ACH Import I%IDB SOLVAY BAN K

Purpose

This learning guide provides detailed instructions on how to import files to support the use of batch
templates. To complement this guide, an ACH Import video and job aid are available on Xchange. .Also
see the Participant Import CSV job aid for support in managing import files.
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Importing ACH Files

The ACH Import feature allows you to import data to support the use of batch templates. Participant
Import CSV files are used to import multiple participants via an import template to reduce the manual
effort needed to create them. A Participant record contains the account information for the individuals who
will be added to batch templates for collection or payment ACH transactions.

Access ACH Import

1. Log in to the Business Portal: Enter your
User ID and Password, then select the
Continue button. R First Financial
FDIC roic insured- Bocked by the ful faith and credit of the U.5. Government
UserID
\ PollyTBusiness
Password
2. Select the ACH tab. Then Select Import Py e

File from the menu.

ACH Participants

Orje-Time ACH Transfer

AQH Templates

ACH Activity
ACQH Pass-Thru
v
Import File > |

State Tax IDs
495.05
Deny Users 2 Balance

A
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3. Select Participants and NACHA from the
menu.
4, The screen displays features to manage

ACH Imports including Participants
Import Templates, Import Participants
From a CSV File and Import Templates
and Patrticipants from a NACHA File.

Cards Deposits « ACH ~ Wires ~

ACH Participants

One-Time ACH Transfer

ACH Templates
1ons ACH Activity

ACH Pass-Thru

Deny Users

Import File il Participants and
NACHA
State Tax IDs

Payn

Payment

Non-NACHA

J.j

Participant Import Templates
Tempiste Name T Last Updated Dt i
12025 44257 P
0102025 1534 P

2028 40717 P

Import Participants From A CSV File

* barticipant mpert Templste

—SeenaTemplate —

Maximum fle size: 500 KB
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Create a Participant Import Template

Follow the steps below to create a Participant Import Template.

1. Select the Add Template button in the Participant Import Templates module.

Participant Import Templates

Template Name 1 Last Updated Date %

Test Template 01/02/2025 4:42:57 PM
Test Template FT 07/03/2025 1:26:02 PM
Testl 07/03/2025 1:33:54 PM

Testing 22 01/02/2025 40717 PM

2. The Patrticipant Import Templates data fields display. The Match Criteria section represents the fields
that must be matched in the CSV import when updating existing participants.

Participant Import Templates

* Template Name

| Tom Smith

Update Existing Participants
Match Criteria

Name

Nickname

Unigue Identifier

Account Number

If Account Number is selected, Routing Number and

Account Type will also be included as match criteria.

Field Order

* Name
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3. Uncheck the Update Existing Participants checkbox if you do not want existing participants updated.
When you uncheck this box, the Match Criteria checkboxes are no longer available.

Participant Import Templates

* Template Name

|' Tom Smith

[ update Existing Participants

Field Order
* Name
(
4. Number each field according to the Freld Order
order of the data separated by commas _
in the CSV file. " Name
1. Name 5
2. Nickname Nickname
3. Institution Name =
4. Routing Number netiruen Name
3
5. Account Number \
6. Account Type * Routing Nurmber
| 4
7. Unique Identifier -
8 Status * Account Number
.
9. Group -

* Account Type

10. Discretionary Data I'
[

Unique Identifier

|'?

* Status

Discretionary Data

| 10
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5. Select the Save button when complete. Discretionary Data
(

Cancel Save

requirements for each field in a CSV import file.This job aid can be found in the Configure

@ See the job aid, Participant Import CSV, for details to format the CSV file and the data
Digital Resources.in Xchange

6. The Participant Import Templates section will display the created template.

Participant Import Templates

Template Name 1 Last Updated Date T

Test Template 01/02/2025 4:42:57 PM
Testl 07/03/2025 1:33:54 PM

Testing 22 01/02/2025 4:07:17 PM

Tom Smith 07/03/2025 2-:41-35 PM
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Editing Participant Import Templates

1. Select the Pencil icon beside the template to edit a template

Participant Import Templates

Template Name T

Test Template
Test Template PT
Testl

Testing 22

Last Updated Date '

01/02/2025 4:42:57 PM

07/03/2025 1:26:02 PM

07/03/2025 1:33:54 PM

01/02/2025 40717 PM
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2.

Update the information in the
appropriate data entry field.

* Template Name

|' Test Template FT

Update Existing Participants

Match Criteria

Mame
Mickname
Unique Identifier

Account Number

If Account Number is selected, Routing Number and

Account Type will also be included as match criteria.

Field Order

* Name

1

Nickname

| 2

L.

Institution Name

3

\_

* Routing Number

4

b

* Account Number

#

5

h

* Account Type

-

6

A

Unique Identifier

|7

L.

* Status

Discretionary Data

-

10

.
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3. Select the Save button when complete.

Discretionary Data

#
%

Cancel

Deleting Participant Import Templates

1. Select the Trashcan icon to delete a Participant Import Template.

Participant Import Templates

Template Name T

Test Template

Test Template PT

Testing 22

Last Updated Date ™

01/02/2025 4:42:57 PM

07/03/2025 1:26:02 PM

07/03/2025 1:33:54 PM

01/02/2025 4:07:17 PM

2. Select OK to confirm the deletion of the template.

ﬁ First Financial

Accounts ~

Zelle®

Transfers ~

Template Name T

Test Template

Testl

Pay &

£

"l

g igital.fiservapps.com says

Are you sure you want to delete this template?

Participant Import Templates

Last Updated Date "

01/02/2025 4:42:57 PM

07/03/2025 1:33:54 PM

Cancel

e User v | Chat |

7/
=
/s B

Mail

| Print | LogOut
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3. A message confirms the successful deletion of the template.

A s Zelle® Transfers ~ P
~ e Fa E @ The template has been successfully deleted.

Participant Import Templates

Template Name t Last Updated Date %

Test Template 01/02/2025 4:42:57 PM

Import Participants from a CSV File

Follow the steps below to import participants from a CSV file:

Import Participants

1. Select the template to import from the Participant Import Template dropdown menu.

Import Participants From A CSV File

* Participant Import Template

— Select a Template — ~

— Select a Template —

Test Template
g File No file chosen

Testing 22

Tom 5mith

2. Select the Choose File button.

Import Participants From A CSV File

* Participant Import Template

E Tom Smith VE

Maximum file size: 500 KB
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3. Find the file on your device and select it. Then select Open.

Organize + New folder = - [0 o
~
> Fiserv Graphics [0 Name Date modified Type Size
3 D Resources from Pally Graphics - ACH Impert File folder
- .
N Job Aids u NACHA Import Test File Text Document 2KB
9 D Test_Participant_IMPORT 7/2/2025 4:24 PM Text Document 1KB
» . Knowledge Center
> Meetings
I > Merchant Source Capture
> Retail Banking
-
> Templates
o
File name: | | custom files v
Upload from mobile Cancel

4. The file name will be displayed beside the Choose File button. Select the Import button.

Import Participants From A CSV File

* Participant Import Template

‘ Tom Smith

Maximum file size: 500 KB

Choose File Test_Participant_IMPORT.txt
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5. A confirmation message will be displayed in a dialog box and includes the number of participants
imported. If there are errors with the uploaded file, an error message displays.

Import Participants From A CSV File

* Processing file
“Test_Participant_IMPORT
.

* 1 participant(s) were
added.

* 5 participant(s) were
updated.

* One or more files were
imported successfully.

)

* Participant Import Template

— Select a Template —

Maximum file size: 500 KB

6. Select the View Participants button to see participants updated on the ACH Participants view.

Import Participants From A CSV File

* Processing file
"Test_Participant_IMPORT
Tt

* 1 participant(s) were
added.

* 5 participant(s) were
updated.

* One or more files were
imported successfully.

)

* Participant Import Template

— Select a Template —

Maximum file size: 500 KB
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7. Review the participants list to confirm the addition of new participants. Select the Created column
heading to filter the participants by the most recently added participants.

ACH Participants

[0 show Search Options

[ Mickname t Unique Identifier " Group " Account Number  Routing Number " Account Type n Seatus

07/05/2025 > =
D AntMan5 AM_127 P TESTING GROUP x5625 321177586 Savings Active rd =]
1271972024 > -
D AquaMan5 64594acfd-2e22-4 J— TESTING GROUP x5625 121000358 Savings Active rd =]
12/19/2024 =
D BatMan1 23fabc28-7d5%b-4 250 B TESTING GROUP x5621 121202211 Savings Active /‘ [x]
010272098 —
Edit ACH Participants
Follow the steps below to edit an ACH participant:
1. Select the Pencil icon beside the participant to edit.
06/05/2025 1
D slade 12345 x1012 053101273 Checking Active /‘ =]
1:36 PM
07/03/2025 =
D Mickey DE_MM_1 428 P Famous Bankers *3210 987654321 Checking Active =]
1111372024 1
D Sloan Banker 030716 Employee x6B10 114900685 Checking Active /‘ [=]
10:33 AM
12/19/2024 —
D SuperMan2 bebb38da-04a7-4 220 BM TESTING GROUF x¥5622 322271827 Savings Active f =]
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2. Edit the information to update in the
appropriate field on the Participants Participant Details
Details screen.
* Name
|Il Mickey Mouse

Email Address

| mmouse@gmail.com

|:| Send email when batch status is

changed to Processed

* Nickname

|' Mickey

Institution Name

| Disney Bank

3. Select the Save button. 3210

Account Type

Checking

* Status

Active v

Group

| TESTING GROUP

Discretionary Data

[0 pistribute Payments

Cancel

i

ve

i @ The participant *Mickey" has been updated

4, A confirmation message displays.

unique igenanier b e crous

TESTNGGROUP  xga:

7032025
401PM

Delete ACH Participants

Follow the steps below to delete an ACH participant:
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1. Select the Trashcan icon to delete a participant.
06/05/2025 -
O  islace 12345 %1012 053101273 Checking Active s B
1:36 PM
07/03/2025
D Mickey DE_MM_1 P Famous Bankers x3210 987654321 Checking Active /‘
11/13/2024 . . > -
[ slosn Banker 030716 Employee x6810 114900685 Checking Active 4 =]
10:33 AM
12/19/2024 =
D SuperManz be6b98da-0427-4 2500M TESTING GROUP x5622 322271827 Savings Active / =]

2. A confirmation message displays. Select OK to confirm the deletion of this participant.

I AntMans AN T EVings Active 4 =]
training.configuredigital.fiservapps.com says

O aquetans pa0tacis 2e7200 Are you sure you want to delete the participant "Mickey"? - et /B

[0 slackwidows BW_126 TET e o = e e Savings Active Vd =]

O captinAmerica2 CA_124 z::if;ﬂzs TESTING GROUP %5622 121000358 Savings Active Vd =]

Delete Multiple ACH Participants

Follow the steps below to delete multiple ACH participants at once:

1. Select the Checkbox next to each participant to delete. Select one or more participants.
TheFlash3 6bab6Bes-1e94-4 ;_25:?:5‘024 TESTING GROUP  x3623 124384877 Savings Active /s B
TheHulk1 TH_123 T::iﬁozs TESTING GROUP  x35521 121202211 Savings Active /s B
:: WonderWomand  47efSb17-2e0c4 ;_2;;?:‘024 TESTING GROUP  x5624 121042832 savings Active /s B

Delete Selected Participants Add Participant
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2. Select the Delete Selected Participants button

12/19/2024 =
TheFlash3 6babf2cE-1e94-4 - TESTING GROUP %5623 124324877 Savings Active rd =]

01/02/2025 _ > 1
TheHulk1 TH123 TESTING GROUP x5621 121202211 Savings Active rd =]

443 PM

121972024 -
WonderWoman4 47efob17-2e0c4 250 PM TESTING GROUP x5624 121042882 Savings Active Vd =]

| Delete Selected Partidpants Add Participant

3. A message displays asking to confirm the deletion of the selected participants. Select OK to confirm.

figuredigital.fiservapps.com says
O superManz be6b98da-04a7-4 Are you sure you want to delete the selected participants? Savings Active Vs B
“ Cance'
[0  TEMPLATE 1 Checking Active /s B
12/31/2024 =
O TemPLATE) 1 x1234 121202211 Checking Active /s B
10:03 AM
12/31/2024 A
O TempLaTers) 1 x1234 124384877 Checking Active rd =]
10:03 AM
1243172024 =
[0  TEMPLATEM) 1 x1234 121042882 Checking Active /s B
10:03 AM

4. A message displays denying the request to delete a participant that is associated with active
distribution batches. It confirms the deletion of the other 2 participants.

Accounts ¥ Zelle® Transfers ~ P3|

o The participant(s) “WonderWoman4” cannot be deleted because >
they are assodated with active distribution batch(es) with reference
number(s) 60240 respectively.
ACH Participants
[ © 2 participants have been deleted. ® ]
Show Search Options
P
[0 wickname t Unique Identifier N Created ™ Group K Account Number  Routing Number K Account Type K Status
07/03/2025 -
AntMan5 AM_127 TESTING GROUP x5625 321177586 Savings Active /‘ [x]

401 PM s

Add Participants

Follow the steps below to add ACH participants:
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1. Select the Add Participants button to add a participant manually.

12/19/2024 . -

D TheFlash3 6bab63cE-1e94-4 250 PM TESTING GROUP x5623 124384877 Savings Active V4 =]
01/02/2025 -

D TheHulk1 TH_123 443 P TESTING GROUP x5521 121202211 Savings Active ,. =]
. 12/19/2024 N . > =

D WonderWoman4 47ef5017-2e0c4 250 PM TESTING GROUP x5524 121042882 Savings Active ’ =]

Delete Selected Participants Add Participant

2. Enter all required participant data in the
fields provided Participant Details
* Name
| Mickey Mouse

Email Address

| mmouse@gmail.com

|:| 5Send email when batch status is

changed to Processed

* Nickname

|I Mickey

Institution Name

| Disney Bank

* Routing Number

| 987654321

Unique Identifier

|' DE_MM_1
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3. Select the Save button. * Account Type
l. Checking v.l
* Status
|I. Active v.
Group

| Famous Bankers

Discretionary Data

[ pistribute Payments

caneel “

4, A confirmation message displays.

@ Thepartcipant “Mickey” has been added.

ACH Participants

Import Templates and Participants from a NACHA File

Follow the steps below to import templates and participants from a NACHA File.

1. Select the ACH tab. Then Select Import

. Cards Depaosits ~ ACH ~ Wires «
File from the menu.

ACH Participants

Ore-Time ACH Transfer

ACH Templates

v

ACH Activity

ACH Pass-Thru
v

Import File >

State Tax IDs

495.05

Deny Users : Balance
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3. Select Participants and NACHA from the Cards  Deposits ~  ACH~  Wires ~
menu ACH Participants
One-Time ACH Transfer
ACH Templates P da y N
ions ACH Activity Payment
ACH Pass-Thru -
‘ e
NACHA
State Tax IDs
Non-NACHA
Deny Users J . 3
4, Find the Import Templates and e " e
Participants from a NACHA File.section Participant Import Templates
at the bottom of the screen.

01022025 41534 PR

Import Participants From A CSV File

* Participant mpert Templots

| —seenaTempiste —

Maximum fle size: 500 KB
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5. Select or unselect the checkboxes as needed:

a. Select the Add Participants if Not Existing checkbox to add participants that are not included
on the file being imported. When this box is checked, the Add Participants with Hold Status
checkbox shows below it.

b. Select the Add Participants with Hold Status checkbox if you want to include participants in a
hold status, if applicable

c. Select the Use First Company If Not Found checkbox to pick up the first company found on
an account.

d. Select Remove Invalid Entries from Template to delete invalid entries from the import.

Import Templates And Participants From A NACHA File

Add Participants If Mot Existing
Add Participants With “Hold" Status

Use First Company If Not Found

Remove Invalid Entries from Terr‘platg

Maximum file size: 500 KB

SIS CnosseFle el chesen

6. Select the Choose File button.

Import Templates And Participants From A NACHA File

Add Participants If Not Existing
Add Participants With “Hold" Status

Use First Company If Not Found

Remaove Invalid Entries from Terr‘platg

Maxirmum file size: 500 KB

View Templates Choose File Mo file chosen
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7. Upload the NACHA file from your device.

€ Open X
&« > v > Documents > Learning Guides > ACH Import v G Search ACH Import P
Organize v New folder =~ 1 @
~
~ @ Polly - Fiserv Corp O Name Date modified Type Size

| ACH non MACHA files 5451 PM File folder

> ACH Entitlernents OLD
N Apps Graphics - ACH Import 7/8/2025 4:56 PM File folder
B |- | 002 Scooby Snax Inc - P Test 2 passthr... _6/25/2025 9:38 AM Text Docurnent 2KB

> Attachments

D MACHA Import Test File Text Document 2KB
» Camtasia Development Folder Template - 1

D Test_BatchEntry_Mon _Nacha_IMPORT 2:39 PM Text Document 1KB
> Camtasia Sample from ID team [E] Test_Participant_IMPORT /2005 4:24 PM Text Document 1KB
» Camtasia Starter Project

v| Custom files ~

File name: | 002 Scooby Snax Inc - P_Test 2 passthru files

Upload from mobile Open Cancel

8. The file name will display beside the Choose File button. Select the Import button.

Import Templates And Participants From A NACHA File

Add Participants If Not Existing
Add Participants With “Hold" Status
Use First Company If Not Found

Remaove Invalid Entries from Template

Maximum file size: 500 KB

View Templates m Choose File 002 Scooby Snax Inc - P_Test 2 passthru files. il | ———

9. A success message displays at the top of the screen, confirming the number of participants added and
templates imported.

Accounts ~ Zelle® Transfers ~ Pa| o 6 participant(s} were added.

participant |mp0rt T r[o 1 template(s) were imported successfully.

Template Name T Last Updated Date L
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10. The dialog box displays information about the imported file in the Import Templates and Participants
From a NACHA File section. Scroll down in the dialog box to see all the details, including the batch
number, number of participants, and number of templates imported.

Import Templates And Participants From A NACHA File

Add Participants If Not Existing
Add Participants With “Hold" Status
Use First Company If Not Found

Remove Invalid Entries from Template

Import Log

Processing file “002
Scooby Snax Inc - P_Test
2 passthru files.txt"...

* The participant “JOHN"
was added.

* The participant
“LORENZO" was added.
* The participant "NOAH
TUBAMAN" was added.
* The participant

Maximum file size: 500 KB

View Templata ChooseFle Ne fle chosen

11. Review any errors reported here. Resolve any applicable errors, then repeat steps 5-9.

12. Select View Templates to see all the ACH Templates.

13. Select View Participants to see all the ACH Participants.
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Import a non-NACHA File

Follow the steps below to import a non-NACHA File.

Accessing ACH Import Non-NACHA

1. Select the ACH tab. Then Select Import
File from the menu.

Cards Deposits ~

ACH Participants

Orfe-Time ACH Transfer
ACQH Templates
ACH Activity

ACQH Pass-Thru
v

Import File > |

State Tax IDs
495.05
Deny Users 2 Balance
$8,817,476.58

Available Balance

3. Select Non NACHA from the menu. Gards  Deposts ~  ACH~  Wires ~

ACH Participants

One-Time ACH Transfer
ACH Templates Payn

ions ACH Activity Payment

ACH Pass-Thru -
Import File L@l Participants and

NACHA
State Tax IDs
Non-NACHA
Deny Users J . 3
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4, The Non-NACHA File Import screen
displays..

Importing Non-NACHA Files

1. Select the company from the Company
dropdown list.

Template List

file above to createa

Non-NACHA File Import

Company

‘ Choose Company v ‘
( Washington Orcha - x6094 )
‘ New Template w ‘

Transaction Type

‘ Choose Transaction Type ~ ‘

File
Choaose File No file chosen

Maximum file size: 3 MB
Valid file extensions: .csv, .txt
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2. Select a template from the Choose
Template dropdown. NOTE: New
Template is the default.

3. Select the transaction type from the
Transaction Type dropdown menu.

Non-NACHA File Import

Company

[ Washington Orcha - x60%4

Choose Template

‘ New Template

Transaction Type

Choose Transaction Type

File

Choose File No file chosen

Maximum file size: 3 MB
Valid file extensions: .csv, Jtxt

Non-NACHA File Import

Company

‘ Washington Orcha - x6054

Choose Template

‘ New Template

Transaction Type

‘ Choose Transaction Type

CCD Credit - Non-Consumer Credit

CCD Debit - Non-Consumer Debit

FPD Credit - Consumer Credit

PFPD Debit - Consumer Debit

Valid file extensions: .csv, .txt
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4,

Select the Choose File button.

Upload the non-NACHA file from your
device.

Non-NACHA File Import

Cornpany

| Washington Orcha - k6094

Choose Template

| New Template

Transaction Type

| PPD Credit - Consumer Credit

File

No file chosen

Maximum file size: 3 MB
Valid file extensions: .csv, .txt

» Documents » Learing Guides > ACH Import

Jew folder

Jements 01D Graphics - ACH Import

NACHA Import Test File

]
1=}
L

Tet Participant IMPORT
Pevelopment Folder Template -

Bample from 10 team
torter Propect
Gathesing Forms Update

Digal Upgrade

e mame |

Upload from mobile

Custom files

Open Cancel
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6. The file name will display beside the
Choose File button. Select the Continue
button to import the file.

Non-NACHA File Import

Company

‘ Washington Orcha - x6054 ~ ‘

Choose Template

‘ New Template e ‘

Transaction Type

‘ PPD Credit - Consumer Credit ~ ‘

File

Maximum file size: 3 MB
Valid file extensions: .csv, Jtxt

7. The Import File — New Template screen r
displays

Import File - New Template

Company

Washington Orcha - x6094

Template Mame

| JATemplate

Transaction Type

PPD Credit - Consumer Credit

Input Decimals into Amount o

Mo ~
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Import File — New Template Page

1. Enter a template name in the Template
Name field.
2. Select Yes or No in the Input Decimals

into Account field. Select the Information
icon more information.

r

Import File - New Template

Company

Washington Orcha - x6094

Template Name

| JATemplate

Input Decimals into Amount o

No E¥

Select the i (information icon) beside a data field for more details about the options or data
requirements for the designated field.

3. Select the transaction type from the
Transaction Type dropdown menu. If the
template is new, the transaction type
defaults to what was entered in the
previous screen.

Import File - New Template

Company

Washington Orcha - x6094

Template Name

\ JATemplate

Transaction Type

PPD Credit - Consumer Credit
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4. Select the Header or Footer radio button Number of Rows to Exclude
in the Number of Rows to Exclude
section to enter extra rows before the Header (Optiona) @) Footer (Optional) @

first transaction and after the last | || |
transaction in the imported file.

Text Qualifier o
MNone [
5. Select the Text Qualifier dropdown to Text Qualifier )
add a symbol that surrounds a series of
characters that identifies the characters hone W
as text. Options are Quote, Apostrophe -
or None.
None

6. Select Delimited or Fixed Width in the File Format section to identify the file format being uploaded

File Format ©

(® Delimited () Fixed Width

@ Comma O Tab O Semicolon O Space O Other

7. The File Preview section displays the content from the uploaded file.

File Preview

Showing rows from beginning and end of file

Bruce Wayne,BatManl,Charles Schwabb,121202211,112345621,1,Active, TESTING GROUP,18@,184,,,TEST
Clark Kent,SuperMan2,JP Morgan,322271627,112345622,1,Active, TESTING GROUP,15,15@,,,TEST

Barry Allen,TheFlash3,0Optum,124384877,112345623,1,Active, TESTING GROUP,28,200,,,TEST

Diana Prince,WonderWoman4,kells Fargo,121042832,112345624,1,Active, TESTING GROUP,25,258,,,TEST
Arthur Curry,AquaMan5,Bank of America,121006@358,112345625,1,Active, TESTING GROUP,3@,309,,,TEST
Victor Stone,Cyborgé,Redwood Credit Union,321177586,112345626,1,Active, TESTING GROUP,35,358,,,TEST
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8. The Map Columns section allows the user to select the template column order to correspond to the
fields in the data file.
a. Required fields
i. Name
ii. Amount
iii. Account Number
iv. Routing Transaction.

Map Columns @

Use Custom Transaction Code
Column 1 Column 2 Column 3 Column 4
[(Exclude Column) ~ ] ‘ (Exclude Column) ~ ‘ ‘ [Exclude Colummn) o | ‘ (Exclude Column) o |
Column 5 Column & Column 7 Column &
‘ [Exclude Column) ~ | ‘ {Exclude Column) ~ ‘ ‘ [Exclude Colummn) w | ‘ [Exclude Column) w |
Column 9 Column 10 Column 11 Column 12
‘ [Exclude Column) ~ | ‘ {Exclude Column) ~ ‘ ‘ [Exclude Colummn) w | ‘ [Exclude Column) w |
Column 13
‘ [Exclude Column) ~ |
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9. Select the Use Custom Transaction Code checkbox if the file uploaded has a transaction code.

Map Columns ©

@ Use Custom Transaction cOda

Colurnn 1 Column 2 Column 3 Column 4

‘ Mame (Required) w ‘ ‘ Identification “ | ‘ (Exclude Column) LV ‘ ‘ Routing Transit (Requir... ‘
Column 5 Column 6 Column 7 Column 8

‘ (Exclude Column) ~ ‘ ‘ {Exclude Columin) ~ | ‘ (Exclude Column) A ‘ ‘ (Exclude Column) ~ ‘
Column 9 Column 10 Column 11 Column 12

‘ (Exclude Column) o ‘ ‘ {Exclude Column) LV | ‘ (Exclude Column) L ‘ ‘ [Exclude Colummn) L ‘
Column 13

‘ (Exclude Column) ~ ‘

10. Map each field with its corresponding data. Select Column 1 dropdown menu and identify its data as
Name (Required). Continue mapping each field, identifying the data until all required data is
designated to a column. Select Exclude Column for all columns that will not be used.

Map Columns @

Use Custom Transaction Code

Colurnn 1 Column 2
‘ Name (Required) L ‘ ‘ Identification ~ ‘
Mame (Required)
Column &
Amount (Required)
Account Number ‘ {Exclude Column) hd ‘
(Required)
Transaction Code Column 10
Payrment Information
¥ ‘ {Exclude Column) ~ ‘
Effective Date
A
o
[Exclude Column) ~ ‘
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11. The Mapping Preview provides an overview of the template columns.

Mapping Preview
Preview showing first 5 of 6.
— (Exclude (Exclude Routing Account (Exclude (Exclude (Exclude (Exclude  — (Exclude (Exclude (Exclude
Column) Column) Transit Number Column) Column) Column) Column) Column) Column) Column)
Bruce BatMan1 Charles 121202211 X5621 1 Active TESTING 10 100.00 TEST
Wayne Schwabb GROUP
Clark TESTING
ar SuperMan2 JP Morgan 322271627  X5622 1 Active 15 150.00 TEST
Kent GROUP
Barry TheFlash3 Optum 124384877  X5623 1 Active TESTING 20 200.00 TEST
Allen GROUP
Diana  \onderwomana VeI 121042882  X5624 1 Active TESTING 50 250.00 TEST
Prince Fargo GROUP
Arth Bank of TESTING
ST AquaMans anko 121000358  X5625 1 Active 20 300.00 TEST
Curry America GROUP

12. Select the Add hyperlink to add additional values in the Apply Additional Values section.

Apply Additional Values

+ Add
Type Value Delete
Transaction Code i ‘ ‘ ~ | ]

Cancel Continue
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13. Select a type from the Type dropdown list. Options include Transaction Code, unless Use Custom
Transaction Code was checked, Payment Information, Identification, and Discretionary Data.

Apply Additional Values

+ Add
Type Value Delete
Transaction Code e ‘ | L] [ ]

Checking Credit (22)

Checking Credit Prenote (23)

Cancel Conti
o Checking Debit (27)

Checking Debit Prenote (28)

GL Credit (42)
GL Credit Prenote (43)

GL Debit (47]

14. Enter the value or select the appropriate value from the Value dropdown list.

Apply Additional Values

4+ Add
Type Value Delete
Transaction Code w ‘ [ Checking Credit (22) [ ] | |

Cancel Continue
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15. Select Continue.

Apply Additional Values

Cancel Continue

+ Add
Type Value Delete
Transaction Code i ‘ [ Checking Credit (22) o J .
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16. The Import File screen displays with the file name. Select the Import button.

Import File - Test_BatchEntry_Non _Nacha_IMPORT.txt

Company

Washington Orcha - x6094

Template Name

JATemp

Transaction Type

PPD Credit - Consumer Credit

Input Decimals into Amount

No
Number of Rows to Exclude
Header: 0 Footer:0

Text Qualifier

None

File Format

Comma

Field Details

Name

Data contained in file

Routing Transit

Data contained in file

Account Number

Data contained in file

Amount

Data contained in file

Transaction Code

Checking Credit (22)
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17. The Template Details screen displays:

Template Details

SEC Code

PPD Credit - Consumer Credit

* Template Name

| Import_Test_BatchEntry_Non _Nacha_IMPORT

Company Discretionary Data

[ 15 Restricted
[ offset Individualry

Deny Specific Users

+ Company Entry Description

There are no entries.

Debit Amaount $0.00 @)

* Offset Account

* Company
| Washington Orcha - x6094 - |
ACH From
Nickname Account Number Account Type Ty Amount

ACHTo

D Use Participant Distributions

Nickname Ty MNotify Unique Identifier Account Number Account Type T
Bruce Wayne Mo x5621 Checking
Clark Kent Mo x5622 Checking
Barry Allen No %5623 Checking
Diana Prince No x5624 Checking
Arthur Curry No x5625 Checking
Victor Stone No x5626 Checking

Credit Amount $1,350.00 (@) Hold Total $0.00 Prenotes 0

Add Participants

Prenote  Amount

(]} | $ 100.00 0 Addenda \ B
O | $ 150.00 0 Addenda \\ B
O | $ 200.00 0 Addenda \ <]
O | $ 250.00 0 Addenda \\ <]
O | $ 300.00 0 Addenda \ )
O | $ 350.00 0 Addenda \ <)

Import CSV File

Nefile cnesen m

- Save And Close
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Key Points to Remember

@ Review all settings and mappings carefully to ensure accuracy before finalizing the import.

requirements for each field in a CSV import file.This job aid can be found in the Configure

@ See the Participant Import CSV Job Aid for CSV import file formatting details and the data
Digital Resources.

Select the i (information icon) beside a data field for more details about the options or required
data for the desianated field.

Page 37





