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Creating an ACH Batch
using Templates

Step 1: Navigate to ACH Screen

To begin creating a new ACH batch, you can either click on the "ACH" menu item within
the menu on the left side of the screen, or by clicking on the ACH batches section of the
Overview on the landing page.

B View Accounts

OVERVIEW

Next 7 days =

Move Money

ACH

Items Requiring Attention
0 Scheduled / 0 Batches Awaiting Approval
0 Templates Awaiting Approval

0 Notices of Change / 0 Returns

Positive Pay TAX PAYMEN
Payments Awaiting Approval
0 0 scheduled o

WIRE TRANSFERS

Company Management

Deposit Checks »
Items Requiring Attention 0
0 Scheduled / 0 Rejected >
Ma nage Cards. 0 Templates Awaiting Approval
POSITIVE PAY
Find Locations
O Exceptions Awaiting Approval S

& Messages

Step 2: Begin Batch Creation

This will take you to a screen displaying all Scheduled ACH Batches, Tax Payments (if
permission enabled), and ACH History. To start the manual ACH batch creation process,
you will need to click the "+" button near the top of page. This will enable the ACH batch
wizard, guiding you through various workfiows including: manually creating a new batch,

using a previously created batch template, uploading an ACH file, or template management.
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Step 3: Select “New Batch from Template”

In the screen below, click on the button "New Batch From Template”.

NEW ACH BATCH

What would you like to do?

NEW ACH BATCH
Create a new ACH batch

#i NEW BATCH FROM TEMPLATE

i Create anew ACH batch from an existing
template

UPLOAD A FILE

Upload a delimited or NACHA formatted
ACH file

i MANAGE ACH TEMPLATES
i Create and edit ACH batch templates

7 MANAGE UPLOAD TEMPLATES

i Select this option to create a new File
Upload template or manage existing
templates.

Step 4: Select the Template

On this screen you should see a list of your ACH Templates. Choose the one you
wish to work with.

CHOOSE TEMPLATE

Watters, Inc. - Test
Created: Sep 30, 2019 by Watters, Inc.




Step 5: Verify Batch Detail Information

Verify the batch detail information you see in the screen shown below. If the details need
to be updated, please make the appropriate changes. Once all required fields have been
verified, click "Add Recipients” at the bottom of the screen to proceed to the next step.

NEW BATCH FROM TEMPLATE

| BaTCH NAME
Watters, Inc. - Test

COMPANY
D-Bat

| oFrserrinG account |
| Grant's Checking *****379

ENTRY DESCRIPTION
Payroll-Te

The entry description is used by the originator to provide a description of
the transaction for the recaiver (For example “Payroll”or “Dividend”)

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 contained in the batch

...
ADD RECIPIENTS

Step 6: Edit Payees/Recipients

This step allows you to verify your Payees/Recipients and add or remove Payees/Recipients
There are two ways to accomplish this.

The first way includes the "+ Add Detail Record(s)" option, which allows the manual
addition of new participants.
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The second way includes the "+ Add Participant(s)" option, which allows you to select from
a list of existing participants that have been built and attached to the company record
under “Company Management”.
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will provide a list of pre-created participants that can be added to the
batch

g — e Jack Doe
[+ Adg Detail Recora(s) + Add Participant(s) D
™
Jane Doe
SEARCH FOR... Q IF -
John Doe F— e g iipis
D 585 " : L]
111111118 :
25897 Jessica Doe
1D:

Nolan Watters i
1D:2 —
I M8

4567
Ty Watters I
10:1 i W
nnne
1234
Credits (3) Debits (0)
$170.00 50.00 + Create New Participant & Add to Batch

SCHEDULE BATCH ADD SELECTED PARTICIPANTS

Step 7: Edit Amount for Payees/Payors

Once you have edited recipients you will need to verify recipient amounts and
transaction types (Credit or Debit - Only applicable if you can originate both transaction
types). Once all amounts refiect the correct amounts, click “Schedule Batch” to move to
the next step.

NOTE: If an entry is left blank or has $0.00 the transaction will be dropped from the
processing file. So, if you have an employee on vacation and you don't want to completely
remove them from the batch, just set the amount to $0.00.
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Step 8: Schedule the Batch

The next screen prompts you to schedule the batch. You will be prompted to determine
whether you would like the batch to be a one-time batch or recurring. You can also select
the effective date and whether you would like the batch to be paid before or after a
holiday or weekend if the effective date falls on one of these days. When finished, click
on the "Review Batch” button at the bottom of the screen.

< SCHEDULE BATCH i SCHEDULE BATCH < SCHEDULE BATCH e
A SCHEDULE TYPES X
Is this a One-Time or Be ag.h il Is this a One-Time or Recurring batch?
SCHEDULE TYPE
ST Sneslime
Recurring

When should it occur?
4/8/2020

After Holiday &)

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

Approve on Submit

Approved batches will no longer be available on the scheduled date after
bank processing is complete

REVIEW BATCH

Step 9: Submit the Batch

In the next step the review screen will provide an overview of the details for the batch
you've created. If everything looks good, click “Submit” (depending on your permissions,
this button may say “Approve and Submit”). Once completed, you will receive a success
screen with a green check mark as shown below.

< SCHEDULE BATCH H < SCHEDULE BATCH

SCHEDULE TYPES

Is this a One-Time or Bagucring.bateh? it
N Recurring

REVIEW BATCH =






