top-right ellipsis.

Detail records can be created and added to the batch manually by

TOTALS selecting Add Detail Record(s). Selecting Add Participant(s) will Is this a One-Time or Recurring batch?
provide alist of pre-created participants that can be added to the CCHEDULE TYPE
CREDITS (3) $0.00 batch Recurring
DEBITS (0) 50.00 + Add Detail Record(s) ‘ ‘ + Add Participant(s) |
When should it occur?
= EFFECTIVE DATE
BATCH NAME SEARCH FOR... Q IF 972472021
Payroll
Derek O'Neil How often should it occur?
COMPANY 1D: 00005
g Every Other Week
071902878
OFFSET ACCOUNT END DATE
12/31/2021

Hannah O'Neil
ID: 00001 N
ENTRY DESCRIPTION 071902878 :
Payroll After Holiday

Payments that fall on a holiday or weekend will be paid the next available

The eniry description is used by the originator to provide a description of e
the transaction for the recaiver (For example "Payroll” or “Dividend") Logan O'Neil # View/Edit Recipi usiness day
1D: 00002
X Remove Reci
DISCRETIONARY DATA

Approve on Submit O

Discretionary data includes reference information for use by the originator Approved batches will no longer be available on the scheduled date after
bank precessing is complete

ENTRY CLASS
Prearranged Payment & Deposit (PPD)

The entry class defines the type of ACH entries contained in the batch

BATCH INFORMATION & HISTORY ~ Gredits (3) Debits (0)

. $0.00 $0.00 i
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ACH Batch(es)

1. To approve a single ACH, click the ellipsis in the top-right and click Approve Batch. Or click the ACH Batch and
click Approve located at the top. Approvals must be completed by 3 p.m. CST.

2. To approve all ACHs under the filtered timeframe, click Approve All.

3. You will see a confirmation in the lower-right corner. Then, the ACH will indicate Approved in green above the
template’s name.

ACH BATCHES + /7 ACH BATCHES + 7

Allitems >

Updated: Aug 17,2021 408:50 PM c

# View/Edt Batoh

+ Approve Batch

Test Bus

PROCESSING ¥ Delete Batch

& Print

Edit or Delete an ACH Template

1. Click Business Banking and choose ACH from the main menu, then click the + button.

© =ucenE onEL
°

a =& Centier paNk

Ui=mm AGH BATCHES

© Open s Acoount

@ snoassim

2. Click the Manage ACH Templates button. < MANACE ACH TEMPLATES x
What would you like to do?
a. Click Create New Template if you o o TN rweLATe
wish to do so. See the Create an ACH o]t | T
Template section for instructions. L. EDIT EXISTING TEMPLATE 0
,,,:,,E NEW BATCH FROM TEMPLATE Edit an existing AGH baich template

b. Click Edit Existing Template to adjust LI e new ACHalch rom aneeing
an existing template.

UPLOAD A FILE
| Upload 2 delimited or NACHA formatted
ACH file

MANAGE ACH TEMPLATES
| Create and edit ACH batch templates

[
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Delete Template

1. Locate the template from the list. If you wish to delete a template, click the ellipsis beside template and click
Delete Template. Deleting a template that is set up with recurring payments will stop the payment from
recurring in the future.

2. A pop-up will display. Select Yes if you would like to continue or No to stop the process.

3. A confirmation message will show in the lower-right and the template will no longer be listed in the template
list.

< MANACE ACH TEMPLATES

ss
SEARCH o
Late Fees
Created: Aug 16, 2021 by EUGENE ONEIL DELETE TEMPLATE
‘You are about to delete this template. This action cannot be
g 13,2021 by EUGENE ©

o # Delete Template undone. Would you like to continue?

2 BEBR

Edit Template

1. Locate the template from the list and select it. Under Details, click into each of the fields to adjust as needed.
You can delete the template on this tab.

2. Click the Recipients tab to review, add, or edit Detail Records and Participants.
a. Click the Amount field to change the amount and adjust whether it is a funds Credit or Debit.

b. Click the ellipses to the right of the recipient’s information to access quick actions including View/Edit
Recipient and Remove Recipient. Click View/Edit to adjust their detail record (payment information). You
will be unable to edit their

banking account information. : ekl 2“’“"5:""5"“
. Details t Detd Recipients
InStead' yOU WI” need tO delete sz Detail records can be created and added to the batch manually by
. . selecting Add Detail Record(s). Selecting Add Participant(s) will
them and add a new reCIPIent. . o :z;ﬂt;g?ils'oip\erc’eatedaamu\par\tsgﬂva'caw .
DEBITS (0) $0.00 + AddDetail Record(s) | | + Add Particpent(s) |
c. Click Remove Recipient to delete — T o
them from the template. = . o
Test Eus(iness 1000003
. . o . . Credit -m H
3. Notice the ellipsis in the top right of P
window to access quick actions. When R .
your changes are complete, click Save ENTRY DESCRIPTION ' o 0

# View/Edit Recipient

at the bottom.

DISCRETIONARY DATA X Remove Recipient

4

Discretionary data includes reference information for use by the origing

ENTRY CLASS
Cash Concentration or Disbursement (CCD)

e entry class defines the type of ACH entries contained in the batch
DELETE THIS TEMPLATE

Credits (2)
$0.00
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4. Click Save ACH Template to save your changes.

5. You will see a confirmation screen that allows you to Create a New Batch with the Template, Edit Another
Template, or Close the Window.

4 REVIEW TEMPLATE X
TEMPLATE NAME Payroll
OFFSETTING ACCOUNT Frxx ]2 ()

ENTRY DESCRIPTION Payroll TEMPLATE SUCCESSFULLY SAVED
COMPANY NAME Test Business

DISCRETIONARY DATA

ENTRY CLASS Prearranged Payment & Deposit (PPD)
RECIPIENTS ~
TOTALS ~
CREDITS (0) $0.00
DEBITS (0) $0.00

SAVE ACH TEMPLATE 5 CLOSE WINDOW
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Upload a NACHA Formatted File

Uploaded files must be in proper NACHA formatted. Please contact us at (219) 756-4580, option 1, to arrange file
review and testing prior to uploading any files.

NOTE: Individual/Receiver Name is required on all detail entry records within the NACHA file. If this field is missing on
any of your records, you will receive an error message. If you receive this message, you will need to edit the
Participants in the batch (see page 20, Edit Batch) before approving the batch.

1. Click Business Banking and choose ACH from the main menu, then click the + button.

2. Click the Upload A File button.

NEW ACH BATCH X

What would you like to do?

EUGENE ONEIL i :
e & Manage Profie: & Centier BANK

@ Accounts

ACH BATCHES

Ui Agr 11, 202440507 P10 o

NEW ACH BATCH

@ rrown e wiaema, b ‘2 sender and emad address familiar 1o you. Before eending 9r Create a new ACH batch
clecramc i g quest by contacting phane uz 8 phons nember yau frust

Do ok use e murmber pravided i the payrmert instruction: do not respond o an emai with e insinuctions.

NEW BATCH FROM TEMPLATE
Create a new ACH batch from an existing
template

] UPLOAD A FILE
) Upload a delimited or NACHA formatted
ACH file

MANAGE ACH TEMPLATES
Create and edit ACH batch templates

3. Click Select File. Use your File Explorer window to locate and select the file. Click Open.

4. The file name will display in the screen. You can use the Upload a different file link to change the selected file.

< UPLOAD FILE X < UPLOAD FILE X

You can upload a NACHA formatted file or a delimited file to You can upload a NACHA formatted file or a delimited file to

begin creating 2 new ACH batch. To begin please select a file to begin creating & new ACH batch. To begin please select a file to

upload

Omr— *1

Need help determining which type of file you have? Please consult your
software’s documentation.

upload.

Upload a different file.

O
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5. This loads a new page. Click the ACH Company field and select the appropriate company.
6. Under the File Information tab, click the Offsetting Company field and select the desired Offset Account.
7. You can select the drop-down arrow beside the selected batch company to see the batch participants.

8. Click the Batch Information tab to see un-editable important information such as Origin, Routing Number, etc.
Click the back arrow in the top-left corner of the window to go to previous screens.

9. Once you are satisfied, click Next.

UPLOAD DETAILS
UPLOAD DETAILS

File Information Batch Information

File Information Batch Information

required ORIGIN .

ACH COMPANY

ROUTING NUMBER
required NAME
DESTINATION ~

The following batches were found in your file. Please select the
ones you would like to include:

ROUTING NUMBER 071902878
NAME Centier Bank
ePay0001
o & Ve FILE INFORMATION ~
Effective: 08/27/2021 $4,493.92
CREATION DATE/TIME 7/12/2021 2:22:00 PM
ID MODIFIER A
RECORD SIZE 94
BLOCK SIZE 10
TOTALS ~
BATCH COUNT 1
ENTRY/ADDENDA COUNT 23
TOTAL CREDITS $4,493.92 .
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10. Click the Set All Batches as Approved circle if there are multiple batches in your file and you want all to be
approved once submitted.

11. If there are multiple batches, click the Approve on Import circle to select individual batches to be approved
when submitted.

12. When you are satisfied with the settings, click Submit File.

13. You will see a confirmation screen. Click the Upload New File button to complete another file upload,
otherwise click Close Window.

O mevenemon X

a

FILE Axt

ACH COMPANY NCR Test J

OFFSETTING ACCOUNT
FILE SUCCESSFULLY UPLOADED

Set All Batches as Approved O Your file has been successfully uploaded. You can close this
Enabling this option will select all imported batches and mark them wizard to view your uploaded content, or you can upload
as approved. another file.
v PLOAD NEW FILE
ENTRY DESCRIPTION EPAY0001
DISCRETIONARY DATA CONTRIBUTIONS
SEC PPD
EFFECTIVE DATE 08/27/2021
COMPANY ID

Approve on Import
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Upload a Delimited File

You must create an Upload Template prior to uploading a delimited file. Please contact us at (219) 756-4580, option 1,
to arrange file review and testing prior to uploading any files.

1. Click Business Banking and choose ACH from the main menu, then click the + button.

2. Click the Upload A File button.

What would you like to do?

@ Accounts

ACH BATCHES

© Open an Account

NEW ACH BATCH
Create a new ACH batch

® Manage Money

@ Frawo aLeRT 0o not aceept pa mall, g from a sender and toy0u a
] the =g the phone you tnust
Do ot use & phane number prawided in the payment instructions email and do not respand to an email with new instructions.

Pay, Transfer, & Receive

s Baskeg o O BATCHES
s+ NEW BATCH FROM TEMPLATE

B ACH r Creale a new ACH batch from an existing
template

"= UPLOAD A FILE
i Upload a delimited or NACHA formatted
ACH file

MANAGE ACH TEMPLATES
& Create and edit ACH batch templates

3. Click Select File. Use you File Explorer window to locate and select the file. Click Open.

4. The file name will display in the screen. You can use the Upload a different file link replaces the file you
selected. When all required documents are attached, click the Next button.

< UPLOAD FILE * < UPLOAD FILE b4

. ou can upload a NACHA formatted file or a delimited file to
You can upload a NACHA formatted file or a delimited file 1o ) )
begin creating a new ACH balch. To begin please select a file 1o

begin creating a new ACH batch. To begin please select a file to
upload

upload.

Need help determining which type of file you have? Please consult your
soflware's documentation.
Uplead a different file.
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5. This loads a new page. Click the
Layout Template button if you are
using a template to make your
selection.

6. You should not need to adjust the
remaining field. Click the Read File
button.

7. This loads a new screen. Click the
ACH Company field and select the
appropriate company name.

8. Click the Offsetting Account button
and select the appropriate account.

9. Review the batch information. You
may click the arrow at the top left to
go back to previous steps. Once you
are satisfied, click Next.

10

11. You will see a confirmation screen. Click the Upload New File button to complete another file upload,

otherwise click Close Window.
< REVIEW FILE UPLOAD X

FILE test template.csv
ACH COMPANY

OFFSETTING ACCOUNT MYBIZ CHECKING **+++977

EFFECTIVE DATE 09/10/2021
TOTALS ~
CREDITS (0) $0.00
DEBITS (2) $100.00
RECIPIENTS ~
NAME account / $0.00

/$100.00

Ver 2.[7/22]

< UPLOAD DETAILS X <

Choose a layout template to apply (optional):
°LAYOUT TEMPLATE

Heads up! Applying a template will remove any layout that you may have
created beiow.

Select the fields contained in the Delimited file and place them in the
order they exist from left to right. If you would like to ignore a field,
insert a Filler notation.

Receiver Account Required
Receiver Full Name Required

Routing # (w/Check) Required

+ Insert New Field

Select a Delimiter:

DELIMITER
Comma (,)

Number of Header Rows to Skip:

HEADER ROWS

Amount Excludes Decimals Q

FILE UPLOAD COMPLETE X

v/

FILE SUCCESSFULLY UPLOADED

Your file has been successfully uploaded. You can close this
wizard to view your uploaded content, or you can upload
another file.

UPLOAD NEW FILE

1 1 CLOSE WINDOW
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ACH COMPANY
TEST

OFFSETTING ACCOUNT
MONTHLY BILLS *****820

Review the batch details on the next screen. Once you are satisfied, click Submit File.

$1.00

071902878




Create, Edit, or Delete Upload Templates

Please contact us at (219) 756-4580, option 1, before submitting the first batch from an upload template so Centier is
able to confirm all fields are included properly.

1. Click Business Banking and choose ACH from the main menu, then click the + button.

2. Click the Manage Upload Templates button. You have the ability to create and edit templates from this screen.

sntier BANK NEW ACH BATCH X

| MANAGE ACH TEMPLATES
{&’ | Create and edit ACH balch templates

[ ! MANAGE UPLOAD TEMPLATES
El ! Select this option to create a new File
""" Upload template or manage existing

templates

Create A Template: New Delimiter Separated Template

< MANAGE FILE TEMPLATES X
1. Click the Create New Delimiter Separated Template button. This means
you are using a delimited file rather than a NACHA formatted file. This oJ W DELIMITER SEPARATED
allows you to use an upload if don’t have software to create NACHA files. e e

2. Click the Template Name to name your template.

o2l EDIT UPLOAD TEMPLATES

[El | Selectthis option to modify or delete
b " existing file upload templates

3. You will need to select the Delimiter Separated file fields and order them
based on how they are placed in the file from left to right. To place them
in the correct order, click the dots icon beside each field and drag them < UPLOAD TEMPLATE DETAILS X
up or down in the list. Save Settings a5 s New Template:

o TEMPLATE NAME
4. If all of your Delimiter Separated fields are not visible, click the + Insert
New Field option. Fields included in the file MUST be in the list when you e S e rd e

click + Insert New Field. ‘ ’ o
Amount Requirec ]

5. Review the list of fields and select those that are needed. Repeat this Recelver Account eaures
process until all fields are present, dragging them in the appropriate e e e

Rolting # (w/Check) Require:

order. a
6. Scroll down and click the Header Rows field. Enter 1 if you have one line
Number of Header Rows to Skip:

of column heading in your life to be uploaded. If there are no column o
headings, enter 0.

HEADER ROWS

Amount Excludes Decimals

7. Click the Amount Excludes Decimals circle if appropriate.

8. Click Save. You will see a confirmation screen. Click Close Window.

SUCCESS X

CLOSE WINDOW
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Edit or Delete Template

1. Click the Edit Upload Templates button.

2. Select your template from the list. Notice the ellipsis button:

a. You can click View/Edit from this location too.

b. Click Delete Template to if you wish to delete it. If you choose to delete the template, a select Delete

on the pop-up.

c.  Your template will no longer be listed.

3. Review the information and make changes to the fields as needed. You can also use the Delete This Template

button. If you would like.

4. Once you are satisfied with your changes, click Save.

< MANAGE FILE TEMPLATES X

{775 NEW DELIMITER SEPARATED
HB| | TEMPLATE

Select this option to create a new template
for Delimiter Separated file uploads

{77 EDIT UPLOAD TEMPLATES
. [El ! selectthis option to modify or delete
""" " existing file upload templates

Ver 2.[7/22]

< EDIT UPLOAD TEMPLATES X

Quarterly Template

38

< UPLOAD TEMPLATE DETAILS X

Save Settings as a New Template:

TEMPLATE NAME
Quarterly Template

Select the fields contained in the Delimiter Separated file and place
them in the order they exist from left to right. If you would like to
ignore a field, insert a Filler notation.

Amount Required
Receiver Account Required
Receiver Full Name Required

Routing # (w/Check) Required

+ Insert New Field

Number of Header Rows to Skip:

HEADER ROWS

Amount Excludes Decimals O

I DELETE THIS TEMPLATE I

(4 |




ACH Reporting

If you would like or need to access an ACH report, follow the steps below.

1. Click Business Banking and choose ACH from the main menu.

e EUGENE ONEIL

© Manage Profile

§ Accounts

ACH BATCHES

© Open an Account

# Manage Money

@ rrauD ALERTI Donot ace
money electrorically, alwe

Pay, Transfer, & Receive
Do not use a phone numb

Business Banking
ACH
o Wires

® Company Management

2. Then, use the ACH Batches or ACH History areas to locate the ACH you would like details for.

s

V4 ACH HISTORY

ACH BATCHES +

Allitems >

Updated: Aug 03, 2022 12:12:40 PM c Updated: Aug 03,2022 12:12:44 PM c
test $1.00
Effective: 06/30/2022 50.00 !
NCR Test test §1.00
Effective: 02/07/2022 $1.00
NCR Test

3. This will launch the Edit ACH Batch pop-up window.

a. Under the Details tab, select the Print Batch button.

b. An ACH Report will be generated automatically as a
PDF document in your Browser window, click it to
see it open in your browser window. Or, you may
navigate to your Downloads folder to access or view
it. It will include the confirmation number and ACH
details. You may print this or save the PDF for your
records.

EDIT ACH BATCH

Recipients Schedule

CREDITS (1) $1.00
DEBITS (1) $1.00

COPY TO NEW

SAVE AS TEMPLATE

PRINT BATCH

DOWNLOAD CsV

BATCH NAME
test

COMPANY
NCR Test

OFFSET ACCOUNT
CENTIER CHECKING ****+071

[£) ACHBatchReport O...pdf A Showall X
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Wires Support

This section of the guide includes instructions for using Wire services. When you make, collect, or create Wire
payments and templates you will choose a type from a drop-down menu. Review the types below for more
information.

e Domestic Wire — To be used for wires that are sent inside the United States.
o International Wire — To be used for wires that are sent outside of the United States.

Schedule a Wire

1. Click Business Banking and choose Wires from the main menu.

2. From the Wire Transfers area, click the + button.

8 EUGENE ONEIL X . "
& Manage Profile Centier BANK

e WIRE TRANSFERS

© Open an Account Next7 days >

Updated: Apr 11,2024 4:35:16 PM
# Manage Money

o Wire cut-off time is 4:00pm CT (Monday - Friday). Wires received after 4:00pm CT will be processed the next business day. Wires sent on Saturday or
Pa, Trarmafon; & Racaive Sunday will be processed on Monday:

FRAUD ALERT! Do not accept payment instructions via email, even when coming from a sender and email address familiar to you. Before sending
money electronically, always confirm the legitimacy of the request by contacting the beneficiary over the phone using only a phone number you trust.
Business Banking Do net use a phone number provided in the payment instructions email and do not respond to an email with new instructions.

ACH NO TRANSFERS

2 Wires

# Company Management

3. Click New Wire.

4. Select either Domestic Wire or International Wire, then continue to appropriate instructions.

'WIRE SETUP X

WHAT WOULD YOU LIKE TO DO? What kind of wire would you like to create?
NEW WIRE 7| DOMESTIC WIRE
‘:un:‘ Create a new wire @I—‘n_ Create a new domestic wire

TN NEW TEMPLATE
: :D:‘ ! Create a new wire template

INTERNATIONAL WIRE
Create a new international wire

3““& EDIT TEMPLATE
1@‘ Edit an existing wire template

NEW FROM TEMPLATE
Create a new wire from an existing
template
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Domestic Wire
1. Click the Company field and select the business funding the wire.

2. Click the Account field and select the account the funds
will come from.

NEW DOMESTIC WIRE

COMPANY

3. Click the Amount field and enter the amount of the wire.
ACCOUNT

Q.

4. Under the Recipient Information area, click into the
Name field and enter the name of the recipient.

AMOUNT

0

RECIPIENT INFORMATION

5. Click the fields related to the recipient’s mailing address AME

and enter the corresponding information. These fields

are optional zle

\/

Please Indicate purpose (ex. real estate, Investments, etc)
the wire.

BANK ROUTING #
7. Click the Bank Routing # field and enter the routing

number of the recipient’s bank. BANK NAME

ACCOUNT TYPE

X
6. Click the Description field to enter option text describing PEscriPTion o

9. Click the Account Type field and select the DDA account
type from the window.

BANK CITY

BANK STATE

10. Click the fields related to the recipient’s bank mailing
address and enter the corresponding information. These SANK ZIP
fields are optional.

8. Click the Bank Name field to enter the bank’s name. o pecounTE

11. If relevant, click the Beneficiary Financial Institution title. This institution is used when the recipient bank is
unable to receive the funds directly. Click the title again to close the area.

a. Click the Bank Name field and enter the bank’s
name.

b. Click the Bank Routing # field and enter the
routing number of the bank.

c. Click the Ref Code to enter optional information to o REF CODE

reference your wire.

d. Click the fields related to the bank mailing address

and enter the corresponding information. These AR
fields are optional. o
12. The Intermediary Bank is not needed.

rTATE

13. Click Continue.

41
Ver 2.[7/22]



14. Click the Date field to select your desired date.

15. Click the Approve circle if you would like to approve of the wire upon submission. You cannot edit the wire
once it is received and processed.

16. Click Continue.

17. Review the template details, and click the Recipient Information title to review the informaiton you entered.
Click the arrow in the top-left corner to go back to previous screens. When you are satisfied, click the Create
Wire button.

18. You will see a confirmation screen. You can click the buttons to Save Wire As Template or, Set Up a Wire
Transfer to schedule a wire.

: = :
< NEW DOMESTIC WIRE X -

scHEDULE
ACCOUNT \/

. AMOUNT $1.00
When should it occur? L ben
ALL \E
DaTE COMPANY Test Business
9/30/2021
Futun -t able 1o the bank fax BENEFICIARY N
proce o cted
BENEFICIARY FINANCIAL INSTITUTION . SUCCERSFULLY CREXTED NEW WIRE
[} SCHEDULE N #you would fike 1o save the information in this wire for future use, yo
e bl o e e it can save t a2 2 templte.
WHEN Future
ransfers will be made available to the bank for SAVE WIRE AS TEMPLATE
c 2:00.00 AM CT on the date selected.

DATE 9/30/2021 'SET UP A WIRE TRANSFER

no longer be editable on the scheduled date
ete.

o 17 == |
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International Wire

NEW INTERNATIONAL WIRE

1. Click the Company field and select the business funding the

<
wire. OCOMDANY r
2. Click the Account field and select the account the funds will ACCOUNT -
come from. o
AMOUNT
3. Click the Amount field and enter the amount of the wire. CURRENCY

.. . . . USD) US Doll
This is optional and can be added when a wire is created. (USD) US Dollers

BENEFICIARY

4. Click the Currency field should remain US Dollars.
NAME

5. Under the Beneficiary area, click into the Name field and
L. ACCOUNT #
enter the name of the recipient.

6. Click the Account # field and enter the account number AECOUNTTIEE

A

that will receive the funds. ADDRESS 1

7. Click the Account Type field and select the DDA account ADDRESS 2
type.

ADDRESS 3

8. Click the Address fields and enter the corresponding

mailing address information. These fields are optional PESCRIPTION

%

Please Indicate purpose (ex. real estate. Investments, etc)

BENEFICIARY FINANCIAL INSTITUTION

9. Click the Description field to enter optional text describing
the wire. U.S. INTERMEDIARY BANK

10. Click the Beneficiary Financial Institution title. This institution is used when the recipient bank is unable to

receive the funds directly. Click the title to close the area.

< NEW INTERNATIONAL WIRE x
a. Click the Bank Name field to enter the bank’s name. .

Please Indicate purpose (ex. real estate, Investments, etc )

b. Click the SWIFT/BIC field and enter the information. BENEFICIARY FINANCIAL INSTITUTION
c. Click the Ref Code to enter optional information to EANKNAME o
reference your wire. o SWIFT/BIC
d. Click the Address fields and enter the corresponding REF CODE o
mailing address information. These fields are
Optior‘la|. ADDRESS 1
11. The Foreign Intermediary Bank is not needed. ADDRESS 2
12. Click Continue. ADDRESS 3
U.S. INTERMEDIARY BANK
FOREICN INTERMEDIARY BANK
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13. Click the Date field to select your desired date.

14. Click the Approve circle if you would like to approve of the wire upon submission. Once you have approved the
wire, it should not be edited. You cannot edit the wire once it is received and processed.

15. Click Continue.

16. Review the details, and click the Beneficiary title to review the informaiton you entered. Click the arrow in the
top-left corner to go back to previous screens. When you are satisfied, click the Create Wire button.

17. You will see a confirmation screen. You can click the Set Up a Wire Transfer to schedule a wire. See the
Schedule a New Wire section for instructions.

SCHEDULE
ACCOUNT o J

When should it occur?

AMOUNT $1.00
DATE ALL DONE!
9/30/2021 COMPANY Test Business
Future dated wire transfers wil be made available to the bank for
processing at 2:00:00 AM CT on the date selected. BENEFICIARY, -
BENEFICIARY FINANCIAL INSTITUTION - SUCCESSFULLY UPDATED TEMPLATE
o)
Ap) rs will no longer be editable on the scheduled date SCHEDULE ~
after bank processing is complete. SET UP A WIRE TRANSFER
WHEN Future

Future dated wire transfers will be made available to the bank for
processing at 2:00:00 AM CT on the date selected.

DATE 9/30/2021

Approved wire transfers will no longer be editable on the seheduled date
after bank processing is complete

(15 e 16 e :

CLOSE
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Create a Wire Template

1. Click Business Banking and choose Wires from the main menu.

2. From the Wire Transfers area, click the + button.

e EUGENE ONEIL 2 . ,
& Manage Profile Centier BANK

B Accounts

WIRE TRANSFERS

© Open an Account Next 7 days >

Updated: Apr 11, 2024 4:35:16 PM

& Manage Money

o Wire cut-off time is 4:00pm CT (Monday - Friday). Wires received after 4:00pm CT will be processed the next business day. Wires sent on Saturday or
Pasg Trarafar; & Raceive 3 Sunday will be processed on Monday.

FRAUD ALERT! Do not accept payment instructions via email, even when coming from a sender and email address familiar to you. Before sending
money electronically, always confirm the legitimacy of the request by contacting the beneficiary over the phone using only a phone number you trust.
Business Banking 3 Do not use a phone number provided in the payment instructions email and do not respond to an email with new instructions.

ACH NO TRANSFERS

2 Wires

# Company Management

3. Click New Template.

4. Then, select the type of template you would like to create. Continue to the instructions that meet your needs.

'WIRE SETUP X < NEW TEMPLATE x

-

WHAT WOULD YOU LIKE TO DO? What would you like to do?

[ NEW DOMESTIC WIRE
NEW WIRE ' ob | TEMPLATE

Create anew wire Create a new domestic wire template

] L\ﬂ‘ NEW INTERNATIONAL WIRE
NEW TEMPLATE 3 .:‘_L::‘ i TEMPLATE

Create anew wiretemplate ~ leeeeee Create a new international wire template

[ EDITTEMPLATE
;ﬁ: Edit an existing wire template
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New Domestic Wire Template
1. Click the Company field and select the business funding the wire.

NEW DOMESTIC WIRE TEMPLATE

2. Click the Account field and select the account the funds will

come from. COMPANY

Q.

3. Click the Amount field and enter the amount of the wire. This is ACCOUNT

optional and can be added when a wire is created. AMOUNT

/

RECIPIENT INFORMATION

4. Under the Recipient Information area, click into the Name field
and enter the name of the recipient. NAME

zZip

¢

5. Click the Zip code field and enter the code. This is optional.

. Y . . . DESCRIPTION
6. Click the Description field to enter optional text describing the

wire. We recommend adding the purpose of your wire or an
invoice number in this field.

Please Indicate purpose (ex. real estate, Investments, etc.)
BANK RCUTING #

BANK NAME

7. Click the Bank Routing # field and enter the routing number of
the recipient’s bank. ACCOUNT #

8. Click the Bank Name field to enter the bank’s name. ACCOUNTTYEE

BANK CITY

9. Click the Account # field and enter the number.
BANK STATE

9 09

10. Click the Account Type field and select the DDA account type
from the window.

BANK ZIP

11. Click the fields related to the recipient’s bank mailing address and < [ ———
enter the corresponding information. These fields are optional. FENEPICARTTINANCIAL sTITUTION

BANK NAME

12. If relevant, click the Beneficiary Financial Institution title. This
institution is used when the recipient bank is unable to receive the
funds directly. Click the title again to close the area.

BANK ROUTING #

REF CODE

09

X

a. Click the Bank Name field and enter the bank’s name. fopre

ADDRESS 2

b. Click the Bank Routing # field and enter the routing number
of the bank.

CITY

STATE
c. Leave Ref Code blank unless you would like to enter an
optional code to reference your wire.

ZIP

)

INTERMEDIARY BANK

d. Click the fields related to the bank mailing address and enter
the corresponding information. These fields are optional.

13. The Intermediary Bank information is not needed. Click Continue.
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14. Click the Template Name field and enter a name, then click Continue.

15. Review the template details, then click the Recipient Information title to review the information you entered.
Click the arrow in the top-left corner to go back to previous screens.

16. When you are satisfied, click the Create Template button.

17. You will see a confirmation screen. You can click the Set Up a Wire Transfer button to schedule a wire. See the
Schedule a New Wire section for instructions.

ACCOUNT m J

SAVE AS ATEMPLATE

COMPANY Test Business ALL DONE
required
TEMPLATE NAME BENEFICIARY -
SAVE AS ATEMPLATE
SUCCESSFULLY CREATED NEW TEMPLATE
NAME Internatienal Monthly Wire

Approved wire transfers will no longer be editable on the scheduled date SET UP A WIRE TRANSFER

after bank processing is complete
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New International Wire Template
1. Click the Company field and select the business
funding the wire.

2. Click the Account field and select the account the
funds will come from.

3. Click the Amount field and enter the amount of the
wire. This is optional and can be added when a wire is
created.

4. The Currency field should remain US Dollars.

5. Under the Beneficiary area, click into the Name field
and enter the name of the recipient.

6. Click the Account # field and enter the account
number that will receive the funds.

7. Click the Account Type field and select the DDA
account type from the window.

8. Click the Address fields and enter the corresponding
mailing address information. These fields are
optional.

9. Click the Description field to enter optional text
describing the wire. We recommend adding the
purpose of your wire or an invoice number in this field.

10. Click the Beneficiary Financial Institution title. Click

the title to close the area.

a. Click the Bank Name field to enter the bank’s
name.

b. Click the SWIFT/BIC field and enter the
information.

c. Click the Address fields and enter the
corresponding mailing address information. These
fields are optional.

11. Click the U.S. Intermediary Bank title. For most Wire
transactions, the Bank Name and Bank Routing
Number will auto-populate with Wells Fargo NA

information. In some instances, you may need to

NEW INTERNATIONAL WIRE TEMPLATE

X

required

- .Eo

COMPANY

ACCOUNT

AMOUNT

AR

CURRENCY
(USD) US Dollars

-

BENEFICIARY

NAME

ACCOUNT #

ACCOUNT TYPE

A

ADDRESS 1

ADDRESS 2

ADDRESS 3

DESCRIPTION

°;

Please Indicate purpose (ex. real estate, Investments, etc.)

BENEFICIARY FINANCIAL INSTITUTION

U.S. INTERMEDIARY BANK

< NEW INTERNATIONAL WIRE TEMPLATE

BENEFICIARY FINANCIAL INSTITUTION

BANK NAME

o SWIFT/BIC

REF CODE

ADDRESS1

ADDRESS 2

ADDRESS 3

US INTERMEDIARY BANK

FOREIGN INTERMEDIARY BANK

replace these fields with a different institution. Click the title to close the area.
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name. Wells Fargo NA

BANK ROUTING #
b. Click the Bank Routing # field and enter the 121000248
routing number of the recipient’s bank.

a. Click the Bank Name field to enter the bank’s o BANK NAME

BANK ADDRESS 1

c. Click the fields related to the mailing address
and enter the corresponding information. These
fields are optional. The Foreign Intermediary BANK ADDRESS 3
Bank is not needed.

BANK ADDRESS 2

FOREICN INTERMEDIARY BANK v

12. Click Continue. @

13. Click the Template Name field and enter a name, then
click Continue.

14. Review the template details, click the Beneficiary title to review the information you entered. Click the arrow
in the top-left corner to go back to previous screens.

15. When you are satisfied, click the Create Template button.

16. You will see a confirmation screen. You can now click the Set Up a Wire Transfer to schedule a wire. See the
Schedule a New Wire section for instructions.

 —— . = .

ACCOUNT @

SAVE AS ATEMPLATE

COMPANY Test Business
required o BENEFICIARY -
TEMPLATE NAME
SAVE AS A TEMPLATE
SUCCESSFULLY CREATED NEW TEMPLATE
NAME International Monthly Wire

Approved wire transfers will no longer be editable on the scheduled date
after bank processing is complete

» CLOSE
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Schedule a Wire from a Template

1. Click Business Banking and choose Wires from the main menu.

2. From the Wire Transfers area, click the + button.

e EUGENE ONEIL 2 . ,
& Manage Profile Centier BANK

e WIRE TRANSFERS

© Open an Account Next 7 days >

Updated: Apr 11,2024 43516 PM
& Manage Money

o Wire cut-off time is 4:00pm CT (Monday - Friday). Wires received after 4:00pm CT will be processed the next business day. Wires sent on Saturday or
Pasg Trarafar; & Raceive 3 Sunday will be processed on Monday.

FRAUD ALERT! Do not accept payment instructions via email, even when coming from a sender and email address familiar to you. Before sending
money electronically, always confirm the legitimacy of the request by contacting the beneficiary over the phone using only a phone number you trust.
Business Banking 3 Do not use a phone number provided in the payment instructions email and do not respond to an email with new instructions.

ACH NO TRANSFERS

2 Wires

# Company Management

3. Click New Wire.
4. Select New From Template.

5. Select the Template from the list, then continue to the appropriate directions depending on the type of
template.

WHAT WOULD YOU LIKE TO DO? What kind of wire would you like to create?

Choose a template to create a new wire

SEARCH
DOMESTIC WIRE

NEW WIRE Create a new domestic wire

':H: Create a new wire

International Monthly Wire .
International »

Menthly Wire Domestic »
INTERNATIONAL WIRE

NEW TEMPLATE Create a new international wire

Create a new wire template

NEW FROM TEMPLATE
Create a new wire from an existing
template

] L\_ EDIT TEMPLATE
3 é E Edit an existing wire template
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Schedule Domestic Wires from a Template

1. The information from your template
will populate. To continue, you must
have a name listed in the Recipient
Information’s Name field. Add any
needed information, then click
Continue.

2. Click the Date field to select your
desired date.

3. Click the Approve circle if you would
like to approve of the wire upon
submission. Once you have approved
the wire, it should not be edited. You
cannot edit the wire once it is received
and processed.

4. Click Continue.

< NEW DOMESTIC WIRE x

COMPANY
Test Business

SCHEDULE

ACCOUNT
When sheuld it aceur?

AMODUNT

ture dated v

DATE
9/30/2021
$1.00
Fi

RECIPIENT INFORMATION

NAME
CPA Wire

ADURESS 1
123 Easy Street

ADDRESS 2

cmy

Chesterton

Indiana

ap
46304

DESCRIPTION

Please Indicate purpose (ex. real estate, iInvestments, etc.)

BANK ROUTING W
071902878

.

5. Review the information. Click the Recipient Information title to see the information. Click the back arrow in the

top-left to go back to previous screens. When you are satisfied, click the Create Wire button.

6. You will see a confirmation screen. You can Save the Wire as a Template or Set up a Wire Transfer.

4 REVIEW x
ACCOUNT

AMOUNT 100
COMPANY Test Business

RECIPIENT INFORMATION

SCHEDULE

WHEN Future

Future dat
praces:

DATE 9/30/2021

Approved wire transfers will na longer be sditable on the scheduled date
after bank procesaing ie complete

Ver 2.[7/22]

SUCCESSFULLY CREATED NEW WIRE

1 you would like 1o save the information

can save 1t a3 atemplate.

SAVE WIRE AS TEMPLATE
SET UP A WIRE TRANSFER

n this wire for future use, you

CLOSE

51

L NEW DOMESTIC WIRE X



Schedule an International Wire from a Template

1. The information from your template will populate so that, you can make changes; click Continue to proceed.
You must include the information below.

a. Description - We recommend adding the < e x < RE———
purpose of your wire or an invoice number commnr
in this field. 7

b. Beneficiary - Beneficiary Name, Account ] o:“”m R .
Number, and Account Type (DDA only) BB

c. Beneficiary Financial Institution - Name, oA e Temiote

SWIFT/BIC

2. Click the Date field to select your desired date.

123 Easy St

3. Click the Approve circle if you would like to ABORESS
approve of the wire upon submission. Once you ADORESS3
have approved the wire, it should not be edited. pescRRPTIGN
You cannot edit the wire once it is received and e 5 |
processed. o — o

4. Click Continue.

5. Review the information. Click the Beneficiary, Beneficiary Financial Institution, and Schedule titles to see more
information. Click the back arrow in the top-left to go back to previous screens. When you are satisfied, click
the Create Wire button.

6. You will see a confirmation screen. You can Save the Wire as a Template or Set up a Wire Transfer.

. = x

ACCOUNT o

AMOUNT $1.00
COMPANY Test Business
BENEFICIARY

SUCCESSFULLY CREATED NEW WIRE
BENEFICIARY FINANCIAL INSTITUTICGH

SCHEDULE

SAVE WIRE AS TEMPLATE
WHEN Future

Future dated wirs fransfers will be made avaiiabe to the bank far

DATE 9/30/2021
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Edit, Approve, or Reject Wires

Users are able to edit both wires and wire templates. If you have created a wire from a template and edit that wire,
changes will NOT be reflected in the template. If the changes are intended to apply to all wires moving forward, edit
the template instead of the single wire or batch.

1. Click Business Banking and choose Wires from the main menu.

2. Created Wires will display under the Wire Transfers area. If they are not visible, click the timeframe title to
select the appropriate timeframe. Your created wires will display. Created Wires will note Approved or
Unapproved above their details.

e EUGENE ONEIL

© Manage Profile Centier BANK

Acoount
IPjlociuss WIRE TRANSFERS + 7

@ Gpenan Aecaunt _\_
Updated: Apr 11, 2024 4:35:16 PM c

# Manage Money

@ Wi cutoff time is 4:00pm CT (Mondey - Friday). Wires received fter 400pm CT will be processed the next business day. Wires sent on Saturday or
Sunday will be processed on Monday
FRAUD ALERT! Do not accept payment instructions via email, even when coming from a sender and email address familiar to you. Before sending
money electronically, always confirm the legitimacy of the request by contacting the beneficiary over the phone using only a phone number you trust
Business Banking Do not use a phone number provided in the payment instructions email and do not respond to an email with new instructions.

Pay, Transfer, & Receive

ACH NO TRANSFERS

£ Wires

& Company Management

Edit Wire

1. Select your desired wire from the list.

2. The information will display in the page. Click Edit in the top right to make adjustments. You can also delete the
wire from this screen.

WIRE TRANSFERS + 7 WIRE TRANSFER DETAILS
Updatect Aug 17, 2021 91209 M c o i Rt

Checking - *3720

$1.00 i

INTERKATIONAL >
hedule Date: 09/30/2021 8/17/2021 9:2513 AM

testl

§1.00
DOMESTIC >
Schedule Date: 10/29/2021
51.00
INTERNATIONAL >
Schedule Date: 09/30/2021 BENEFICIARY
BENEFICIARY FINANCIAL INSTITUTION
$1.00 U S INTERMEDIARY BANK
DOMESTIC >

chedule Date: 09/30/2021 FOREICN INTERMEDIARY BANK
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3. Update the fields as needed, then click Continue.
4. Review the date and adjust as needed, then click Continue.
5. Review the information, then click Update Wire.

6. You will see a confirmation screen. You can Set Up a Wire Transfer from this screen.

< EDITINC INTERNATIOMNAL WIRE X < EDITING INTERNATIONAL WIRE X < REVIEW

»
»

COMPANY SCHEDULE
Test Business

ACCOUNT
When should it occur? AMOUNT $1.00
DATE .
;l;ua;m 09/30/2021 COMPANY Test Business
Future dated wire ransfers will be made available to the bank for
— processing st 2-00:00 AM CT on the dste selected BENEFICIARY -
(USD} US Dollars BENEFICIARY FINANCIAL INSTITUTION >
Apprave O
BENEFICIARY i3 Approved wire transfers will no longer be editable on the scheduled date U'S. INTERMEDIARY BANK .
after bank processing is complete
NAME SCHEDULE -
CPA Wire Template
Fi
ACCOUNT # WHEN uture
Future dated wire transfers will be made available to the bank for
processing at 2-00.00 AM CT on the date selected
ACCOUNT TYPE & DATE 09/30/2021
Checking
Approved wire transfers will no langer b editable on the scheduled date
RS after bank processing is complete
123 Easy St
ADDRESS 2
ADDRESS 3
DESCRIPTION

Please indicate purpose (ex. real estate, Investments, etc.)

BENEFICIARY FINANCIAL INSTITUTION [ -] -

&|

ALL DONE!

SUCCESSFULLY UPDATED WIRE

SET UP A WIRE TRANSFER

1

CLOSE
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Approve Wire
1. To approve all unapproved Wires, click the Approve All button.

2. To approve an individual wire, click it from the filtered list.

WIRE TRANSFERS + 7/

WIRE TRANSFERS + 7
Allitems >

Updaiedt Aug 17, 2021 51308 AM & Upanac: Aug 17,2021 91309 AM [}
CPA Wire Template $1.00 CPA Wire Template $1.00
Checking - *3720 INTERNATIONAL > Checking - *3720 INTERNATIONAL >
Traneaction Date: 04/17/2021 Schedule Date: 09/30/2021 +ansaction Date: 08/17/2021 Schedule Date: 09/30/2021
Test Business Test Business )
CPA Wire Template $1.00 CPA Wire Template $1.00
Checking - *3720 DOMESTIC > Checking - *3720 DOMESTIC >
Transaction Date: 08/17/2021 Schedule Date: 10/23/2021 Tranaaction Date: 08/17/2021 Schedule Date: 10/29/2021
Test Business Test Business
CPA Wire Template $1.00 CPA Wire Template
Checking - *3720 INTERNATIONAL > Checking - 2720 »
Transaction Date: 08/17/2021 Schedule Date: 09/30/2021 Transaction Date: 08/17/2021
Test Business Test Business
CPA Wire Template $1.00 CPA Wire Template $1.00
Checking - *3720 DOMESTIC > Checking - '3720 DOMESTIC >
Transaction Date: 04/16/2021 Schedule Date: 09/30/2021 Transaction Date- 08/16/2021 Schedule Date: 09/30/2021
Test Business Test Business

1 APPROVE ALL APPROVE ALL

3. Click the arrow to the right of Unapproved at the top.
4. To confirm the action, click Approve.

5. The wire will display Approved at the top.

WIRE TRANSFER DETAILS

'WIRE TRANSFER DETAILS

@ Unapproved 3 >

Account Checking -*8720
$1.00
B/17/2071 92513 AM

Accoun Chacking -*4720

s1.00
8/17/2021 9:25:13 AM
testl

st
Approve this wire?
4 APPROVE | [ETANCE
senericiagr « GENEFIGIARY .
BENEFICIARY FINANCIAL INSTIFUTION HENEHICIARY FINANCIAL INSTITUTION .
US.INTERMEDIARY BANK U, INTERMEDIARY BANK .
FOREICH INTERMEDIARY BANK FOREIGN INTERMEDIAY BANK .

DELETE WIRE
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Reject Wire

The reject option can be helpful if there is more than one person creating, reviewing, and approving wires.

1. Select your desired Wire.

WIRE TRANSFERS + £

Allitema

e hug 17, 2021 27308 aM1 c

WIRE TRANSFER DETAILS

&1.00

$1.00

BENEFICIARY

BEMEFICIARY FINANCIAL INSTITUTION

U'S. INTERMEDIARY BANK

est Busine FOREIGN INTERMEDIARY BANK

Cheeking - 3720

8/17/2021 92513 AM

test

2. Select the Reject tab.

3. Click Reject Reason and type of reason for rejecting the wire. This field is limited to 250 characters.

4. Click Reject Wire.
5. To confirm the action, click Reject.

6. Rejected will display at the top.

REJECT WIRE X

REJECT REASON

Funds have been paid via check
REJECT REASON
Funds have been paid via check. %
nrzm0

wire transfer?

5 =
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WIRE TRANSFER DETAILS

Funds have been paid via check

Checking - *3720
$1.00
8/17/2021 B:4507 AM

testll

RECIPIENT INFORMATION
BANK INFORMATION
BENEFICIARY FINANCIAL INSTITUTION

INTERMEDIARY BANK



Edit or Delete Templates

1. Click Business Banking and choose Wires from the main menu.

2. From the Wire Transfers area, click the + button.

e EUGENE ONEIL

1 Manage Profie 4 Centier Bank

WIRE TRANSFERS

(@ Ve curoft time n £00pm CT (Mandoy - Frday) Wines received wter &00pm CT will b processed the next business day. Wires sent an Saturday oe
Sunday wil be processed on Monday.

FRAUD ALERT! Do not accept payment insts

gtimacy
D ot use  phane number provided in the poyment i

8 ACH

= Wires

® Company Management

3. Click Edit Template.

4. To delete your template, click the ellipsis button beside the template’s name, and select Delete Template. You
will be asked to confirm the deletion.

5. Select your desired Template.

WHAT WOULD YOU LIKE T DO?
choose a template to edit

® . NEW WIRE SEARCH ANY FIELD

L
| Create anew wire

International I Beneficiary: CPA Wire Template
INTERMATIONAL
. L. NEW TEMPLATE Manithly Wire 7 Delete Template 4
Iy Create a new wire template

& EDITTEMPLATE
& Edit an existing wire template

6. Update the fields as needed. When you are satisfied with your changes, click the Continue button.

7. Review the information, then click the Update Template button to save your changes.
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8. Youwill see 2 TS K = -
confirmation screen. You : i

TEMPLATE NAME

can Set Up a Wire from ey e

. . COMPANY 3 AMOUNT 5100
this screen or close it.
COMPANY Test Business
ACCOUNT
AMOUNT UPDATE TEMPLATE SUCCESSFULLY UPDATED TEMPLATE
$1.00
!ETUDAWII!ETHANSFER
RECIPIENT INFORMATION s NAME Manthly Wire

Approved wire
after bank procy

4l 70 longer be editable on fhe schedvied dote
= = compiete
CPA Wire Template

ADDRESS 1
123 Easy Street

ADDRESS 2

cy
Chesterton

Indiana

E
46304

DESCRIPTION

pUID Téal estate, Investments. etc )

, v
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Wire Reporting

1. Click Business Banking and choose Wires from the main menu.

e EUGENE ONEIL

© Manage Profile

I8 Accounts

WIRE TRANSF

© Open an Account

& Manage Money

@ viccsotin
Pay, Transfer, & Receive . Sunday will be
FRAUD ALERT
money electro
Business Banking Sy

8 ACH
= Wires

® Company Management

2. Then, use the Wire Transfers or areas to locate the ACH you would like details for. Click the desired wire, this
will launch a new page.

Centier BANK

WIRE TRANSFERS + 7/ WIRE HISTORY

Allitems >

Updated: Aug 03, 2022 4:27:36 PM Cc Updated: Aug 03, 2022 4:27:38 PM Cc

All tems >

Wire cut-off time is 4:00pm CT (Monday - Friday). Wires received after 4:00pm CT will be
processed the next business day. Wires sent on Saturday or Sunday will be processed on

Monday. COMPLETED
Eugene Oneil $1.00
_x
REJECTED (USER) Checking 9071 DOMESTIC >
Eugene Oneil $2.00 Transfer Date: Feb 09, 2022
Ghecking - *9071 DOMESTIC >  NCRTest
Transaction Date: 02/04/2022 Schedule Date: 02/04/2022
NOR Test
—

a. To download a PDF of the Wire
report details, click the download
arrow.

WIRE TRANSFER DETAILS

Account Checking - *9071

|4

b. It will automatically download the
document to your browser, click it to
see it open in your browser window.

$1.00

Or you may navigate to your 2/9/2022 12:30:00 PM
Downloads folder to access or view test
74.118.94.239

it. It will include the confirmation o Crown Paint, IN, US
number and ACH details. You may Approved By
print this or save the PDF for your ’
records.

test!!
74.118.94.239
Crown Point, IN, US

RECIPIENT INFORMATION v

BANK INFORMATION ~

BENEFICIARY FINANCIAL INSTITUTION v

INTERMEDIARY BANK ~

COPY TO NEW

Wire_02-04-2022.pdf ~ Showall X
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