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NACHA FORMATTING INSTRUCTIONS

FILE SPECIFICATIONS

Automated Clearing House (ACH) transactions have standard operating rules and business
practices for electronic payments, including specifications for files with ACH instructions. For
more information, you can visit www.nacha.org. Many software programs can produce properly
formatted files. We recommend you use software that meets your needs and easily shows the
values needed to submit your file correctly.

The ACH file is a plain text, fixed-width file in the form of ASCII text lines. Within the file, there
are several fields and records required to make an ACH transfer happen. Each line is 94
characters long and serves as a “record” to execute domestic ACH payments through the
Automated Clearing House Network (NACHA). The 6 main record types in a properly formatted
NACHA ACH file are shown below:

e File Header Record (Record 1) — Provides basic information about the NACHA file
including who the payer is and which bank is handling the initial processing.

e Batch Header Record (Record 5) — Includes specific information about the
payment including the standard entry class, description of payments, and
effective date.

e Detailed Transaction Record (Record 6) — Contains the payment details and
includes banking information related to the recipient and the amount of
payment.

e Batch Control Total Record (Record 8) — Appears at the end of each ACH batch
process and contains totals for each batch.

e File Control Record (Record 9) — Final check on the payment batch and data
submitted. It lays out the block and batch counts as well as the totals of each type
of entry.

e Addendum Record (Optional Record 7) — Sometimes accompanies NACHA files,
primarily for corporate-to-corporate transactions.

Files can contain one or more batches, and a batch can contain one or more entries. Mixed
batches are not supported.



http://www.nacha.org/
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FIELD INCLUSION REQUIREMENTS

Although there are overall specifications for the file layout and data, we require specific data to
process your file. The record examples and tables provided in “File Structure by Record Type” inform
you about what should be in every position of your file entries. In some cases, we tell you the exact
value to use, which is specific to our bank — see yellow highlighted rows in each field requirement
table. In other cases, we’ve listed a format with an explanation in the comments.

Mandatory and Required: We need all fields marked “mandatory” or “required” completed in
order for the file to be successfully submitted. Generally, we need a specific value for a “required”
field (e.g. for File Header Record, Field No. 11, we ask for the immediate destination, and you should
put “Citizens National Bank”).

Optional: You can decide to include optional data or not.

Numeric and alphanumeric field requirements:

e Right justify all numeric fields using zeroes to fill the remainder of the field unless
indicated otherwise.

o Leftjustify all alphanumeric fields using blank spaces to fill the remainder of the
field unless indicated otherwise.

FILE STRUCTURE BY RECORD TYPE

A NACHA example is provided for each record type along with an explanatory table for our customers
to use as a reference in order to produce a NACHA Formatted File. Record examples and tables
explaining the field requirements for each record are provided below:



File Header Record (1) Example

101 111102524201023007041094101

S200CITY OF ROCKYTOPR
B6223111759830010221299
B220654026200278180945
6223111759831 023666
6223111759830003962005
622311175983 10262765
62231111599319329949
6220829016352166577
6220654036 2000380:04 1000
6223111759831951 7787
6223111759831053291
6220654036260292367 720
6223111759831958397
G2296540362060273180821
6223111759839038716000
6221111035242733722
6223111759831051937
B6271111035241836528

=— CITIZENS

\‘.J]‘ AL BANK

CITY OF ROCEYTOP-GEME

172600135 7PPDPAYROLL

Cco00111117373171
COO00222332222
CoOO033333333
COO009A44 0009
COOO055555555
Co00966660000
OO0 TFFTFFTTT
CoO00EE8888888
ooOO099999999
co00111113311
OOOO02222232323
COMI333333333
OoO004449944.9
oooO055555555
oooo066660666
QoOoOOTFIFFTTT
coo0ss88888888

BOB SMITH

JOE ACME

JILL WILSOM

BETTY WHITE
GARTH BROOKS
KIX DUMNM

CHER BOMNO
SOMNMNY BOMNO

THE ROADRUMNMNER
BUGS BUMNMNY
YOSIMITE SAM

ALF REARDOMN
ARCHIE BUNKER
FATHER FLAMNAGAN
LUCILLE BALL
RALPH CAMDEMN
PAYROLL ACCOUMNT

11113103520000001
0111103520000001
0111103520000002
0111103520000003
0111103520000
0111103520000005
0111103520000006
0111103520000 7
01111035 2000000E
0111103520000009
011110352000 10
0111103520000 11
0111103520012
0111103520000013
0111103520000014
0111103520000015
0111103520000016
0111103520000017

820000001 703267384829500000052383420000005383421 720001357
SooO000 1000003 0000001 V026 784829500000053 834200000053 8342

111103520000001

999999999999999999999999999999999999999999999999999999999999999999999999999999999999999999999999999
999999999999999999999999999999999999999999999999999999999999999999999999999999999999999999999999999
999999999999999999999999999999999999999999999999999999999999999999999999999999999999999999999999999
99999999999999999999999999999999999999999999999999999999999999999999999993999999999999999999999599999
9999999999599999593999999999999999999999959999995999999999995999999999995999999593999999999999999999999599999

Field Field Field
I I, X ! Field name File contents Required Comments
no. position length
1 11 1 RECORD TYPE 1 M Fill field using value indicated under ‘File
CODE contents’ column (e.g. “1”).
) 23 5 PRIORITY CODE 01 R Fill field Lfsmg value |nd’|(cat:ed under ‘File
contents’ column (e.g. “01”).
IMMEDIATE b111103524 Fill field lfsmg value |nd|§ated under”Flle
3 4-13 10 DESTINATION or R, C contents’ column. (e.g. “111103524")
111103524 “b” represents a blank space.
4 14-23 10 IMMEDIATE b111103524 R, C (e.g. “ 111103524”)
ORIGIN or
“b” represents a blank space.
111103524
FILE CREATION Must be in YYMMDD format. ' .
5 24-29 6 DATE YYMMDD M Must be before than the effective entry date in
the batch header record field No. 9.
6 30-33 4 FILE CTT’\EAAI;HON HHMM [o] Must be in HHMM format.
FILE ID Must be UPPERCASE A-Z or 0-9. No symbols
7 34-34 1 MODIFIER ALPHANUMERIC M allowed for this field.
3 35-37 3 RECORD SIZE 094 M Fill field Lfsmg value |ndl|lcate"d under ‘File
contents’ column (e.g. “094”).
BLOCKING Fill field using value indicated under ‘File
? 3839 2 FACTOR 10 M contents’ column (e.g. “10”).
10 40-40 1 FORMAT CODE 1 M Fill field Lfsmg value |nd1|1c?’ted under ‘File
contents’ column (e.g. “1”).
IMMEDIATE Fill field using value indicated under ‘File
11 41-63 23 DESTINATION CITIZENS R, C contents’ column (e.g. “CITIZENS NATIONAL
NAME NATIONAL BANK BANK?”). Must be left-justified and blank space
filled.
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IMMEDIATE This is your company’s name in all capital letters.
12 64-86 23 ORIGIN NAME ALPHANUMERIC Must be left-justified and blank space filled.
13 87-94 8 REEE(?;ENCE LEAVE BLANK Fill field with 8 blank spaces.

M=Mandatory; R=Required; O=Optional; C = Citizens National Bank Requirement



Batch Header Record (5) Example
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101111103524 11110352420103007041094101CITIZENS NATIONAL BANK CITY OF ROCEKYTOP-GEME

5200
6223111759830010221299
6220654036260273180945
6223111759831023666
6223111759830003962005
62231117598310262765
62231111559319329949
6220829016352166577
6220654036260030041000
62231117598319517787
6223111755831053291
6220654036260292367720
62231117559831958397
6229654036260278180821
6223111759833038716000
6221111035242733722
62231117539831051937
6271111035241836528

1726001357

0000111111111
0000022222222
0000033333333
0000044444444
0000055555555
0000966666660
00000 FFTTFFTIT
0000088888888
0000099999399
0000111313111131
0000022222222
0000333333333
0000044444444
0000055555555
0000066666666
QOOOOTITIVITT
0000388888888

- NATIONAL BANK

PAYROLL 111103520000001
BOB SMITH 0111102520000001
JOE ACME 0111103520000002
JILL WILSOM 0111103520000003
BETTY WHITE 0111103520000004
GARTH BROOKS 0111103520000005
KIX DUMN 0111103520000006
CHER BOMO 0111103520000007
SONNY BONO 0111103520000008
THE ROADRUMMNER 0111103520000009
BUGS BUNNY 0111103520000010
YOSIMITE SAM 0111103520000011
ALF REARDOMN 0111103520000012
ARCHIE BUMKER 0111103520000013
FATHER FLAMAGAMN 0111103520000014
LUCILLE BALL 0111103520000015
RALPH CAMDEMN 0111102520000016
PAYROLL ACCOUMNT 0111103520000017

111103520000001

820000001702678482950000005383420000005383421 720001357
S0000010000030000001 70367848 295000000538342000000538342
9999959995993999995993999399999999999999999999999599999999999999999999999999999999999999999599999999
999995999599999999599999993999399999999999999959995999959995959599999995959959999595995999959999999599395959999
99999999999999999999999999999999999999999999999999999999959999999995999999999999999999999999999999999
999995999599999999599999993999399999999999999959995999959995959599999995959959999595995999959999999599395959999
99999999999999999999999999999999999999999999999999999999959999999995999999999999999999999999999999999

Field Field Field Field name File contents Required Comments
no. position length
1 1-1 1 RECORD TYPE 5 M Fill field using value indicated under ‘File contents’
CODE column (e.g. “5”).
2 2-4 3 SERVICE CLASS 200 or220 or 225 M Fill field using value indicated under ‘File contents’
CODE column. (e.g. “220”, “225” ,“200")
“200” — should be used when mixed debits &
credits.
“220” - should be used when all the transactions in
the batch are ACH credits.
“225” — should be used when all the transactions in
the batch are ACH debits.
This is your company’s name in all capital letters.
3 5-20 16 M Must be left-justified and blank space filled.
COMPANY Optional and not shown in example above.
4 21-40 20 DISCRETIONARY ALPHANUMERIC 0] For company’s internal use — no format
DATA required.
Fill field using value indicated under ‘File contents’
5 41-50 10 CONMBANY NUMERIC R column. (e.g. “1234567890”). CNB requires this to
IDENTIFICATION be your ACH Company ID, which CNB will provide.
Fill field using value indicated under ‘File contents’
STANDARD ENTRY ceo column. _ _ -
6 51-53 3 or R e For payroll transactions, this must be “PPD”.
CLASS CODE . . .
PPD e For ACH transactions and collections, this can be
“PPD” or “CCD”.
e Pass Through supports any NACHA SEC.
(Standard entry class code)
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Company’s description of Entries (e.g. “PAYROLL").

COMPANY ENTRY ALPHANUMERIC R
7 4-63 10 DESCRIPTION
COMPANY Optional and not shown in example above:
8 64-69 6 DESCRIPTIVE DATE ALPHANUMERIC 0 JAN 03 (January 2003) or JAN 25 (January 25).
Must be in YYMMDD format.
9 70-75 6 EFFECTIVE ENTRY YYMMDD R Must be greater than the file creation date in the
DATE* file header record, field no. 5.
SETTLEMENT DATE This field can be left blank; if blank, CNB will fill
10 76-78 3 (JULIAN) LEAVE BLANK R field in automatically.
11 79-79 1 ORIGINATOR 1 M Fill field using value indicated under ‘File contents
STATUS CODE column.
Enter the first 8 digits of CNB routing number. Fill
12 80-87 8 O|DR:5GNI1'\"|¢EZ§(I3);| 11110352 R, C field using value indicated under ‘File contents’
column (e.g. “11110352”").
Example:
13 88-94 7 BATCH NUMBER NUMERIC M Start with 0000001 and increment by 1 for each

next batch.

M=Mandatory; R=Required; O=Optional; C=Citizens National Bank Requirement

*Date Transactions are to be posted.
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101 1131103524 11110252420103007041094101CITIZENS MNATIOMAL BAMEK CITY OF ROCKYTOP-GEMNE
1726001357PPDPAYROLL

S200CITY OF ROCKYTOP
622 0010221299
6220654026260278180945
622311175983 10236606
6223111759830003962005
6222321117598310262765
62231111599319329349
6220829016352166577F
622065403062600300421000
62231117598319517787
6223111759831053291
B62206540306200292367 720
622311175983 1958397
6229654036260278180821
6223111 75983903 8716000
62211110352427F33722
622311175983 1051937
6271111035241 836528

82000000170267284829500000053834200000052383421 726001357

COoO01111173

OOOOMD222222232
GoOOM33333333
OO0 0A9999999
0oOM55555555
oooo09666666606
OO TFFFFFTTT
CooO0EE888888
oooMe9999999
co001111131111
COOO0222222 33
OOO0333333333
OO O399
OOO00S5S555555
oo 5666666
QOOOOFFTFTFTFTTT
COO0ESEE888888

BOB SMITH

JOE ACME

JILL WILSOMN

BETTY WHITE
GARTH BROOKS
I DUNMN

CHER BOMNO
SOMNNY BOMNO

THE ROADRUNMNER
BUGS BUMNMMY
YOSIMITE SAM

ALF REARDOMN
ARCHIE BUNKER
FATHER FLAMAGAM
LUCILLE BALL
RALPH CAMDEN
PAYROLL ACCOUMNT

SCoo0C00LO0000 300000017036 VA5 29530000005383342000000538342
9999999999999999999999999999999999999999999999999999599999999999999999999999999999999999999999999999
999999999999999999999999999999999959999999999999999999999999999999999999999999999999999999999999599
99999939999999939939999999999993993599993999993999999999399359993999993993999999993993393999999999993993599
9999999999999999999999999999999999999999999999939999959999999999999999999999999999993999599939999999999
999999999999999999999999999993999999999999999993999999999999999999959999999999999999599999999999999999

201030

1111103520000001
0111103520000001
0111103520000002
0111103520000003
0111103520000004
01111023520000005
01111035200000006
0111103520000007
0111103520000008
0111103520000009
0111103520000010
0111103520000011
0111103520000012
0111103520000013
0111103520000014
01111023520000015
0111103520000010
0111103520000017

111103520000001

Field Field
no. position

Field
length

Field name

File contents

Required

Comments

1 1-1 1

RECORD TYPE CODE

Fill field using value indicated under ‘File
contents’ column (e.g. “6”).

TRANSACTION CODE

22 or 32
27 or37
23 0or 33
28 or 38

Transaction code is used to identify the type of
account for the debit or credit.

For ACH Credits (payment) transactions:

22 for checking accounts

32 for savings accounts

For ACH Debits (collections/reversals):
27 for checking accounts
37 for savings accounts

For ACH Pre-Notifications

23 for pre-notification for Demand Credit
33 for pre-notification for Savings Credit

28 for pre-notification for Demand Debit
38 for pre-notification for Savings Debit

3 4-11 8

Fill field with first eight digits of the recipient’s
routing number.

4 12-12 1

CHECK DIGIT

NUMERIC

Routing number check digit.

5 13-29 17

DFI ACCOUNT
NUMBER

ALPHANUMERIC

Must be left-justified and blank space filled.
When the DFI account is at CNB, a second
validation will be completed to ensure the
account number is valid.

6 30-39 10

DOLLAR AMOUNT

NUMERIC

Must be formatted as $$$$$$$5¢¢.
Must be right-justified and zero filled.
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Must be UPPERCASE A-Z or 0-9.

(INDIVIDUAL) No symbols allowed for this field.
7 40-54 15 IDENTIFICATION ALPHANUMERIC M Must be left justified and blank space filled.
NUMBER Please do not include SSN.
INDIVIDUAL or Must be upper or lowercase A-Z or numerals 0-9.
8 55-76 22 RECEIVING ALPHANUMERIC R Must be left justified and blank space filled.
COMPANY NAME Special characters . / () & ' - and spaces allowed.
9 77-78 2 DISCR[EZ.I&NARY LEAVE BLANK o] Fill field with blank spaces.
ADDENDA RECORD 0 If no addenda record.
10 7979 ! INDICATOR Oort M 1 If addenda record.
Enter the first 8 digits of originating DFI
11 80-94 15 TRACE NUMBER NUMERIC M, C identification such as the CNB'’s routing number

(e.g. “11110352"), followed by the entry detail
sequence number.

M=Mandatory; R=Required; O=Optional; C=Citizens National Bank Requirement

10



Batch Control Record (8) Example

=— CITIZENS

BANK

101 111103524 11110352420102007041094101CITIZEMNS MATIOMAL BANEK CITY OF ROCKYTOP-GEMNE
1726001357PPDPAYROLL

5200CITY OF ROCKYTOP
6223111759830010221299
6220654036260273180945
6223111759831023666
6223111759830003962005
62231117598310262765
62231111599319329949
6220829016352166577
6220654036260020041000
62231117598319517787
6223111759831053291
6220654036260292367720
6223111759831958397
62296540362602731803821
6223111759839033716000
6221111035242733722
6223111759831051937
6271111035241836528
8200

0000111111111
0000022222222
0000033333333
0000044444494
0000055555555
0000966666666
Qo000 7 FIITTTT
OOO00BBE88888
0000099999999
0000111111111
0000022222222
0000333333333
0000044444444
0000055555555
0o00066666666
Qo000 T FIITTTT
0000333888888

03673432950000005383420000005383421 726001357
2000001000002 0000001703678458295000000538342000000533342

- NATIONAI

201030 1111103520000001

BOB SMITH 0111103520000001
JOE ACME 0111103520000002
JILL WILSORM 0111103520000003
BETTY “WHITE 0111103520000004
GARTH BROOKS 0111103520000005
KIX DUNM 0111103520000006
CHER BOMO 0111103520000007
SOMNY BOMO 0111103520000008
THE ROADRUMMER 0111103520000009
BUGS BUMNMNY 0111103520000010
YOSIMITE SAM 0111103520000011
ALF REARDOM 0111103520000012
ARCHIE BUMKER 0111103520000013
FATHER FLAMNAGAN 0111103520000014
LUCILLE BALL 0111103520000015
RALPH CAMDEMN 0111103520000016
PAYROLL ACCOUMNT 0111103520000017
111103520000001

99999999999999993999999939999339999399993999939999999999999999999999999999999993999999933999333999333
99999999999999993999999939999339999399993999939999999999999999999999999999999993999999933999333999333
99999999999999993999999939999339999399993999939999999999999999999999999999999993999999933999333999333
999999999993599935393999339993339993999993999939999999999999999999999999939925939935399953339933399339
999999999993599935393999339993339993999993999939999999999999999999999999939925939935399953339933399339

g F|‘e!d sl Field name i Required Comments
no. position| length contents
1 11 1 RECORD TYPE CODE 8 M Fill field usmgﬂvslue indicated under ‘File contents
column (e.g. “8”).
Fill field using value indicated under ‘File contents’
column (e.g. “220”, “225” ,“200").
2 2-4 3 SERVICE CLASS CODE 220 or 225 M “200” — should be used when mixed debits &
credits.
“220” — should be used when all the transactions
in the batch are ACH credits.
“225” — should be used when all the transactions
in the batch are ACH debits.
3 510 6 M Must equal the total number of detail entry
records and addenda records within the batch.
The sum of the value(s) in the receiving DFI
4 11-20 10 ENTRY HASH NUMERIC M identification (field 3, positions 4-11) for every
entry detail record (6) in the batch.
TOTAL DEBIT bMaLthLequal the total debit dollar amount in the
5 21-32 12 ENTRY DOLLAR NUMERIC M :
AMOUNT Must be formatted as “$$$$5$55$55¢¢”.
Must be right-justified and zero filled.
TOTAL CREDIT lt\)/;l:z:]equal the total credit dollar amount in the
6 33-44 12 ENTRY DOLLAR NUMERIC M :
AMOUNT Must be formatted as “$$$$$$$$$$¢¢”.
Must be right-justified and zero filled.
COMPANY .
7 45-54 10 IDENTIEICATION NUMERIC R, C Should match the batch header record, field 5.

11
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MESSAGE
8 55-73 19 AUTHENTICATION BLANK [0} Fill field with blank spaces.
CODE
9 74-79 6 RESERVED BLANK N/A Fill field with blank spaces.

Same as in the batch header record, field 12

(ORIGINATING DFI IDENTIFICATION)

ORIGINATING DFI
10 80-87 8 |DENTIFICATION NUMERIC M

Enter the first 8 digits of CNB routing number. Fill
field using value indicated under ‘File contents’

column. (e.g. “11110352").

Same as in the batch header record, field 13

11 88-94 7 BATCH NUMBER NUMERIC M .
(Trace routing number).

M=Mandatory; R=Required; O=0ptional; C=Citizens National Bank Requirement

12



File Control Record (9) Example

101 111103524 11110352420103007041094101CITIZENS NATIOMNAL BANK CITY OF ROCKYTOP-GEME
1726001357PPDPAYROLL

S200CITY OF ROCKYTOP
6223111759830010221299
6220654036260273180945
6223111759831023666
6223111759330003962005
622311175983 10262765
62231111599319329949
6220829016352166577F
622065403626003004 1000
62231117598319517787
6223111759831053291
6220654036260292367720
6223111759831958397
6229654036260273180821
6223111759339033716000
6221111035242733722
6223111759831051937
6271111035241836528

co001111111311
OO00022222222
oO00033333333
0000044494449
0000055555555
0000966666666
QOO0OTFFITITT
0o00038883888
0000099999999
co001111111311
OO00022222222
0000333333333
0000044494449
0000055555555
ooo0066666666
QOO0OTFFITITT
000838883888

8200000017026 73482950000005383420000005383421 726001357

9000001

CooO001l7036784329500000053 83420000005

3R3AD
38342

= NATION A

1111103520000001

BOB SMITH 0111103520000001
JOE ACME 0111103520000002
JILL WILSOM 0111103520000003
BETTY WHITE 01111035200000048
GARTH BROOKS 0111103520000005
KX DUMNMN 0111103520000006
CHER BOMNO 0111103520000007
SONNY BOMNO 0111103520000008
THE ROADRUMNMER 0111103520000009
BUGS BUMNNY 0111103520000010
YOSIMITE SAM 0111103520000011
ALF REARDOM 0111103520000012
ARCHIE BUNKER 0111103520000013
FATHER FLAMNAGAMN 01111035200000148
LUCILLE BALL 0111103520000015
RALPH CAMDEM 0111103520000016
PAYROLL ACCOUNT 0111103520000017
111103520000001

9999999999959999999999999999999999993959999595999599999999999999959399999995959995995999999999399993999939
9999999999959999999999999999999999993959999595999599999999999999959399999995959995995999999999399993999939
9999999999959999999999999999999999993959999595999599999999999999959399999995959995995999999999399993999939
9999999999959999999999999999999999993959999595999599999999999999959399999995959995995999999999399993999939
9999999999959999999999999999999999993959999595999599999999999999959399999995959995995999999999399993999939

Field Field Field Field name File Required
no. position length contents 9
RECORD TYPE Fill field using value indicated under ‘File contents’ column
1 1-1 1 9 M e
CODE (e.g. “9”).

2 2-7 6 BATCH COUNT NUMERIC M Must be equal to the number of batches in the file.

3 8-13 6 M Must be equal to the number of blocks in the file. e.g. — 10
lines of data equal ‘1’ block.

4 14-21 3 ENTRY/ADDENDA NUMERIC M Must b.e equal to the number of detail and addenda records

COUNT in the file.

The sum of positions 4-11 of all entry detail records in the
batch.
The sum of the value(s) in the receiving DFI identification
(field 3, positions 4-11) for every entry detail record (6) in

5 2231 10 ENTRY HASH NUMERIC M the file.
The entry hash is the sum of the entry hash fields contained
within the batch control records of the file. (e.g. sum of all
field 4 of eight (8) record in the field). If the sum exceeds
10 characters, the field must be populated with the
rightmost 10 characters.

TOTAL DEBIT Must be equal to the total debit dollar amount in the file.
6 3243 12 ENTRY DOLLAR NUMERIC M Must be formatted as “$$$$5$5$$5¢¢”.
AMOUNT IN FILE Must be right-justified and zero filled.
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TOTAL CREDIT

Must be equal to the total credit dollar amount in the file.

7 44-55 12 ENTRY DOLLAR NUMERIC M Must be formatted as “$$$$$$5$55¢¢”.
AMOUNT IN FILE Must be right-justified and zero filled.
8 56-94 39 RESERVED BLANK N/A Fill field with blank spaces.

M=Mandatory; R=Required; O=Optional; C = Citizens National Bank Requirement

Optional Addenda Record (7) Field Requirements*

5 F',e!d A Field name File contents Required Comments
no. position length
RECORD TYPE Fill field using value indicated under ‘File contents’
1 1-1 1 7 M
CODE column.
) 23 5 ADDENDA TYPE 05 M Fill field using value indicated under ‘File contents
CODE column.
Invoice information or any other pertinent information
PAYMENT that the vendor needs to reconcile the payment.
3 4-83 80 RELATED ALPHANUMERIC (o] No symbols allowed for this field, except for:
INFORMATION () #S% &' *+-./:;=2@[]*_{]}.
This number indicates the number of addenda records
being sent with the associated Entry Detail Record.
ADDENDA Since only one addenda sequence number is allowed
4 84-87 4 SEQUENCE 0001 M per six (6) record in the CCD and PPD application, this
NUMBER field will always be “0001”.
ENTRY DETAIL :’:ls flfls Zontilnsdtfle‘?scendt;?gtsequencebnumehe.r of
5 88-94 7 SEQUENCE NUMERIC M erela ? entry detail record’s r.ac.e number. This
NUMBER number is the same as the last 7 digits of the trace
number of the related entry detail record.

M=Mandatory; R=Required; O=0ptional; C = Citizens National Bank Requirement

* This record must be included within your file if the ADDENDA RECORD INDICATOR of the preceding Entry Detail
Record (6 Record, Field 10, Positions 79-79) is flagged with a “1”.

14
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BUSINESS BANKING ACH HELP GUIDE

ACH INITATION OVERVIEW

The screen shots below provide an overview of the navigation screens within the Payments section of
Business Banking:

ACH Initiation BUSINESS BANKING

Businesses initiate ACH payments and collections via the Make/Collect a

Payment screen. ACH and wires are comingled here.

Make payments, collect payments, or
upload pass through file (options based
Payments on business setup and user permissions). Monthly limits

Select TaxID 10 see limits

Cla Events -
What do you want to do? / i

O Make payments O Collact payments D Upload pass through file ACH Payment limit
$200,000.00 available

Scheduled payments Approved payments Declined/Falled payments S200.000.00

ACH Collection lmit

Showing all payments - $200,000.00 available
Recurring payments Status Amount S200,000.00
wire wre pans on fire View Scheduled, Approved, and -$10.000.00 ACH Passthrcugh limis
home: viire

ment 22712020 $190,260.00 available

x SO0, 000.00
APril's awesome Payroll Company approved -§7.000.00
D Next payment. 362020

Ones a waek on Thursday until | cane| Declined/Failed payments.

Domestic Wire Fayment Emit
Twice a month on Tth and 215t until | cance

A user’s monthly limits display and may vary per
Scheduled payments . e Sy N .
- TIN. Click “More details™ to view daily and
transaction limits.
MNote: Limits are checked when payments are
created and when they're sent to the Fl for
processing.

& Company approval pan

“How much can | send?”

* If the payment exceeds limits, an error message displays and blocks the payment.
+ |If the payment exceeds available balance, the payment is allowed yet flagged with a
warning when it is sent to the Fl for processing.

““When can | send it?”

+ *Date defaults to the next business day before cutoff time, or 2 business days after cutoff.

+ Date can be up to one year in the future.

*  WWeekends, Federal Reserve non-processing days, and Fl-specific non-processing days are
grayed out in the calendar.

* If your financial institution offers Same Day ACH, see the Same Day ACH Training Guide for details.
November 2020
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ACH Initiation BUSINESS BANKING
I

Make a template-based payment

Select Make payments radio button.

Select Use a Template.

In the Enter a template name field, select a template or start typing to filter list.
If desired, edit amount or addenda fields.

The Deliver On date defaults to next business day.

Click “MNever” to make the payment repeating.

ok wn =

What do you want to do?

(®) Make payments () Collect payments () Upload pass through file
How do you want to pay?

Use a template v

Enter a template name

Payroll

Cash Concentration
Sc Make payments

Add a new template

Payroll

Chacking Template type  Payroll (PPD)

o 1 John Baker @ £1.000.00
/ \' Personal Checking

otes:

* Display of Current and 0 Kty Packar -
Available balance is N .
interface-dependent.

* A template can be ) Bl $600 00
used for only one
repeating payment. @

'\ Daliver On Dec 2 7] Repaats MNever @
Paying 3 customen Totsl $3,000.00
Faas $0.15

MNovember 2020
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Make a one time payment

Select Make payments > Make a one time payment. Aside from choosing a Deliver
On date, all other steps to make a one time ACH payment are the same as creating an ACH
template. See the ACH Templates Training Guide for details.

The business can save the information as a template after initiating; the “Payment name”
becomes the template name.

Payments

What do you want to do?
@ Make payments O Collect payments O Lipload pass through file

How do you want to pay?

Make a one time payment v

Funding account

Select v I
Payment type ACH Company ID
Payroll (FPD) v | 1123321123 v

Payment name

Enter a payment name (optional)

Payment Descnption

Enter payment description (10 characters)

How would you like to settle these paymenis?

@ One settlement entry per batch offset O One settlement entry per item offset

Note for making template-based or one time payments:
If pre-funding is on for this business and the threshold is met, a
transfer debits the funding account and credits an Fl-owned
account when the payment is picked up for processing.

November 2020
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ACH Initiation BUSINESS BANKING

Collect a template-based payment

Select Use a Template.

L S e

Select Collect payments radio button.

In the Enter a template name field, select a template or start typing to filter list.
If desired, edit amount or addenda fields.

Adjust the Deliver On date, if desired.

Click “Never” to make the payment repeating.

What do you want to do?

(O make paymer (®) Collect payments

equires pre-authorization from the |

How do you want to collect money?

Lise a template hd

Enter 3 template name

aver. M

O Upload pass through file

ake sure you have permission o collect paymeni before

Member dues

Add a new

Sc

template

Tip: If prenote was selected
for a participant on a
template, that record is
grayed out. After 2 business

days, the hold is lifted.

Collect payments

Member dues Eilt template

Simulator Checkng Template type  Consumer (PPD)

1 Betty Boop

Persanal Checking

Monthly membership dues

57 characiers lefl

2 Foghorm Leghom £75 00
Persanal Checking sl
Maonthly membarship dues
57 characiers kel
3 YOSGMI[.O Sam £75.00
Persanal Checking
] Prenche & piodeising. Ths payment cannol be
InCAsded until the prenobe processes on Der 22
2015
Monthly membarship dues
ST characiers ief
DeliverOn  Dec 17 & Repeats  Mever @
Collecting money from 2 customears Total $150.00
Fees 5015
November 2020
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BUSINESS BANKING

Collect a one time payment

Select Make payments > Make a one time payment. Aside from choosing a Deliver
On date and the Payment Types (POP, BOC,ARC and TEL show only when collecting a one_
time payment), all other steps are the same as creating an ACH template. See the ACH

Templates Training Guide for details.

The business can save the information as a template after initiating; the “Payment name”

becomes the template name.

What do you want to do?

S [ _—
Wi ead

How do you want to collect money?

Collect a one hme paymenl v ‘

Funding account

O Make payments @ Collect payments O Upload pass through fike

o Colecting money requires pre-authorization from the payer. Mak

Select v |

Payment type

Select

ACH Company ID

1999959999 v

Payment name

Enter a payment name (opliona

Payment Description

Enter payment description (10 characters

How would you like o seftle these paymenis?

n o collect payment before

Consumer (PPD) v

Consumer (PPD)

Electronic Check (FOP)

Electronic Check (BOC)

Electronic Check (ARC)

Commercial (CCD)

Telephone-initiated entries (TEL)

Web-initiated entries (WEB)

Note for all ACH initiations:

If a batch requires approval, an email is routed to all
approvers at the business. For specifics on when approval is
required, see the Payments Approval Training Guide.

November 2020
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ACH Initiation BUSINESS BANKING
S 50

Payment Activity

«  All activity for the business displays, not just activity by the current user. However, user
permissions (funding account, payment types) impact the activity a user can see.
*  All pending payments display, as well as 30 days of approved and declined/failed history.

Scheduled payments

*+  Payments show here when pending, i.e. not yet sent to the Fl for processing.

*  ACH files with same day initiation (if enabled) as well as |-2 business days out are
sent to the Fl for processing every 30 minutes.

*  ACH files three or more business days out are sent to the Fl for processing at 3:00am
ET two business days before the date.

Scheduled payments Approved payments Declined/Failed payments

Recurring payments show at the
Showing all payments A ‘

/ top; pending single payments below.
Recurring payments Status Amount
Wire wire pants on fire © Company approved -510,000.00
Domeastic Wire Next payment: 2/2772020

Once a week on Thursday until | cancel

APril's awesome Payroll @ Company approved -$7.000.00

Payrall (PPD) Next payment: 362020
Twice a month on Tth and 21st until | cancel

Click the payment name to cancel it (except
Scheduled payments for those pending company approval).

Feb 7

DI04315 D1UBSAUWR- _ $4,870.00
1, Company approval pending

20200204T123305.ach 34,87
W

MNovember 2020
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ACH Initiation BUSINESS BANKING

Payment Activi con’t

Approved payments - payments that have been sent to the Fl for processing.
If allowed by the Fl,"“Reverse” lets the business reverse individual transaction(s) or an
entire batch; shows for Processed payments and expires after 5 business days.

Scheduled payments Approved payments Declined/Failed payments

Showing all payments v
Approved payments Status Amount
Today

April's fantastic payroll

' i -55 665.00
Payroll (PPD) i Fl approval pending 5,685
Options w
Options: Copy Payment,View,
Feb 18 Print, possibly Reverse
Wire wire pants on fire
$10,000.00
Domestic Wire v/ Processed
Qptions w

Declined/Failed payments - payments declined by a business approver or by the Fl,

or failed due to ACH prefunding, or recurring payments that failed entitlement or limit
validations.

Scheduled payments

Showing all payments

Declined/Failed payments

Jan 14

Payroll
Payroll (PPD)

Approved payments

Status

¥ Exceeds User Daily Limit

November 2020

Declined/Failed payments

Options: Initiate a new
payment,View, Print

Amount

$30.00

Cplions w
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ACH TEMPLATE TRAINING GUIDE

ACH Templates BUSINESS BANKING

ACH templates help reduce errors and provide efficiency.
Create the template first, and then initiate transactions quickly

with no need to enter (and possibly enter incorrectly) details
such as account number and routing number.

Template Basics

* Under Move Money, go to“Manage Payment Templates"
*  Unlimited templates allowed

*  Templates are not required
* Common uses of ACH Templates:

o Payroll
2  Vendor Payments
o Concentrating funds from accounts at other Fls

Additional Services

Transfers ACH'Wire Payments
Make a Transfer Make/Collect a payment

Request Loan Advance

Make Loan Payment

Scheduled Transfers

Manage payment templates

Import Recipient Information

Manage Import File Definitions

Three places to add a Template:

I. Move Money > Manage Payment Templates

2. Move Money > Make/Collect a Payment (“Add a new template” in
Template list or “Save as template” after ad hoc payment is sent)

3. Move Money > Import Recipient Information

Movember 2020
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Manage Payment Templates screen

Actions on this screen:

*  Add a template

*  Copy an existing template (must be in Approved status)

*  Search for a template

*  Edit or delete a template (except those in an Approval Pending status)

Template statuses:

*  Needs Attention — ex: approver declined the template, funding account is closed
*  Approval Pending — the template is new or was edited, which requires approval
*  Approved — only these templates can be used to initiate ACH payments

Manage payment templates + Add a template
snowing Al Templales v | Search
Templates | Last payment Dale

Heads Attention

lianu.c;

Payroll (PPD) i Ly Oplions w
a Declined

Frenotes

Payroll (PPD) Opligns w

5, Invalid funding account
Approval Pending

may Wire
Domestic Wire - - :]E'.IG'15 -

L Approval pending

Approved

Gym Fees
516.05 1MA7201 Qplions w
Consumer (FPD) 3 2016 Oplions

one time collection from vendor
Commercial (CCD)

:][ 1IonS W

MNovember 2020
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ACH Templates BUSINESS BANKING
O

Steps to Add aTemplate:

|. Enter a Template Name, which must be unique from other templates.
2. Choose Funding Account.

* The Fl controls funding accounts via account-level entitlements.
3. Select Template Type.
. Business segment and user permissions determine the options that display.
*  Tax payments require details in the addenda record.
. Child support is for employers to submit withholding for child support
4.  For Template Types of Consumer (PPD), Commercial (CCD), or Web-initiated entries
(VVEB), indicate if the template will be used to make or collect payments.
*  Other Template Types are for make payments only, so this option won't display.

Add a template

Template information

JANK

Name @
Bonuses
Funding account @
Simulator Checking "*"0001 v
Tempilate type @ Lise this template to @
Consumer (PPD) ¥ | (O make a payment () Collect a paymant
I e T

Child Support (CCD)
Cormmarcsal (CCD)

Consumer (FPD)
Expanded dropdown list of
Template Types:

Diormestic Wine
Intermational \Wire
Payroll {PPD)
Tax (CCDY)

Web-inhated antnes (WEB)

MNovember ZUZU
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ACH Templates BUSINESS BANKING
1

e

Select ACH Company ID — the Fl controls this
5. Enter Template Description
. Max |0 characters, passes to ACH batch and shows in recipient's transaction
6. Choose to settle via Batch Offset or Single Offset
. How the offsetting transaction is handled, e.g. 4 employees are paid $200 each:
©  Batch offset: one (1) $800 debit to the funding account (most common)

©  Single offset: four (4) $200 debits to the funding account

© Mot applicable for tax payments
7. Based on selected Template Type, enter participants (details in table below).

I e o T e

ACH Company |D
1080808080 @ b
Template Description

Bonus @
How would you like to saflhe these payments? @

@ Cine settlement eniry per baich offset O One setflement entry per item offset

Employee information

Add an employee i @

Payroll (PPD) Employee
Consumer (PPD) Consumer
Commercial (CCD) Recipient
Tax (CCD) Tax authority
Child Support (CCD) Recipient
Web-initiated entries (PPD) Consumer

Movember 2020
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IS

Adding participants:

No limit on entries per template.

Addenda is available except for Payroll or Web.
For CCD templates, Business Loan may show as an Account Type (if enabled by your
F1) in addition to Checking/Savings accounts.

Routing number is validated.
Prenote is optional.

Amount field can be $0 and then actual amount entered during initiation.

Add an employee
Contact information
Who do you want to add Employee 1D
Enter person or business name Optional
Account information
Bank account type
Personal Checking v
Routing number
Routing number
Bank account number
Account number Reb A
More on prenotes: \
[] createaprencee * Prenotes are optional entries if a
business wants to “test” that the
y : recipient information is accurate.
Payment information .
* Upon checking that box, a message
This can be changed at the time of payment appears: “You will not be able to
Aot 10,06y schfadul'e payments for this e:nployee
B until this prenote processes.
%0.%0 * A mandatory 2 day waiting period is
enforced; then the business can initiate
\ ACH payments to that recipient. /
November 2020
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ACH Templates BUSINESS BANKING

Enter information for each participant (in this example, employees). Participants are
listed in alphabetical order by default; the business can sort by any column as well.

P R L N B T e T PP Y T R W S,
Recipient information
Complete the template by adding recipient s
Add a recipient
Recipient v ] Account Create prenote? Amount
|
O .eanGrey TITTTTT Business Checking $155.00
GTGTET
Business Checking
Maagnel e 55,04
O Magpeto 19491 815500
ey Business Checking -
| ofeseor X 85908 £55.00
Business Checking EE U
O wolvenne e W $55.00
Template collecting from 4 Tatal
racipients $4200D
Save template Cancel

IMPORTANT: Prenote files are created and sent to the Fl when the
template is created/approved, not when the template is initiated.

When is approval required?
If there is approver available (i.e. another Business Admin or a user who has ACH

Template Approval permission), then the template must be approved. Even if payment
approvals are waived via the Approval Threshold, templates must still be approved.

If approval is uired: If approval is not required:

*  Template status is Approval Pending. +  Template status is Approved.

*  Email is routed to all business users +  Template can be used for initiation.
who can approve templates.

*  See next page for steps to approve.

MNovember 2020
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ACH Templates BUSINESS BANKING

Approve Templates

If approval is required, templates must

be approved before they are available for use. Also, if

edits are made, the template is unavailable until approved.

Go to the My Accounts screen >

bk M-

All requests h

PAYMENTS

DI04315_WEU2URFU-20190305T0...

Iype e
Decling Approve
TEMPLATES
@ Funding For the Avengers
Funding account 0026
I'—"a'y o 1 Recipient(s)
Type Consumer (PPD)
Decling Approve

My Approvals widget.

Select the template name to review details.

Select Approve for desired template.

Select Confirm on the pop-up window.

The template is now available to use and shows as Approved on the template screen.

@ My Approvals

£ b

Tips:
* The person creating the template will

MNOT see it in My Approvals since users
cannot approve their own work.

* Approving a template does not require
additional verification via MFA.

* Decline action moves the template to
Meeds Attention and sends an email to
\ the person who created the template.

Please Confirm

Approve template

Name Funding For the Avengers
inding aooount 0026

1 Recipent(s)

@mEm -

Movember 2020
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FILE UPLOAD INFORMATION

About the file upload service

There are two options to upload files within Business Banking. The first is through the ACH Import
function and the second is through the ACH Pass Through function. Although it doesn’t cost anything to
upload a file, each transaction within a file is subject to your current pricing schedule. The system
administrator must activate the file upload service before users can upload files. After the service is
activated, the system admin must call us to turn it off; you can’t deactivate online.

Important things you need to know

The file upload service allows authorized users to upload properly formatted files with ACH
instructions.

Import File must be an unbalanced file with less than 2,500 items. Only 1 addenda per item and
pre-notes are not available.

There are NO details of entries provided when you upload an ACH Pass Through File. There is an
ACH Pass-Through File report, but it will only provide totals for the file.

The system administrator should supervise all authorized users and the transactions they are
allowed to perform, which includes reviewing new payee notifications. Vendors should be paid by
users with vendor payment entitlements and employees should be paid by users with employee
payment entitlements. All daily limits apply.

Your file must be formatted to the specifications we’ve outlined in this guide, and all transactions
are subject to ACH rules.

You are responsible for accurate and correct payee information. We will process any notification of
changes (NOC) that we get from the receiving bank and use this information going forward if

possible. If we tell you about a change, please update your payee before the next payment.

File uploading isn’t available on mobile devices.
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ACH IMPORT TRANING GUIDE

Reminder: Import File must be an unbalanced file with less than 2,500 items. Only 1
addenda per item and pre-notes are not available.

ACH Import BUSINESS BANKING

ACH File Import provides for an efficient and secure way to
streamline ACH initiation by importing recipients using a delimited

or NACHA file. A new payment is created with the imported data,
which can then be initiated in Business Banking.

Two key parts to processing:

I. Create the file map

*  The business needs to tell Business Banking how to make sense of the
data that will be imported; this screen defines the file attributes, fields and
positions in the file.

*  “ACH Import - Manage Import File Definitions” is the permission for
users to access this screen.

2. Import the file

* Imports the file to initiates payment creation in this step.

*  “ACH Import - Import Recipients” is the permission for users to access
this screen.

Additional Services

Transfers ACH/Wire Payments
Make a Transfer Make/Collect a payment
Request Loan Advance Upload ACH pass-through file
Make Loan Payment Manage payment templates
Scheduled Transfers Scheduled payments

Import Recipient Information

Manage Import File Definitions

All other options under ACH/Wire Payments are not involved in
importing files and initiating the imported data.

November 2020
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Manage Import File Definitions

Step |:File Details

The fields under Payment Details are the same as the fields to begin adding an ACH
template (see the ACH Template Training Guide for details).

File details Map fields Test & Confirm

Define file details

Payment details

File definition name A o
Tip: the File definition name must

Entera name be unique from other file definitions.

Funding account

Select v
Payment type
Payroll (PPD) A

ACH Company 1D

1121212887 A

Payment description

Enter a description (10 characters)

How would you like to settle these payments?

@ One settlement entry per batch offset O One settlement entry per item offset

B I I I e I e A

MNovember 2020
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|

Manage Import File Definitions

Step |:File Details (con’t)
The File Definition fields are unique to ACH Import.

Select Delimited or NACHA as the file type.

If the file has a header in the first row, check this box.

If Delimited is the file type, select the delimiter that separates the data.
Enter number of fields (i.e. columns of data) in the file.

For imports after the initial one, select a matching field.

ok W~

R T W WP L Pt N e TN e

File definition

File type

Delimited e v | |:| Skip the first header row O

Field delimiter How many fields are there in the file? 0

Comma (,) 6 hd | Enter number of fields (at least ) G

Select at least one to match records by

D Recipient ID
I:l Recipient Name

I:l Bank Account Number

Tip: options under “match records by" determines
which field the system compares when the user

imports a file using an existing map.

November 2020
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Manage Import File Definitions

Step 2: Map Fields

«  Tell the system where the data is located (in what column) within the file.
«  Required fields: Routing number, Bank account number, Account Type, Amount,
Recipient Name.The Fl decides if Recipient |D is required.

File details Map fields Test & Confirm

Map fields from your import file

Selec! Nelds rom your Empart fle 1o map 1o he oulpet Heids

Map these fieids To Flekds from your fike in
Recipient 1D Field & v
Routing Mumber Field 2 b
Bank Account Number Field 3 v
Account Type Figld & v
Amounts (30.00) Field 4 v
Recipient Name Field 1 v
Recipsnt Addenda (optional Salect a held v
Back Next
Notes:

*+ Mapping is not required when importing NACHA files.
*  Accepted values for account types: checking, savings, or
loan (loan allowed for CCD payments only)
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Manage Import File Definitions

Step 3: Test & Confirm

Validate the mapping with a test import of the file, to ensure valid characters are imported
(as defined by NACHA requirements).

File detaiis Map fields Test & Confirm

Test & Confirm (Optional)

You may import a file to test the mapping

Import a test file Browse No file selected

Back Save file definition

Tips:
* Approval is not required when creating an import file map.
*  The File Definition can be edited later if file layouts change.

November 2020
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Import Recipients
Additional Services

Now that the map is created, Transfers ACH/Wire Payments

the business user goes to Make a Transfer Make/Collect a payment

Import Recipient Information. Request Loan Advance Upload ACH pass-through file
Make Loan Payment Manage payment templates
Scheduled Transfers Scheduled payments

Import Recipient Information

Manage Import File Definitions

I. Select the file import definition (created in previous step).
2. Click Browse and locate the file on the computer.
3. Check this box to allow duplicates, according to the value for matching records

(see pg 3,step 5).

Import recipient information
File definition

Select an import file definition
Bonus File v G

Fumding account Business Checking Payment type Payroll (FPD)
*0001
Current: 34,289 85
Available: $4, 289 85

File type Delimited File delimiter Comma (,)

Match records by Bank Account Number
Routing Number

Select file to import

Tip: When importing a NACHA
[RERLEEY  Sowse- RGeS file, the file must be unbalanced
£l 1
[ Alow duplicate recipients e i.e. no offsetting transaction.
November 2020
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Import Recipients

If the File Definition has been used before, previously imported recipients display, and the
business selects a “reason for import”.

o .-_u-—"-—-’*k._ﬂ.—._/“-\r'__fv""‘\_,-"-—— Tt Y e e Flen J\J—--"'\"'L,_mf-"—n\_,.f'\_.
Select file to import

1 the reason for import
Adding new recipients and updating exishng
Adding new recipients only

Updating existing recipients

O00® §

Delete existing and add recipients

Impori file Browse Mo file selected

Previously imported recipients

Recipient 1D RECipient name Routing numibsr ACCOUN numbe! ACCOUNt type Amount (S0.00)
TTTTTTRITT Marilyn 122287251 456515 Pearsonal $1,800.00 ~
Saunders Savings
5555555555 Harry Striker 122287251 888555 Personal $1,500.00

Add new and update existing

* add recipients from import file where no match is found on matching key

* if matching key is found, replace any existing values with new value

* if existing recipients from previous import are not found in import file, delete and
remove from payment file

Add new recipients only

* add recipients from import file where no match is found on matching key

+ do not change existing recipients, even if new information is in the import file

Update existing recipients

* if matching key is found, replace any existing values with new value

* if new recipients are included in import file do not add

* if existing recipients from previous import are not found in the current import file,
leave unchanged and include in payment file

Delete existing and add recipients

+ delete all recipients from previous import

* add recipients from import file

MNovember 2020
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Import Recipients

Approval for payments created from a file import will follow the same approval flow as
other ACH payments. See the Payment Approvals Training Guide for details.

The success screen also prompts the user if they would like to save the payment as a
template (in addition to the link above the Deliver On date when initiating an import).

Import recipient information

Scheduled payments page 1o lake action or view the payment
Would you like 1o save this payment as a template?  ves N

File definition

Select an import file definition

Screenshot if the File

DEﬁnition name is Template “Bonus™ already exists
already in use by an From Checkng ****0001
existing ACH template. : e

Save with a different name

- I

Screenshot if the File
Definition name is NOT
already in use by an Template Name
existing ACH template. Member s
The business user may

edit if desired. m —

Save a template

+' File Imported successfully. Payments were scheduled and submitted for approval. You can cancel until it processes. Visit the

R i I O i I I e il W VS L

Template "Bonus" already exists

X

View template details

Payrcll (PPD)
Kimbserly Scheck

November 2020
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Troubleshooting ACH Import
Some finer, technical details about ACH Import that may be helpful when troubleshooting
issues:

Allow Duplicate Transactions
ACH File import allows for duplicate transactions in certain import scenarios.The business
can check a box to allow duplicate entries in the file. This impacts the Import Recipient

Information page only; the file test screen when creating a map does not allow duplicates.

Import recipient information

For subsequent imports using
the same File Map Definition
where duplicates were Seloct an import e defnition

imported previously, these two Bi Weaidy Payrol v

File definition

reasons will be grayed out
(sincE the system wnn’t knnw Funding accound Efg:’u.es;;::fc:ng 1315 Paymenrt typs Payroll (PPD)
which duplicates to update): fame s

s m File byre Delimited Fila delimitar Comma [,
* Add new recipients and ' enmald
update existing e
* Updating existing recipients
Select file to import
Imipart Sle Epwes Hourly Payroll Flecsy @

[ Avow duplicste recipients

Allow Most Special Characters
ACH File import allows most special characters, spaces in the middle of the Recipient ID, and

alphanumeric characters. Special characters NOT allowed:
{ Curly Bracket Left  } Curly Bracket Right | Pipe Sign A Carot  * Asterisk

Account Number Length

Account numbers must be between 3 and |7 characters long.VYWhen an imported file contains
account numbers that are 3 characters long, it can only be used to make payments, NOT
used to crate a template.The minimum account number in all other areas of Business Banking
remains 4 characters.Also, spaces are not allowed in the middle of account numbers.

Zero Dollar Transactions
Zero dollar transactions are allowed in the import files. This will not create a pre-note; the
system will not generate a transaction for that record.
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38



ACH PASS THROUGH TRAINING GUIDE

Reminder: There are NO details of entries provided when you upload an ACH Pass Through File.
There is an ACH Pass-Through File report, but it will only provide totals for the file.

ACH Pass Through BUSINESS BANKING
1

ACH Pass Through allows the business to take an ACH file,

created in another system, and use Business Banking as a pass
through system to get that file to your financial institution.

ACH Pass Through access is granted to the business via the chosen segment. If
this feature is not enabled for the business, the “Upload pass through file” radio
button (see bottom screenshot) will not display.

Navigation options go to the same screen:
I.  Move Money > Make/Collect a Payment
2. Move Money > Upload an ACH Pass-Through File

Additional Services

| Transfers eeACHANIco Raynonts

Make a Transfer Make/Collect a Payment

Request a Loan Advance Upload an ACH Pass-Through File

Scheduled Transfers Schiduled Payments

Make a Loan Payment Ma;dge Payment Templates

Monthly limits
Payments X

Select TaxiD to see limits

ClassyEvents V¥
What do you want to do?

O Make payments O Collect payments O Upload pass through file ACH Payment limi

$488,310.00 avaianie

Scheduled payments Processed payments Declined payments $500,000.00
ACH Collection limit
20,000.00 available
Showing all payments v $ S~
Recurring payments $90 000 00
ACH Passthrough kmit
Everyone get a million -$10,000.00 ks ek
Domestic Wire Next payment: $/31/2018 5451,300_00 available

Once a week on Thursday until | cancel

Wire to Title Company May2018 $1,500.00 $500,000.00
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Upload the File

I. Select Upload pass through file.
2.  Select the funding account.

* The Fl controls funding accounts via account-level entitlements.
3. Click Browse to locate and select the desired file.

* Must be a file with .ach as the extension.
4.  If the file is not balanced, check the box (Fl can suppress this globally).
5. Click Upload.

* If any errors are found, the error is detailed out on the screen.

* Edits are not allowed on the file. The business must fix the error in original source.
6. Approval flow kicks in unless there are no other aoprovers or the file is below the

initiator's approval threshold (see Payments Appmng Guide for details).

Payments

What do you want to do?
O Make payments O Collect payments @ Upload pass through file

How do you want to pay?

Funding account

Select v
Select an ACH pass-through file
Browse Mo file selected
@D This Is an unbalanced file. The system validates:
*  Limits
*  Entitled funding account
@ +  NACHA format

*  All transactions have the same settlement date

*  To see all validations, go to AP Knowledge Base

and search for “ACH pass through validations”.
Note: The system does not prevent the business
from uploading the same file twice.
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Similarities of ACH files created within Business Banking and the ACH Pass
Through functionality:

* Access granted on the account level

* Limits set in Business Banking are checked

* Same cutoff time and processing time

* Same day ACH supported

* Business must approve both if dual control is required
* Fl must approve both in Admin Platform

Differences between ACH files created within Business Banking and the ACH Pass
Through functionality:

ACH Created in BB ACH Pass Through

Created inside Business Banking Created in another system

Business Banking puts the dataintoa  File must already be in NACHA
NACHA formatted file format

Effective date can be up to one year in  Effective date can be between 2 to 10
the future business days in the future (set by FI)

SEC codes allowed (must be enabled  Any SEC code allowed (even if not

for the business and user): enabled for the business or user)
PPD, CCD,ARC,WEB,TEL, POF, BOC

File is always balanced File may be unbalanced
Prefunding available Prefunding not available
November 2020
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The ACH Pass-Through option allows end users to load and manage NACHA-formatted files that have been
generated outside of Business Banking. When end users load a pass-through ACH file, Business Banking
validates that the format of the records in the file comply with the approved NACHA formats. We will also
validate that the effective date for the file is within 2 business days of today’s date. Once accepted, the file
will be made available to the financial institution or its designated partner for download and further
processing.

Notes:

1. When loading a Pass-Through file, each record in the file can end in a carriage return (Hex ‘OD’),
but each record MUST at least end in a line feed (Hex ‘0A’). Otherwise, the system does not know
how to properly validate and identify fields on each NACHA record because the system is unable
to determine where one records ends and the next begins.

2. To be recognized as NACHA files, the files must use the .ach extension.

3. ACH pass-through files are subject to dollar limits established within Business Banking for pass-
through files.

4. ACH Pass-Through does not support automatic pre-funding. End users and financial institutions
should review pass-through files carefully and only grant this capability to their best
customers/members.

5. If end users are submitting unbalanced files, the originating financial institution must have the
ability to create and submit the settlement entry for the pass-through file. When the pass-through
file is made available in the ACH Queue, the finding account provided by the end user will be
shown to the FI Admin.

6. We will accept any valid SEC codes within pass-through files. Payment type entitlements are not
applied to pass-through files.

Validations

All records
7. Must be no more than 94 characters.
8. If submitted as a balanced file debits must equal credits.
9. If submitted as a balanced file the funding account entry must equal the total of the outgoing
items.

File validations
1. Date and time must be accurate and must be one or two business days from upload date. All
entries must settle on the same date.
First character must be “1”, class codes must be used correctly.
Batch header must follow file header.
File control record must be the final record in the file.
Format codes, file record counts, amounts, and hash totals must be accurate.
File block counts must be accurate.
Immediate destination, file ID modifiers, and immediate origin must be formatted correctly.

NoukswnN
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1. Every batch must have a batch header record and control record.

Service class codes, company entry description, standard entry class codes, amounts, format
codes, record size, blocking factors, and hash totals must be accurate.

Settlement date must be blank.

Company name cannot contain invalid characters.

Company ID must be numeric.

Originator status code must be “1”.

Originator DFI ID must be 8 characters long.

Values in header and trailer must be consistent.

Batch ID must be sequentially numbered.

N

L oo N kW

Entry detail records
1. Addenda records must follow an entry detail record.
Account numbers and individual names cannot contain invalid characters.
Amounts and trace numbers must be numeric.
Transaction codes must be consistent with service class codes.
Prenotes must be zero dollars.
Receiving DFI IDs must be numeric.
Addenda record indicators must be O or 1.
Settlement accounts must be a checking or savings account; i.e. GL accounts are not supported

© NV WN

Upload Errors

Following are error messages that can be generated during the ACH pass-through upload process.
Note: Line <line number>: will be added to all of the error message for each of the sections of the NACHA
file when appropriate

Error Message Explanation Resolution

"First character must be a'1"" The file header record must start with 1 in Make sure a file header is included in the pass-through file.
the first position, and must be the first
record in every NACHA file.

"A record cannot be longer than 94 characters. Each record must be 94 characters long Check the line number included in the error message and
Check Line %d; Record: %s." make sure it's the required length. All records, even those
that are padding the end of the file (all 9's) must be 94
characters long.

"Invalid record type on line %d." The record type is the first digit in each line. Refer to NACHA formatting requirements to make sure the
correct record type is being used on the line specified.

"File could not be processed. Try again later." Digital Insight is unable to process the file. Resubmit the file again. If the same error occurs notify
Digital Insight so we can investigate.

"Unable to move NACHA File in Movelt Service."

"Unable to save NACHA File to Movelt Service."

"Batch Header record should be preceded by a There must be a file header record before a Make sure there is at least one file header record in the file.
File Header record on line %d." batch header record.
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"Entry Detail record should be preceded by a
Batch Header or Entry Detail or Addenda record
on line %d."

Entry records must be placed within a batch
within the NACHA file.

Make sure there is a batch header record before the entry
detail records. A file can contain multiple batch headers and
trailers.

"Entry Detail Addenda record should be
preceded by an Entry Detail record on line %d."

Addenda records must be associated with
an entry detail record.

If including addenda records, they must be associated with
an entry detail record and placed right after the
corresponding entry detail record.

"Batch Control record should be preceded by an
Entry Detail or Addenda record on line %d."

A batch control record (batch trailer) must
follow the last entry detail record in each
batch and provide corresponding
information to the batch header record at
the top of the batch. Entry detail records
must be included within the batch.

Every batch needs a header record, at least one entry detail
record, and a batch control record.

"File Control record should be preceded by a
Batch Control record on line %d."

Every file must have at least one batch,
which is followed by a batch control record.

Make sure each batch header has a corresponding batch
control record.

"File record count is out of balance, total
records: %d. Must only contain blocks of 10
records."

Unless the file being submitted does not
include the offsetting entry to the
settlement account, debits must equal
credits.

If the file is supposed to be balanced, make sure all amounts
are correct. If the file is an unbalanced file, make sure the
box is checked for "unbalanced file" on the pass-through
screen.

"File record count is out of balance, file: %d.
Calculated: %d."

"File debits are out of balance, file: %s.
Calculated: %s."

"File credits are out of balance, file: %s.
Calculated: %s."

"File hash is out of balance, file: %d. Calculated:
%d."

"File batch count is not consistent, file: %d.
Calculated: %d."

"File block count is out of balance, Expecting:
%d blocks."

"Error processing batch: %s."

"File is not balanced: credits: %s are not equal
to debits: %s."

"Count is out of balance for Batch %d. Batch
count on file: %d. Calculated: %d."

"Debits are out of balance for Batch %d. Batch
debits on file: %s. Calculated: %s."

"Credits are out of balance for Batch %d. Batch
debits on file: %s. Calculated: %s."

"Batch %d is not balanced. Credits: %s are not
equal to debits: %s."

"Batch %d hash is out of balance. Batch: %d.
Calculated: %d."

"Batch %d has an invalid header service class
code %d."

"Batch %d has invalid control service class code
%d."

To ensure that a complete file has been
processed and it has not been tampered
with, counts and hash totals are included in
each control record and must match what is
included in the file. These error codes
indicate that the system calculated amounts
do not match what has been included in the
detail or control records.

Review the total provided within the error message with the
system calculated value. Review the details records to
determine the correct value and adjust the values
accordingly. Beware - out of balance error codes indicate
that values in the file have been changed after the file was
generated. If you know that values were changed
intentionally, the calculated values can be inserted in the
file. If the file should not have been changed after it was
generated, regenerate the file from your source systems
and upload that file.

44




ITIZENS

NATIONAL BANK

"Header service class code: %d is not equal to
control service class code: %d for Batch %d."

"Invalid service class code: %s for batch header
%s."

Each header must have the same
corresponding information in its associated
control record. These errors indicate that
the information in the headers and control
records are inconsistent.

Review the service class codes and update with the correct
value.

"Invalid company name: %s for batch header
%s. Must be alphanumeric."

Some special characters are not supported
within NACHA format.

Review the company name field and remove any special
characters.

"Company Id: %s must be numeric for batch
header %s."

"Entry detail record: invalid dfi account number:
%s. Must be alphanumeric."

"Entry detail record: invalid amount: %s. Must
be numeric."

"Entry detail record: invalid individual name: %s.

Must be alphanumeric."

"Entry detail record: invalid trace number: %s.
Must be numeric."

"Batch control %s: invalid service class code:
%s."

"Batch control %s: invalid entry/addenda count:
%s. Must be numeric."

"Batch control %s: invalid entry hash: %s. Must
be numeric."

"Batch control %s: invalid total debit amount:
%s. Must be numeric."

"Batch control %s: invalid total credit amount:
%s. Must be numeric."

Batch control %s: reserved code must be blank.

"File control: invalid batch count: %s. Must be
numeric."

"File control: invalid block count: %s. Must be
numeric."

"File control: invalid entry/addenda count: %s.
Must be numeric."

"File control: invalid entry hash: %s. Must be
numeric."

"File control: invalid total debit: %s. Must be
numeric."

"File control: invalid total credit: %s. Must be
numeric."

"File control: reserved must be blank."

"File Header: Invalid priority code: %s. Must be:
%s."

"File Header: Invalid immediate destination: %s.
Must be preceded by a blank space."

"File Header: Invalid immediate origin: %s. Must
be preceded by a blank space."

NACHA formatting requirements must be
met

Review the indicated field value and make sure it complies
with NACHA format requirements.
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"File Header: Invalid date: %s and time: %s."

"File Header: Invalid file id modifier: %s. Must
be alphanumeric."

"File Header: Invalid file id modifier: %s. Must
be numeric or upper case alpha."

"File Header: Invalid record size: %s. Must be
%s."

"File Header: Invalid blocking factor: %s. Must
be %s."

"File Header: Invalid format code: %s. Must be
%s."

"Invalid standard entry class code: %s for Batch
header %s."

Only SEC codes included in NACHA Rules as
of October 2015 are supported.

Review the indicated SEC code field and correct as
necessary.

"Invalid company entry description: %s for
Batch header %s."

Company entry description is limited to 10
characters

Review and correct as necessary to comply with NACHA
rule.

"Invalid effective entry date: %s for Batch
header %s. It must be one or two business days
from today."

We will only accept pass-through files that
can be processed immediately.

Hold the file and submit no more than 2 days before the
effective date within the file.

"Uploaded file contains more than one effective
date. Please upload a file with the same effective
date for all batches."

"Unable to load business dates."

"Invalid effective entry date: %s for Batch
header %s."

We will only accept pass-through files that
contain entries settling on the same
effective date.

Either create two files for upload or change the effective
dates within the file so they are all the same and are ready
for processing.

"Settlement date must be blank for Batch
header %s."

Settlement date will be completed by the
ACH processor.

The settlement date field must be left blank.

"Invalid originator status code: %s for Batch
header %s. Must be 1."

Originator status code must be "1"

Review the batch header and correct the field.

"Invalid originator DFI id: %s for Batch header
%s. Must be 8 characters long."

DFI ID is the originating financial institution's
routing number without the check digit.

Make sure all end users know the DFI ID they should be
using.

"Invalid batch id for Batch header %s. Must be
in ascending consecutive order."

Each batch is numbered sequentially and
must be in the correct order.

Review the batch sequence and numbering to ensure that it
is accurate.

"Entry detail record: invalid transaction code:
%s for service class code %s."

Service class code determines the type of
transactions that can be included within a
batch - debits only, credits only, or mixed
debits and credits

Service class code 200 allows debit and credit transactions,
code 220 allows only credits, 225 allows only debits. Review
the flagged entry detail record and make sure the
transaction code is consistent with the service class code for
the batch.

"Entry detail record: invalid prenote amount:
%s. Must be zero-dollar."

When a prenote transaction code is used
only zero dollar entries are permitted.

Review the flagged entry and correct as needed.

"Entry detail record: invalid receiving DFI id: %s.
Must be 8 digits."

The first 8 digits of the originating financial
institution's routing number must be in this
field.

"Entry detail record: invalid checking digit: %s.
Must be numeric."

The 9th digit of the routing number

Review and make sure the routing number has been
correctly input.

"Entry detail record: invalid addenda record
indicator: %s. Must be O or 1."

addenda record indicator has an invalid
value

0 indicated there is no addenda record associated with the
entry detail record, 1 indicates there should be an addenda
record immediately following the entry detail record.
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"Batch control %s: invalid company id: %s. Must
be equal to header's company id: %s."

"Batch control %s: invalid originator DFI. Must
match header batch originator DFI: %s."

"Batch control %s: invalid batch id. Must match
header batch number: %s."

The same values must be in the header and
the batch control record

Review header and batch control and correct inconsistent
field values.
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Citizens National Bank, N.A. Business Banking WEB VS. Business Banking

Mobile Application

Business Banking WEB Business Banking Mobile Application

View Accounts,
with Multi TIN
support

Login screen

Login options

MFA options

Internal Transfers

Schedule Transfers

User management

Alerts/notifications

Initiate ACH and
wires, make and
collect payments

Approve ACH,
wires and
templates

ACH Prefund

Yes

Various supported
browsers; Forgot
Password available

Username/password

Call, Text, Email, Tokens

Yes, supported across
multiple TIN’s

Yes, supported across
multiple TIN'’s

Full functionality

Email notifications

Full functionality

Full Functionality

Available

Yes

Access via the app NOT the mobile
phone browser; Forgot Password not
available

Username & password; fingerprint;
face recognition

Phone call, Text

Yes, supported across multiple TIN'’s

Not available

View user details, place/remove holds,
reset password, generate access code,
unlock, approve users

Push notifications

Full functionality

Full Functionality

Available
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Business Banking WEB Business Banking Mobile Application

Bill Pay

Remote Deposit
Capture

Check Positive Pay

Online Statements
Check Reorder
Stop Payment

My Settings

Reports
Import File
Definition

Nickname
Accounts

Locations

Tax Forms

Full Functionality

Desktop Scanner SSO

Register, Exceptions,
History/Search

Yes
Yes
Yes

Full functionality

Yes

Full Functionality

Yes

Not available

Available

Full Functionality

Available

Register, Exceptions

Yes
Not available
Not available

Remember device, Enable Fingerprint/
Touch ID, Push Notifications

Not available

Not available

Not available

Yes

Available
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