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l. ACH Product Overview

Overview

The ACH product is an electronic payment & collection system that creates payment &
collection files that can be processed through the U.S. Automated Clearing House network. The
files created by ACH adhere to the operating rules and standards of the National Automated
Clearing House Association (NACHA).

The ACH product supports a wide range of applications or payment types, such as direct
deposit of payroll, pre-authorized bill payments, cash concentration and disbursement, and tax
payments.

Individual ACH product services allow Corporate Customers to create ACH transactions and
store them in batch files. These batch files can be updated with current information and
forwarded to the bank as frequently as needed.

[I. Permissions Service

Corporate Administrators must complete the following setup tasks before corporate users can
utilize the ACH product:

e Grant permissions to ACH services, companies, transaction types and limits through the
User Admin function
e Use the Permissions Service under ACH Admin to:
- Set approval requirements for ACH batch templates
- Change the Overall limit for a user
- Select afile type for ACH import
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A. Establishing ACH Company, Transaction Types and Limits

Corporate Administrators must complete the following setup tasks before corporate users can
utilize the ACH product. There are additional steps that need to be taken once the user is setup
and permitted ACH.

i. Permit the ACH service to user
The first step is to permit the user the ACH service.
Click on Corporate User in the drop down list

Select the User Admin tab

Select a User from the User list and click on the Services link.

A 0w N PRE

In the User Service Permissions column select ACH to assign all permissions or select
which permissions the user should have.

5. Click submit.

**Please note that all possible ACH services are reflected in this screen shot

User Information User Service Permissions
*User Code (12) I SELECT ALL
*User Password (12) [eeesssses ] I ACH
* Retype User Password (12) |ooooooooo I I~ ACH Batch Activation
= User Mame (40) |tonytestor I ¥ ACH Batch Approval
Address 1 of 2 (40) |195 MARKET STREET | ¥ ACH Batch Maintenance
Address 2 of 2 (40) | I ¥ ACH Exception Report
City (25) |LYNN | I+ acH Farticipant Maintenance
State or Province (25) [MA ] ¥ ACH Report
Fostal Code (20) |U‘1 a01 I ¥ ACH Reversals
Telephone (25) [781-596-4495 | ¥ ACH Template Approval
Fax Mumber (25) [781-506-4461 ] F ACH Totals
* E-Mail {40} |demo@easternbank,com | ¥ ACH User Permissions
* Enable Date (10} I+ ACH Import
= User Type Im ¥ ACH Import
* Contact Name (40) |tonytestor I ¥ AcH Map Definition

iV | ACH Pass-Thru
I~ ACH Pass-thru Report
M ACH PassThru

I ACH PT Approval

il. Permit the user to ACH companies

If still on the User Admin page, click the Permissions link otherwise:
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Click on Corporate User in the drop down list

Select the User Admin tab

Select a User from the User list and click on the Permissions link.
Click the box for the ACH companies to be assigned to the user.
Select the transaction types the user should have.

The Select All button can be selected to enable all transaction types.
Click submit

No o wbdhRE

User ACH Permissions Select All

ACH Companies Transaction Types

¥ Eastern Demo V¥ cCD wiAddenda, Credits
¥ CCD wiAddenda, Debits
v cco wiAddenda, Mixed Credits and Debits
¥ CCD, Credits
¥ CCD, Debits
v CCD, Mixed Credits and Debits
¥ PPD wikddenda, Credits
¥ PPD wikddenda, Debits
¥ PPD wiAddenda, Mixed Credits and Debits
¥ PPD, Credits
¥ PPD, Debits
v PPD, Mixed Credits and Dehits
¥ WEB wiAddenda, Debits

| Cancel || Reset | ‘ Submit |

iii. Establish Limits

If still on the User Admin page, click the Limits link otherwise:
1. Click on Corporate User in the drop down list
2. Select the User Admin tab
3. Click the Limits link to assign limits to users.
4

Choose to keep the default amounts as they are or enter the dollar amount the user is
limited to for each applicable category.

5. Click Submit.

ACH Baich Limits

ACH Company Transaction Type Maintenance/Txn Maintenance/Batch  AcfivationTxn Activation/Batch ApprovalTxn

CCD w/Addenda,
Eastern Demo Mired Credits and | [99,992,099.09 | 0009000900 | [92999,99999 | ([o999000003 | ([00,999.999.99 | |[o0. 009009

Debits

CCD, Mixed Credits
and Debits

PPD wiAddenda,
Eastern Demo Mired Creditsand | [99,992,099.09 | (09009000900 | [92999.999.99  |[o09200000s | ([09,999.999.99 | |[o0. 2009029
Debits
PPD, Mixed Credits
and Debits

Eastern Demo 0999999999 | [09990.99.99 | (9999999999 | |[09.999.929.93  |[a9,099,999.99 | [09,999,999.9

Eastern Demo [99,999,999.99 | [oa,993,999.99 | [o2,999,999.99 | [o8,999,999.99 | [99,999,929.99 | 09,999,923.9

**Corporate Administrators will use the ACH Admin Permissions service to set up additional
requirements and approvals if applicable.
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Eastern TreasuryConnect®

B. ACH Admin Permissions

The ACH Admin service allows Corporate Administrator to set other Permissions within ACH.

To set batch template approval requirements (optional):

The Batch Template service allows Corporate Administrator to require batch add, change and

d

elete requests to be approved before they can be used with other ACH services. Batch

Template permissions are set for each user under the Permissions tab.

1.
2.

Select the ACH Admin group and click the Permissions tab

On the Permissions Selection page, select the user for which you want to set limits from the
Users list.

Select the company from the Assigned Companies list and click Transaction Types
Select an Assigned Transaction Type and click Template Approval Options

238158 Users

Karen- Karen Carbone

[ Customer ACH Settings ]

Karen - 1043067724 Template Approval Options

mm Same User Allowed|Same User Required | Different User Required|

Sametor o] o | 0| [ . |
PPDCO PPD, Credits (& o) o) o)

[ Submit ] [ Choose Company ID ]

5. On the Template Approval Options Page, chose one of the following options for the

transaction type or “Same for all Transaction Types”:

e None (default)

e Same User Allowed (Batch add/change/delete requests by this user can be approved
by this user or a different user)

e Same User Required (Batch add/change/delete requests by this user must be approved
by the same user under the Batch Template Approval tab)

o Different User Required (Batch add/change/delete requests by this user must be
approved by a different user under the Batch Template Approval tab)

6. Click Submit

ii. User Overall Limits (Optional)

Allows the Corporate Administrator to set overall activation limits to be applied to all batches
activated by the selected user, for the same effective entry date.
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1. Select the ACH Admin group and click the Permissions tab

2. On the Permissions Selection page, select the user for which you want to set limits from the
Users list.

3. Click User Overall Limits from the Permissions Selection Page.
4. Change the limits and click Submit

Eastern TreasuryConnect®
[ACH Admin - M moot [l Behitah fParticiparts t lpermisi
ACH User's Overall Limits Page

EAS0430 - EASTERN NEW DEMO CUSTOMER Requested: 2/8/10 at 12:20:00 PM EST

ADMINS - MELISSA NATHAN
Batch Activation | Batch Approval
$ Limit/Batch $ Limit/Batch

* Limits for All Companies and Transaction Types Combined: 399999999999 | (2999999399 92 |

Maximum Limit:  10000.00 10000.00
Customer Overall Limit: 9999999999.99 9999999999.99

‘ Submit | | Clear| | Cancel ‘

iii. User Settings (Optional)

ACH User Settings is for ACH Import Service Only. This setting determines the type of file the
selected user will import.

1. Select the ACH Admin group and click the Permissions tab

2. On the Permissions Selection page, select the user for which you want to set limits from the
Users list.

3. Click ACH User Settings from the Permissions Selection Page.
4. Change the import type and click Submit

ACH Admin A | ACH acH Wap ooyl Template

Appro

Definition

ACH User Settings
EAS0430 - EASTERMN NEW  Requested: 2/8/10 at 1:29:23 PM
DEMO CUSTOMER EST

ADMING - MELISSA NATHAN

Import Type |Repetitive Only ;I

Submit | | Cancel
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[1l. Batches Service

Use the ACH Batch Maintenance service to add, copy, and manage batch templates for ACH
Companies. Batch templates serve as models for the transactions to activate. After you define
batch templates, you can use them on an ongoing basis by either using them exactly as they
are or changing them as needed. Any changes you make to a batch template using the Batch
Maintenance service are permanent.

A. Adding a Batch

To add a batch:
1. Select the ACH Admin group and click the Batches tab.

Batch Selection

searcn _________[H—
Available Companies:
1043067724 - Eastern Bank Dem || Company: 1043067724 — Eastern Bank Dem ACH Baiches
" R Template
Filter By Batch Code:
ey alCocs Batch Name State Details| Edit | Copy | Delete| Entries
| ]
Filter By Batch Name: 122007 G testrecurring Approved ESY E M B =
| | FPayroll 1 Weekly Payrall Approved @ @’ r_ﬁﬁ E’ @
PayTax1 Payroll Taxes - Customer  Approved B E e E’ =

2. On the Batch Selection page, select the company for which you want to add a batch from
the Available Companies list and click Add a Batch to display the Add a Batch page.

Add a Batch

Add a Recurring Payment
Add a Batch to Company: 1043067724 — Eastern Bank Dem

*Batch MName (25} | |

*Transaction Type: | select 3 Transaction Type |}
*Entry Description (10} |:|
*Offset Account: [Not Applicable .
DiscretionanData 2oy [ |
[[AddBatch | [ciear | [ cancel |

On the Add a Batch page, enter a unique Batch Code and Batch Name.
Select a transaction type from the Transaction Type list box.

In the Entry Description field, enter the description for the batch.

From the Offset Account list, select an offset account for the batch.

Optional. In the Discretionary Data field, enter descriptive information to describe the
batch.

8. Optional. To add a Recurring Payment, click the Add a Recurring Payment button (see
Adding Recurring Payments section of this manual for further instructions).

9. Select the Add Batch button
10. A confirmation message displays.

No o
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B. Copying a Batch

This service allows you to create a new batch template by copying an existing batch.

To copy a batch:

1. Select the ACH Admin group and click the Batches tab.
2. On the Batch Selection page, select the company for which you want to add a batch from

the Available Companies list and click the Copy icon ™
Copy Batch

Copy Batch to Company: 1043067724 -- Eastern Bank Dem Transaction Summary
*Batch Code {121 :l Total Debits: {0 $0.00

*Bateh Name (28). [Weekly Payral I Total Credits: [¢3)  $3.00

X Total Prenotes: 0
Transaction Type: PPDCO

“Eniy Deserpion (10,

*Offset Account: |SDD

- Eastern Bank Demo (USD)

=

Total Zero Dollar State: 0
Total Frozen:m §0.00
Total Zero Amount Active: 0

Create Prenote: [
Disable Batch: [

| Copy Batch | |Reset| |Cancel |

3. On the Copy Batch page, enter a new Batch Code, verify the information and click Add
Batch to display the Batch Selection page with the copied batch.

C. Changing a Batch

To change a batch:
1. Selectthe ACH Admin group and click the Batches tab.

2. Onthe Batch Selection page, select an Available Company and click the Edit icon F

*Offset Account |E,gg

Discretionary Data (20) |:|

- Eastern Bank Demo (USD)

Create Prenote

Disahle Batch

r
-

| [reset | [ cancer |

=

Edit Batch
Edit Batch in Company: 1043067724 - Eastern Bank Dem Transaction Summary
Batch Code: Payroll 1 Total Dehbits: gdBY  §0.00
*Batch Mame (25). [weekly Payrall | Total Credits: &3 $3.00
Transaction Type: PPOCO Total Prenotes: 0
*Entry Deseription (10) Total Zero Dallar State: 0
Tatal Frozen: [(1)] $0.00

Total Zero Amount Active: 0

| Submit Changes

On the Edit Batch page, you can change any field except the Batch Code and Transaction Type
field. Click Submit Changes to update the batch information.

10
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D. Deleting a Batch

To Delete a Batch:

1. Select the ACH Admin group and click the Batches tab.
2. On the Batch Selection page, select an Available Company and click the Delete icon & on the
same line as the batch you want to delete

Delete Batch

Delete Batch in Company: 1043067724 -- Eastern Bank Dem Transaction Summary

Batch Code: Payrall 1 Total Dehits: §U))  $0.00

Batch Mame: Weekly Payroll Total Credits: &) $3.00
Transaction Type: PFDCO Tatal Prenotes: 0
Entry Description: payroll Total Zera Dollar State: 0

Offset Creation Level. Batch Total Frozen: m $0.00
COffset Account. 600 - Eastern Bank Demao{USD) Total Zero Amount Active: 0

Discretionary Data

Delete Batch | Cancel

3. On the Delete Batch page, you can verify the information and click Delete Batch to delete
the batch.

E. Displaying a Batch

To Display a Batch:

1. Select the ACH Admin group and click the Batches tab.

2. Onthe Batch Selection page, select an Available Company and click the Details icon EX on the
same line as the batch you want to display

Batch Detail

Customer: 238156 - Eastern Bank Demo
Company: 1043067724 -- Eastern Bank Dem

Batch: Payroll | - Weekly Fayroll (PFDCO)
aen s action Summary
Transactlon Type: FROWCO Total Deblts: Wiy} §0.00
Entry Description: payroll Total Credits: [[qh)  $1.00
Offset Creation Level: Batch Total Prenotes: 0
Offoct Account: 600 Eastzrn Bank Demo{S0) Total Zero Dollar State: 0
Discretionary Data: Total Frozer: [I00]  $0.00

Total Zero Amount Active: 0

Search Iransaction kEniries

Filter By: From: To: Sort By: Display Preferences:

IND Filter ;I | | | ||Name ;I |25 Entries per page;l
| Display Entrics | | Sawve Scarch Scttings |

Transactlon Entries

Batch: Payroll 1 - Weekly Payroll (PPDCO)

CreditfDebit ID Number Amount| Disc
1 Credit John Smith 4444444 011301798 9999999 Checking $1.00 Active

Return to Batch Selection Page | | Print this Page

3. On the Batch Detail page, you can view and print batch and transaction entry detail.

11
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F. Adding, Deleting, Editing & Filtering Entries in a Batch

Batch templates can contain a large number of entries. When you work with a batch template
that contains many entries, it is recommended that you:

Frequently click Update Batch to save your work, or

Limit your display to 10 to 25 entries per page. When you click Next Page or Previous
Page to display the next group of entries, the system temporarily saves your changes.

You must click Update Batch to save your changes to the database. The Display field
in the Filter Section allows you to limit the number of entries that appear on the page.

To add entries to a batch:
1. Selectthe ACH Admin group and click the Batches tab.

2. On the Batch Selection page, select an Available Company and click the Entries icon @on the

same line as the batch to which you want to add delete entries.

Entry Maintenance

Customer: 238156 - Eastern Bank Demo

Company: 1043067724 -- Eastern Bank Dem

Batch: payment - ¢ed (CCD+CO)

Dffset Account: GOD - Eastern Bank Demo 2(USD)

=. Add Transaction Entry

* Type! Credits Only Create Prenote: [~

*Mame (22 [ ] Disc. Data (2) |
* |0 Mumber (15 |:|
= Account Mumber (17); |:|
* Bank ABA (91 |:|

* Account Type: |Checking =l

R —
*Addenda Input Screen: ISeIect Addenda Input Screen =
Addendum: Add Addenda

Add EntrytoBatch | [ Clear |

3. Onthe Entry Maintenance Page, enter the following information:

Name (name of participant)

ID Number

Account Number

Bank ABA (9-digit routing transit number)

Account Type (select from list)

Amount

Addenda Input Screen: Select an addenda input screen from the list
Optional. Click Create Prenote to add the entry as a prenotifcation entry
Optional. In the Disc. Data field, enter discretionary data

Optional. Click Add Addenda if you want to associate an addenda with the entry you are
adding to the batch. The system displays the Addenda Input screen in a popup window.

12
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4. Click Add Entry to Batch to add the entry to the specified batch and display the Batch Selection
page with the entries you added. You will see a confirmation message display that the participant

has been added to the batch.

5. Continue adding entries or click the Return to Batch Selection Page button.

To delete entries from a batch:

1. Select the ACH Admin group and click the Batches tab.

2. On the Batch Selection page, select an Available Company and click the Entries icon &= on the

same line as the batch to which you want to delete entries.

Transaction Entries

Batch: Payroll 1 - Weekly Payroll (PPDCO)

Select &l

CreditrDebit
[mfl Credit
M2 Credit

Edit Selected

John Smith
SueWinter

Delete Selected

Updste Amounts Only — Zero Al Amourts  Freeze Al

ID Number
0980808

9304987878

Amount| Disc

011301748 49899994 Checking F100.00 Active

011301798 999999599949 Checking 20000 Active

3. On the Entry Maintenance page, in the Transaction Entries section, choose one of the following

options:

e Click the check box in the Entry column for each entry you want to delete.
e Click Select All to delete all entries in the selected batch.

4. Click Delete Selected to remove entries from the batch.

13
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To edit entries in a batch:

1. Select the ACH Admin group and click the Batches tab.

2. On the Batch Selection page, select an Available Company and click the Entries icon on the same

line as the batch to which you want to edit entries.

Transaction Entries

Batch: Payroll 1 - Weekly Payroll (PPDCO)

Select &l Updste Amounts Only — Zero Al Amourts  Freeze Al

Credit‘Debit ID Number
1 Credit John Smith 09a0308 011301748
M2 Credit Sue winter 980987878 011301798

Delete Selected

Edit Selected

49899994
999999599949

Checking

Checking

Amount| Disc

F100.00 Active
$200.00 Active

3. On the Entry Maintenance page, in the Transaction Entries section, choose one of the following

options:

¢ Click the check box in the Entry column for each entry you want to edit.

o Click Select All to edit all entries in the selected batch.

o Click Edit Selected to view the Edit Entries page

Alternatively, you may:

e Click Update Amounts Only to make changes only in amount fields for all entries in the batch.
¢ Click Zero All Amounts to set amount fields for batch entries displayed on the page to zero

(0.00) so you can make changes.

e Click Freeze All to change the Status of all batch entries displayed on the page to Frozen.

Edit Entries

Customer: 238156 - Eastern Bank Demo

Company: 1043067724 -- Eastern Bank Dem

Batch: Payroll 1 - Weekly Payroll (PPDCO)

Dffset Account: 60D - Eastern Bank Demo(US$D)

Transaction Entries

Batch: Payroll 1 - Weekly Payroll (PPDCO)

Zero All &mounts  Freeze Al

‘ Highlighted Entries have not been activated in the last 120 days. ‘

‘ Save Changes | ‘ Reset | ‘ Return to Entry Maintenance Page

Eniry | CredifDebit| Name ID Number Bank Account Type Amouni| Disc| State
1 Cradit [fahn Srnith | [0980808 | [011301798] [99999939 | [checking =] wo0.00] [ ] [active =]
2 Cradit [Eue winter | [s80987878 | [011301798] [99999933999 | [checking =] zo0.00] [ ] [active =]
Batch Totals
Debits: BRI $0.00 Zerg Dallar State: 0
Credits: (A0 $300.00 Frozen: [N s0.00
Frenotes: 0 Zero Amaunt Active: 0




@Eastern Bank

4. On the Edit Entries page, make changes to batch entries displayed and click Save Changes. You
will see the following message:

Microsoft Internet Explorer |
? | Changes on this page are tempaoratily being saved, you must dick the update batch button on the entry maintenance
\—:/ page ko save wour changes permanently.
oK I Cancel |

Click OK to return to the Entry Maintenance page. To permanently save the changes you made to
the batch template, you must click the Update Batch Button.

To filter entries in a batch:
1. Selectthe ACH Admin group and click the Batches tab.

2. On the Batch Selection page, select an Available Company and click the Entries icon &= on the
same line as the batch to which you want to filter entries.

Search Transaction Entries

Filter By: From: To: Sort By: Display Preferences:
[ Mo Filter = | ] [ | BT | |- Erirics per page <
| Display Entries | | Save Search Settings |

3. On the Entries Maintenance Page, in the Search Transaction section, select one of the following
options:
e Transaction entries filtered, select it from the Filter By list box and click Display Entries
e Transaction entries sorted, select it from the Sort By list box and click Display Entries
e Optional. To save the search criteria entered on this page, click Save Search Settings

G. Adding Recurring Payments

Corporate users can create recurring payment instructions for ACH payments to be made
repeatedly. When you add an ACH batch, you specify the frequencies of the payments and
days of the month the payments should be processed. The system automatically activates
batches you add with recurring instructions based on the frequency, days and times you specify.
They are activated before the Effective Entry Date associated with the batch. Batches with a
locked or disabled status are not automatically activated.

All approval requirements defined for ACH batches apply to recurring payment instructions.
Recurring payments are identified in the ACH Services group by the Al icon.

To add recurring payment instructions to a batch:

1. Selectthe ACH Admin group and click the Batches tab.

2. On the Batch Selection page, from the Available Companies list, select the company for which you
want to add a batch and click Add a Batch.
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Add a Batch

Add a Recurring Payment

Add a Batch to Company: 1043067724 — Eastern Bank Dem

*Batch Marne (25} \ |

*Transaction Type: | Select a Transaction Type i)
*Entry Description (10} :l
* Offset Account: | Not Applicable ™
DiscrefionayData(20x [
[ AddBaich | [Clear | [ cancel |

3. Complete the fields as noted the Adding a Batch section and click the Add a Recurring Payment

button.
E Establish a Recurring Payment
Initiation Criteria
* Start Date (10): &

*Activation Time: [10:20 [+ |epT

Recurrence Patiern

Daily Payment will occur on all business days at the specified Activation Time.

Weekly

Monthly

OO0 0@

Yearly

[ AddBatch | [Clear | [ cancel |

4. Inthe Establish a Recurring Payment section:

¢ Inthe Start Date field, enter the date you want the system to use as the first effective entry
date for the recurring payment.

¢ Inthe Activation Time field, select from the list the time you want the system to activate the
recurring payment.

e Under Recurrence Pattern, select the frequency with which you want the system to process
the recurring payment. A description of the frequency you choose displays in the right-hand
frame.

o Conditional. If you select a frequency for a recurring payment other than Daily, the system
displays the Back Dated or Future Dated field to indicated whether payments can be back
dated or future dated if a batch effective entry date is a holiday or other non-business day.

5. Click the Add Batch button.
6. To add entries to the recurring payment batch, click the Entries icon from the Batch Selection page

(see Section F).

7. To edit recurring payment, click the Edit icon from the Batch Selection page and click the Add a

Recurring Payment button.
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I\VV. Participants Service

The Participant Maintenance Service allows the Corporate User to change data associated with
ACH Participants or delete the participant’s record, which in turn makes the change in all
batches containing that participant.

A. Maintaining Participants

To maintain participants:

1. Select ACH Admin group from drop down menu

2. Select the Participants tab to access the Participants Entry Page
3. Select the Company from the Company List box
4

Select the Participant from the Participant List box or enter a Participant Code or partial
Participant Name and select the Find/Refresh button. The Participant Data Page is pre-
filled with information from the database

5. Make the necessary changes to the field entries.

Note: Changes made in the Participants service are permanent changes to the batch template(s). If an
individual’s payment needs to be divided between checking and savings accounts, make sure the
individual ID is unique for each payment

233140 Conyranies 238156 - Zasern Bank Dem ACH Pamicipants
BTN |

10432067724 - Easterr Bank Dem
1043067724 - Easterr Bank Dem 144444 Toot Poroon

[l

=
Batch: pmil - Weetly Payvrll (FRO Credits)
Entry CreditiDebit Name 1D Number Bank Account Type Amount Disc. State Last Active Delete
1 Cradit Test Person |4444H |[|113E|1?E|E 11N IChEck\ng 'l 0.0 IA:tlve x| Jul-7, =007 [l

Submit Chaages | Reset | Delte Parficipant 444444 |

6. Select the Submit Changes button to change the participant's information.
7. Select Delete Participant to delete the participant entry.
8. Click Delete Participant Serial Number and all Entries to delete the selected participant.

V. ACH Batch Activation Service

The Activation Service allows Corporate User to update entries and activate ACH batches.
Once a batch has been activated, another User or the same User will be required to approve it
before it is sent to the bank. The approval function occurs through the ACH Batch Approval
service.
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A. Viewing Batches Available for Activation:

Batch Activation Selection

Available Batches

duallatiglcompanies: Mumber of ACH batches avallahle for acth 4 o @

To edit a hatch or remove the Updated Status, click the "Edit" icon heside the
desired batch.
To activate hatches, select the desired batchies) then click "Activate Sefected".

1043067724 - Eastern Bank Dem

Display Batches
Filter By Batch Code:
Filter By Batch Hame:
[ Resuits | Select Al Batches
Company: 1043067724 - Eastern Bank Dem
Select 1043067724 Balches
r *Effective Entry Date: = Totsl Debits: MUN ~ $0.00 Details: 4
cedpay - childsuppart Descriptive Date: I:l Total Cred\ts:m $0.00 Edit &
Transaction Type: CCD+CO
r ~Effective Eniry Date: [03/20/2008 | [ TotaIDeb\ts:m §0.00 Details: Bk
Fed Tax - Federal Tax
Payment Examp Descriptive Date: [ | Total Cred\ts:m $0.00 Ed: B
Transaction Type: CCD+CO
r *Effective Entry Date: [03/20/2008 | [ TotalDemts:m $0.00 Details:  E\
MA Tax3 - State Tax ; ;
Paymenis Descriptive Date: |:| Total Credits: m $0.00 Edit: @'
Transaction Type: CCD+CO
r *Effective Ertry Date: [03/z0/2008 | [ TotalDemts:m §0.00 Details: B\
Payrall 1 - Weekly
Payroll Descriptive Dates | Total Cred\ts: §50000  Edit B

Transaction Type: PPDCO

[ Activate Selected | [ Reset |

1. Select the ACH group and click the ACH Batch Activation tab.
2. On the Batch Activation Selection page, choose one of the following options. To display:
e Batches ready for activation for all companies to which you are permitted, accept the
default All Companies setting and click Display Batches
o Batches ready for activation for a specific ACH company, select the company in the
Available Companies list and click Display Batches
o A specific batch code, select a company, enter the batch code in the Filter By Batch Code
field, and click Search
e A specific batch name, select a company, enter the batch name in the Filter By Batch
Name field, and click Search.

The Available Batches section displays batches ready for activation that meet the criteria
you selected. Batches are grouped by Company Code, in ascending order and sorted by
Batch Code, in ascending order. Use the Shift key to select multiple contiguous companies,
and use the Ctrl key to select multiple non-contiguous companies.

18



@Eastern Bank

B. Changing the Effective Entry Date:

When you access the Batch Activation Selection page, the system calculates the default
effective entry date for each available batch. The system calculates this date in compliance with
NACHA standards. The effective entry date is the date that the bank posts all entries in the
batch to customer accounts.

You may change the effective entry date prior to activating the batch by typing over the default
date or using the calendar icon, however, the date cannot be earlier than the system default
date.

C. Activating an ACH Batch:

1. Select the ACH group and click the ACH Batch Activation tab.

On the Batch Activation Selection page, select a batch for activation. The system displays
batches ready for activation that meet the criteria you selected in the Available Batches
section.

3. Choose one of the following:

e Toindividually select batches for activation, click the check box in the Batch column for
each batch and click Activate Selected

e To select all batches for activation, click Select All and Activate Selected.
4. The system activates the batches and displays a confirmation popup message.

D. Viewing Details for an active ACH Batch:

1. Select the ACH group and click the ACH Batch Activation tab.

2. Click Details Es} on the same line as the batch for which you want to view details. The
system displays the Batch Detail page with entries for the batch displayed in the
Transaction Entries section.

3. Optional. To print a copy of the Batch Detail page displayed for your records, click Print this
Page.

4. Review transaction entries for the selected batch, clicking Previous and Next to move
among pages and display them.

5. Click Return to Batch Activation Selection Page to display that page.
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E. Adding Entries from an active ACH Batch:

1. Select the ACH group and click the ACH Batch Activation tab.

2. Click Edit @on the same line as the batch for which you want to add entries.

Entry Maintenance

Customer: 238156 - Eastem Dank Demo
Company: 1043067724 —- Eastern Bank Dem
Datch: Payroll 1 - Weekly Payroll (FFDCO)
Offset Account: BOD - Eastern Bank Demo(USD)

=_ Add Transaction Entry

= Type: Credits Only Create Prenote: [~
Ll — oisc. Data ) [

* 1D Murmber £15): :l
= account Mumber (17) l:l
*BankaBAC: ]
= Account Type IW[
= frnount ¢11): :l

| Add Entry to This Activation Only | | Add Entry to Batch | | Clear |

3. On the Entry Maintenance page, expand the Add Transaction Entry section to enter the
participant information. Then choose whether you want to add the entries:

o for the current activation only, click Add Entry to this Activation Only
o to the batch permanently, click Add Entry to Batch.

The system updates the batch information and displays the new entries in the Transaction
Entries section.

Note: To add entries to a batch template and discard changes made to an activated batch,
click Remove Activation Changes on this page.

F. Deleting Entries from an active ACH Batch:

1. Select the ACH group and click the ACH Batch Activation tab.

2. Click Edit @on the same line as the batch for which you want to delete entries.

Batch: Payroll 1 - Weekly Payroll (PPDCO)

Select &l Update Amountz oy Zero Al Amounts  Freeze Al

CredityDebit ID Number Amount| Disc
[mf Credit Jahn Smith 0980a08 011301798 99599959 Checking 10000 Active

r 2 Credit Sue Winter 9809878748 011301748 99899999999 Checking 20000 Active

Edit Selected Delete Selected
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On the Entry Maintenance page in the Transaction Entries section, choose one of the
following options:

e Click the check box in the Entry column for each entry you want to delete and click Delete
Selected

o Click Select All and Delete Selected to delete all entries in the batch.

NOTE: The system permanently saves your changes. Transaction entries are deleted
from the database. The system deletes the entries from the batch template and activation if
the batch is in Updated status.

Changing Entries in an active ACH Batch:

Select the ACH group and click the ACH Batch Activation tab.

Click Edit @on the same line as the batch for which you want to edit entries.

Transaction Entries

Batch: pmt1 - Weekly Payroll (PPDCO)

" 0ffset Account IEDD - Eastern Bank Demo (LSO =

Select Al Upclate Amourts On: Zero AllAmourts  Freeze &l

Credit’Debit ID Humber Amount| Disc
[ Zredit John Srnith 9080808 011301798 (099¢9999399999 Chec<ing $1.00 Active
02 Credit Test Parsar 444444 011301788 mn Checsing $0.00 Active

Edit Selected Jelete Selectad |

Debits: $00o0 Zera Dollar State: 0

creans: [0 10U rrozen: TN su.uv

Prenotes: 0 Zero Amount Active: 1
| Highghted Entries have not been activated in the Jast 120 days.

‘ Save Changes to 1 s Activation Onty | Remove Activalion Changes | ‘ Update Batch

| Reset Paye | | Return to Batch Selection Page |

On the Entry Maintenance page, in the Transaction Entries section, choose one of the
following options:

e Click the check box in the Entry column for each entry you want to edit.

e Click Select All to edit all entries in the selected batch.

e Click Edit Selected to view the Edit Entries page

Alternatively, you may:

e Click Update Amounts Only to make changes only in amount fields for all entries in the
batch.

e Click Zero All Amounts to set amount fields for batch entries displayed on the page to
zero (0.00) so you can make changes.

e Click Freeze All to change the Status of all batch entries displayed on the page to Frozen.
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4. On the Edit Entries page, make changes to batch entries displayed and click Save Changes. You
will see the following message:

Microsoft Internet Explorer x|

P Changes on this page are temporarily being saved,
\_‘/ wou must click the Save Changes to This Activation Only button
or the Update Batch button on the Entry Maintenance page
ta complete the changes.

oK | Cancel |

Click OK to return to the Entry Maintenance page. You must choose either Save Changes to This
Activation Only or Update Batch button to complete the changes.

VI. ACH Batch Approval Service

The Approval Service is a security feature that allows Corporate Users to approve an activated
ACH batch that requires approval before it is sent to the bank.

A. Approving a Batch

Note: To access the ACH Batch Approval tab, you must enter a valid SecurelD.

/} Challenge - Microsoft Internet 1Ol x|

SecurID Login

Please enter SecurID Passcode.

Passcode ||

Clear |

Once a valid SecurlD has been accepted, you will see the Batch Approval Selection screen:
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Batch Approval Selection

Activated Baiches

of ACH requiring approval: T
To approve batches, sefect the desired batchtes) and click "Approve Sefected'.
To send a balch back for maintenarice, sefect the desired batchifes) and click "Refect Sefected”.
Highlighted Batchfes) have an invalid Effective Entry Date and must be corrected o approve.

Select Al Betches
Company: 1043067724 - Eastern Bank Dem

Select 1043067724 Batches

Batch

— *Effectiva Entry Date: [0a/zo/zooa | [FH] Total Debits: (RN $0.00  Details:  Eoy
Rmtl - Weekly Payroll Activated: 031852008 1:57:21 PM Total Credits: | Gh) §1.00 Delete: B
Transaction Type: PRDCO customer Trace oooz99
| Approve Selected | | Reject Selected | | Reset |

To Approve a Batch:

1. Select the ACH group and click the ACH Batch Approval tab to display the Batch Approval
Selection page with activated ACH batches needing approval.

2. Choose one of the following options:

e To approve individual batches, click the check box in the Batch column for the batch you
want to approve, then click Approve Selected.

o To approve all batches, click Select All and click Approve Selected.

The system displays an approval confirmation page.

B. Rejecting a Batch:

1. Select the ACH group and click the ACH Batch Approval tab to display the Batch Approval
Selection page with activated ACH batches needing rejection.

2. Choose one of the following options:
e To reject individual batches, click the check boxes in the Batch column on the same row
as the batch you want to reject, then click Reject Selected.

o To reject all batches, click Select All and click Reject Selected.

The system resets the batch back to an updated state in activation with all updates saved and
displays a batch rejection confirmation popup message.
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C. Deleting a Batch:

1. Select the ACH group and click the ACH Batch Approval tab to display the Batch Approval
Selection page with activated ACH batches needing deletion.

2. Click Delete @ on the same row as the batch you want to delete from the system.
3. Click OK on the delete confirmation popup message.

When you delete a batch, the system adjusts the following amounts:

o Daily Entry Limits for the last activating user by subtracting the amount of the batch from
the user's Overall Activation limit for the effective entry day totals

o Daily Entry Limits for the effective entry day totals by subtracting the amount of the batch
from the Customer's Overall Activation limit or the Company Overall Activation limit,
depending on which one applies to the batch

Transaction type limits by user and effective entry date.

D. Canceling an Approved Batch

To cancel a batch that has already been approved, refer to ACH Reports Service of this manual.
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VI. ACH Batch Template Approval Service

Use the Template Approval service to approve ACH batch templates. After you view batch
template details, you can choose to approve or reject the template itself.

Template Approval Options are set up for individual users under the Permissions tab (see
Permissions section of this manual). The Batch Template Approval service is granted to users
under the Corporate User Permissions tab.

If you approve a batch template that requires approval, the batch template is then available for
use with other ACH services. If you reject a batch template that requires approval, it is in the
rejected state and is available for use only in the ACH Batches service.

Template Approval Selection

Available Companies:
1043067724 - Eastern Bank Dem ||

Number of new ACH batch templates avaifable for your approval: 1
Number of updared ACH batch templates available for your approval: 0

Display Batches Number of deleted ACH batch remplates available for your approval: 0

Filter By Batch Code:

To Approve, sefect one or more batch templates and click "Approve Selected”
To Reject, select one or more batch templates and click "Reject Selected”

Filter By Batch Name:

 Results |

Company: 1043067724 - Eastern Bank Dem

Select All

] [ — *CompanyID:| 1043067724 Total Debits: (OJN  50.00  Details: [,
peer Alowed Transaction Type: PPDCO Total Credits: [ bl $1.00
xample

Last Modified by: scrage

| Approve Selected | | Reject Selected | | Resetl

A. Viewing Batch Templates Requiring Approval

1. Select the ACH Admin group and click the Template Approval tab.

2. Onthe Template Approval Selection page, choose one of the following options to display
batch templates ready for approval:

e For all companies to which you are permitted, accept the default All Companies setting
and click Display Batches

e For a specific ACH company, select the company in the Available Companies list and
click Display Batches

e For a specific batch code, select a company, enter the batch code in the Filter by Batch
Code field, and click Search

e For a specific batch name, select a company, enter the batch name in the Filter by
Batch Name field, and click Search
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The Available Batches section displays batch templates ready for approval that meet the criteria
you selected. Templates are grouped by Company ID, in ascending order and sorted by Batch
Code, in ascending order. Use the Shift key to select multiple contiguous companies, and use
the Ctrl key to select multiple non-contiguous companies.

3. Click the magnifying glass icon in the Details column on the same line as the template you
want to review to display the Template Approval Details page.

B. Approving or Rejecting a Batch Template

1.
2.

Select the ACH Admin group and click the Template Approval tab.

On the Template Approval Selection page, select a template for approval. The system
displays templates ready for approval that meet the criteria you selected in the Available
Batches section.

To approve templates, choose one of the following:

o To individually select templates for approval, click the check box in the Batch column
for each template and click Approve Selected

e To select all templates for approval, click Select All and Approve Selected
To reject templates, choose one of the following:

e To individually select templates for rejection, click the check box in the Batch column
for each template and click Reject Selected

o To select all templates for rejection, click Select All and Reject Selected.

The system approves or rejects the templates and displays a confirmation popup message.
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XIl. ACH Map Definition Service

This service is used by Corporate Users to create maps to identify the format of files they want
to import. The system accepts Delimited and Fixed maps, in addition to the NACHA format.
Each map will allow the user to add new records or update existing records within a batch
template, depending on the process mode selected at the time the file is imported.

Import Maps
Resulis ‘ Add a Delimited Map | Add a Fixed Map |
Filter by Map Code:
Customer: Eastern Bank Demo
Filter by Map Mame: CodefMap | Name Format Import Type Details| Edit Delete []
MACHA Standard U5 Standard - Create  Repetitive and
Filter by Map Format: ACH anly Mon-Repetitive
|x1‘«LL vl MACHA- Stdl)l. 8 ACH- Standard - Create  Repetitive and
Zero Zero Amts only Mon-Repetitive
w Delimited- Add | Repetitive and
[ Search | UIPPDCOL Metavantefie o 1 o Non Repetitive Esy B B
Drelimited - Add, Repetitive and
FFDEELL FFDEELL Lipdate and Delete  MWon-Repetitive li @ E?

A. Adding a Delimited Map Definition

To add a delimited map definition:

1. Select the ACH Admin group and click the ACH Map Definition tab.
2. On the Import Maps page, click Add a Delimited Map.

Acdd a Map

Customer: 238156 - Eastern Bank Demo

Reminder: Batches must be created hefore Delimited and Fixed Map Definitions can he used to import a fife. ‘

Import File Map Definition
Delimited File Map

*Map Code (17) :l Skip First Header Record: [~
“WapMamewm: [ ] Sttin Guotes () around fields: [
hap Type: System will assign Load Zern to Amount Fields: | [©
Import Tepe: |Repet\tive and NDn—Repetiti\j Delete Unmatched Batch Template Records: [0
Delimiter: [, =] Allow Partial File Import [~

End of Record ID: |Mew Line  x

Fields to Add, Match or Update
Field Name Match Update Position Replacement Value Header Definitions
Transaction Code: 7 - |:| INDne vl Maich:

Mteh to this field in the system

ABANUmber @ T | | | | Update:
Account Nurnber (17 [ - [ ] |1 | Update this field onoe matched
Amount N — | e
1D Murmber, [ :I Replacement Value:
Name (22) I_ I_ | | I tl:he-‘;his walue in place of the Field Position
DisciPayment Type (2) - I:l I:l
Addenda Data r 1
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3.

N o g A

10.

11.

12.

13.

On the Add a Map page, in the Import File Map Definition section, enter a unique code for
the map in the Map Code field.

In the Map Name field, enter a name for the map.
Select a delimiter for the file from the Delimited list.
Select an identifier that indicates the end of a record from the End of Record ID list.

Optional. If you want the system to ignore the first header record for import files that use
this map, click Skip First Header Record. Select this option if the import file contains
header information in the first record.

Optional. If you want the system to remove quotation marks from fields in import files that
use this map, click Strip Quotes (") around fields. Select this option if the fields in import
files are surrounded by quotation marks.

Optional. If you want the system to change the amount for all batch entries to zero when
you import a file that uses this map, click Load Zero to Amount Fields. Select this option if
you want the system to add the batch entry amounts as zero (0). The system does not
change amounts to zero for batch entries that the import file does not update.

Optional. If you want the system to delete batch entries that are not updated when you
import a file that uses this map, click Delete Unmatched Batch Template Records.

Optional. If you want the system to allow imported files using this map to contain only some
required fields to update a participant, click Allow Partial File Import. When set to No, you
must define all required fields. When set to Yes, different validations apply. You may define
only those fields contained in the file being imported.

You must enter either the field position or replacement value for the following fields unless
you selected Partial File Import. Then enter a value for each corresponding field in the
columns (see Header Definitions for details)

e Transaction Code

¢ ABA Number

e Account Number
Amount

ID Number

¢ Name

Disc/Payment Type
o Addenda Data
Click Add Map.

Adding a Fixed Map Definition

Select the ACH Admin group and click the ACH Map Definition tab.
On the Import Maps page, click Add a Fixed Map.
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Add a Map

Customer: 238156 - Eastern Bank Demo

Reaminder: Batches must be created before Delimited and Fixed Wap Definiions can he nsed to import a fie. ‘

Import File Map Definition
Fixed File Map

*Wap Code (12 :l Skip First Header Record: [~
“MapMamegdop [ Load Zera to Amount Fields: [~
Wap Type: System will assign Delete Unmatched Batch Template Records: [
Import Type: |Repetitive and Non—Repetiti\LI Allowe Partial File Import:. [
*Record Length: :l
Fields to Add, Match or Update
Field Name Match Update Position Replacement Yalue Header Definitions
Start Length Match:
Transaction Code: [~ r [ Y m Metoh to this field in the system
Update-
ABANumber (8): [~ C [ ] [ ] [ ] Update this field once matched
Account Mumber (173 [ i [ ] | ] [ ] Position:
Field position on Impart File
Al t
maun r | | I | Replacement Value:
ID Mumber [ :I :I Use this walue in place of the Field Pasition
valuz
Mame 22y T [ ] | ] [ ]

DisciPayrment Type (21 [} :l :I |:|
Addenda Data: r 1 1

3. Onthe Add a Map page, in the Import File Map Definition section, enter a unique code for
the import map in the Map Code field.

4. Inthe Map Name field, enter a name for the map.

5. Inthe Record Length field, enter the length of each record for the import map file, which
must include carriage return line feed at the end of each line, if included in the file.

6. Optional. If you want the system to ignore the first header record for import files that use
this map, click Skip First Header Record. Select this option if the import file contains
header information in the first record.

7. Optional. If you want the system to change the amount for all batch entries to zero when
you import a file that uses this map, click Load Zero to Amount Fields. Select this option if
you want the system to add the batch entry amounts as zero. The system does not change
amounts to zero for batch entries the import file does not update.

8. Optional. If you want the system to delete batch entries that are not updated when you
import a file that uses this map, click Delete Unmatched Batch Template Records.

29


https://63.172.237.47/bbw/cmserver/interface/default/help/ACH/Corporate/Add_a_Fixed_File_Map_Page.htm#Fields_MapCode#Fields_MapCode
https://63.172.237.47/bbw/cmserver/interface/default/help/ACH/Corporate/Add_a_Fixed_File_Map_Page.htm#Fields_MapName#Fields_MapName
https://63.172.237.47/bbw/cmserver/interface/default/help/ACH/Corporate/Add_a_Fixed_File_Map_Page.htm#Fields_RecordLength#Fields_RecordLength

@Eastern Bank

9. Optional. If you want the system to allow imported files using this map to contain some, but
not all, required fields to update a participant, click Allow Partial File Import. When you
select this option, additional validations apply. You may define only those fields contained in
the file being imported.

Transaction Code
ABA Number
Account Number
Amount

ID Number

Name
Disc/Payment Type
Addenda Data

10. Click Add Map.

C. Changing a Map Definition
1. Selectthe ACH Admin group and click the ACH Map Definition tab.

2. On the Import Maps page, click @in the Edit column on the same line as the import
map you want to edit.

3. On the Edit Map page, you can change all of the fields except Map Code and Map
Type.
4. Click Submit Changes.

D. Deleting a Map Definition

1. Select the ACH Admin group and click the ACH Map Definition tab.

2. On the Import Maps page, click X in the Delete column on the same line as the import
map you want to delete.

3. On the Delete Map page, click Delete Map.

E. Viewing Import Map File Details

1. Select the ACH Admin group and click the ACH Map Definition tab.

2. On the Import Maps page, click Es} Details on the same line as the import map file for
which you want to display details.

3. On the Map Detail page, review information for the import map definition you selected.
4. Optional. Click Print this Page to send a copy of the Map Detail page to your printer.
5. Click Return to Map Selection Page to display that page.
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VIIl. ACH File Import Service

This service allows the Corporate User to import a formatted file into the ACH service.

DO NOT INCLUDE OFFSET TRANSACTIONS (follow Delete Offset Transactions below)

A.

Importing a File:

Select the ACH Admin group and click the ACH Import tab.

On the ACH Import page, select one of the following options. To search for the import map
associated with the batch you want to import by:

e Map code, enter the code in the Search for Map, Filter by Map Code field and click
Search.

e Map name, enter the name in the Search for Map, Filter by Map Name field and click
Search.

o Map format, accept the default ALL option, or select the format from the Filter by Map
Format list and click Search.

The system displays import maps matching your criteria in the Results section.

3.

B.

In the Results section. identify the map you want to use when importing an ACH file, and

3

In the Select a File, Browse for File section, either enter the location and name of the file
you want to import in the File Path and Name field, or click Browse to display a window
where you can locate the file and select it. Then click Import File.

click Import on the same line as the map.

Enabling Imported Files

When you import a NACHA formatted file into the ACH product, the system

e Adds a new batch template

o Displays the message Batch Imported - Please Review to the right of the batch template
on the Batch Selection page

o Selects the Disable Batch check box for the imported batch on the Entry Maintenance
page

When you import a Delimited or fixed-format file into the ACH product, the system

e Displays the message Batch Locked - Import in Progress to the right of the batch
template on the Batch Selection page after you click Import File on the ACH Import page

e Adds, changes, or deletes entries from an existing batch template

e Selects the Disable Batch check box for the imported batch on the Entry Maintenance
page

e Changes the message to the right of the batch template on the Batch Selection page to
Batch Imported - Please Review after you click Accept on the ACH Import Batch Detall

page.
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Before the batch template is available for activation, you must
o Review the batch template and verify that the imported information is correct

e Select an offset account
e Clear the Disable Batch check box.

C. Deleting Offset Transactions

If your file has an offset transaction entry, follow these steps to delete the offset:

Select ACH Admin group and click the Batches tab

Select the Edit icon next to the imported batch

Delete the offset entry

You may add, change or delete any other entries at this point
Select Submit Changes

If more than one batch needs to be reviewed, repeat these steps

S T o\

See the Adding, Deleting, Editing & Filtering Entries in a Batch section of this manual for further
information.

IX. Pass-Thru Service

Use the ACH Pass-Thru service to load and manage ACH files built externally from the ACH
product. When you load an ACH pass-thru file, the system validates that the format of the
records in the file matches the standard NACHA formats. After the validation is complete, you
accept the pass-thru ACH file, which sends the ACH file to the ACH Approval service for
approval. Once approved, the file is sent to the bank for processing. You cannot edit pass-thru
files.

A. Loading an ACH Pass-Thru File

1. Select the ACH Pass-Thru tab to access the Pass-Thru file load page
2. Enter the file’s path name or click the Browse button to locate the file. Double click on the
file name to select it

ACHPass-Thru

The Path and Name
| Browse. . |

Load File | Clearl Fewview Fending | Review Accepted |
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progress
4. Click the Close button.

A message displays stating the load/validation process is in

The ACH Pass-Thru loadivalidation process is in progress.
The file will continue to be processed,
but your session will return to the ACH Pass-Thru initial page
so thatvou may perfarm other activities while the loadialidation completes.
Fememberto select ACH Pass-Thru and Review Pending at a later time
to complete acceptance ar deletion ofthis file.

Close |

B. Accepting a Loaded ACH Pass-Thru File

1. After loading the file, click the Review Pending button once the load process is complete.
The Pending Pass-Thru Report displays (The potential duplicate file page displays when the

system encounters a duplicate file. The Corporate User may accept or cancel the duplicate
file)

|C:\unzipped\,3.4 ACHWCH_MNACHA Impont TXT Browse... |

LoadFile i Cleari Feview Pending i Fewview Accepled i

2. To AClLcpL Ul UTITLE A 11T Ul ITVICW UIG UGLAll IS MGPUIL UIILR LIS Al Uy in the Process

column OR click the Close button to return to the ACH Pass-Thru Selection Page
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ACH ACH
LIl PT Report i Reversal

There is 1 pending ACH Fass-Thru file reguiring your attention
T review the detail report and accept or delete a file, select the Pracess arrow to the right
Loadfvalidation in Progress must complete before afile can he further processed.

Ponato s ame ——Jaotcnes [re ebts [ o Jioadoay —————staus [oacess |

000002 ACH_NACHA Import T<T 2 B1T7BBIEE(4T) $0.00 (0y Cust- admin  02/08/2003 11:26 PM St

X E=l

3. Review the information on the ACH Pass-Thru Summary Report. Click the Accept button to
accept the file into the Magnet ICM system (Note: The Accept button only appears if the file
loads with a successful status)

ACH Fass-Thru Detail Report
Cust nted an Fab B0, S005 a1 51 S
AT—
Panding Nambe 5 17.663.86 (47
p 5 000 s
# Brextes oot adrmin
Sratus: SUCossETUl With warnings File Reauested on: 02/09/2003 11:26 P
Filo Warning Mossage
T warning on line 65 - Flle ended withaut 8 blacking.
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CTEGERT T ———
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) 51768568 (2
LB PrMTS OO0 CO)
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L EeowEs ETo Se5oE5650050MAl | 122000881 999959959099999 Sesc.87 O  Live 5550050000 50001 NG
PO e BORAEAARAEEAEAG 1116007448 Gooanoananaanan 1348 &6 O Live BOAOGA6GO6A6G02 s
MAIL BOX ETC 523 SosgasEsgEsEESs 0210000271 o #zian1ar D Live nooooooonoooans o
Errm
Buteh w: 00005 0% Stel Ertry Clo=s: &0
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BEEAEBOEAGEAEAE 08100ADS 2 GoOa0aOEa0G0080 6000 D Frenote BoooonooAOOOGaE MO
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SEeEEEEEE8GE8EEE 043306151 G0SE0E00E080088  $0.00 D Frencte 0OO0ODOODGOOO14 MO
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BOEAEBOEAOEAEAE 267063763 Gooa0a00a0a0060 6000 D Frenote BoOOOnOOAGO060] e Mo
MG RO DAt oo UR BEABAERABARRARS 211370646 OBAAAARAAEARGAE  £000 O Frosot noopanoooooontr o
Tem OB IME0 i BT 121000358 S9oE9EEEEREEEEE  $0.00 O Frencte £OODODOODOOOG1E MO
DELTa OLEAMER BUPPRLY Sececoececoecse 0e1102507 090900500000008 ©0.00 O Frenots 800000000000015 Mo
PHGEMb DIBTRIBLUTORES  GAGAG6A66066660 152101706 Go0606006060060 8000 O Fronot BoOoOOOGAOOAG20 O
AR HOREE FARME SeosEBsEsEEsEEs 083110843 0DEOQDOEONEOEEEE  E0.00 D Frenote oooooooooooooza Mo
Ve e 5EEEEEEEEOEEEEE 122000661 909909009090090  $0.00 D Frenote £O0DODOODOODOZZ MG
psivorttiare SececnesonseEse 121141152 950900500005005 60.00 O  Frencte 000000000000025 Mo
DD GOMPUTER SURPLIES — GA6A66666066666 08400001 7 G06606066060060 8000 O Fronot BOOOOOOGOOO0G24  a
B OMEMTE MG SeosE@sEEEEsEEs 123204580 ODUADEEOADEEEEE  ®0.00 D Franote ooooooooooooozs Mo
ASSOC SHIPPERS SUPPLY  D0S0S0000800800 072403350 099099999999998  $0.00 O Frenste 000DODOODODDOZE MO
L MEITZLER SececmesanneEae 091000503 $00000000000000 60.00 D Frencte D0000D00A0000Z7 Mo
PR AR D USTRIE & AEAAAEAAAAARARAR 021200346 ABGA0AR6ABAR660  E000 O Fronote nonoonoOoOOOGZE MO
MM OVATIS NS b ROD DI SeESEESEEGEEEEE 041000124 GOOADEEEAEAEEEE  $0.00 D Franote oooooooooooooze Mo
DOLIG ANDERS DM CERAMIC DO0D0DDODO0DODE 121042002 9999099990900998  $0.00 O Frenote £O0DODOODODDOID Mo
CERIE NORTH AMER B BEEAEBOEANEAEAE 042215080 SO0G00D00000000 6000 D Frenote BO0AON00AO0603T Mo
PELICANM PAGIKE RS 1M AEABAAAABARAARA 126000024 ABAABARAABARGAR 000 O Fronote noooonoonononaz Mo
MAIL BOXES BT a 3000 © Prenote CoooODoODOOOOEE MO
STAE LT RITIG N BEOEOEEORONEORE DAINODODEG 9999999099099 000 O Frenots £o0DODOODOODOIA Mo
BB ML St nFiGimEan naconacanacanan 000 D Franote BOOOO060AO0003S Mo
T AR MG ARABARRABARRARA N2AN03023 ABAAEARAAEARGAE 000 O Fronote nooponoopoooose Mo
Sk DS T SEEEEEEEEOEEEEE 121100762 9059909009090098  $0.00 D Frencte £OODODOODOOOOET MO
SO AT ES BEOROEEORONEORE 122000561 999999999990999  §0.00 O Frenote oooooooopooDoas Mo
LA o ST E S BeEAEEAEAOOAEAE 122257007 Goaaoaooa0a0060 8000 O Frenote BoOoOnOGAOOAGaG MO
FOOTHILL FOUMNBRY 122030344 000 D Pronow oooooooonoooO4n Mo
T C w108 072413208 90990E009090080  $0.00 D Frenote £O0DODOODODOO4T MG
BOWLINMG . oM SEEEEEEEEAEEEEE 111900765 999999999990999  60.00 O  Franots 0OOOOOOODGOOO4Z MG
ADLE 1 E P E s 5EEBEEEEEOEEEEE DEIV0D0A7 G0OE0E00E080080  F0.00 D Frenote £OODODOODODDO4E MO
AUPFENBER®S FORD MERGUR 568568085080858 08100031 0 000500005000089 60,00 O  Frensts 005000000000044 MO
BERLINGER CAGTING CORP | GAEAEEAEAAEA6AE 123002011 G06606066060060 8000 O Fronot BOOOOOOGOOOOG4S O
AR GRT MARIA OF F 1 sssseesssassass 5000 © erenote oooooooooooooss MO
UNMIVERSAL LEMDIMNG GROLU  DE0500000008006 111914742 909909099090090  $0.00 O Frencte £O0DODOODODOO47 MO
SINETER BececmeEanneEae 111010681 500000000000000 6000 D Frenote B00000000000046 Mo
ETOCHK MARKET GEGMETRY  AAAAAABAAAAAAAR 122242667 AROADAR6ADARGAD 6000 O Fronote noooonoOnOOOO4G MO

4. The accept file confirmation page displays
5. Click the Accept button
6. Acceptance confirmation message displays.
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Note: The Potential Duplicate File page displays when the system finds more than one file
matching identically on:

e Immediate Origin

o File Creation Date

e File Creation Time

e File ID modifier

You are given the opportunity to review the information on the potential duplicate files. Choose
Accept to continue the Pass-Thru process or Cancel to cancel the Pass-Thru request while
researching the duplicate files.

Note: The ACH file will not be sent to the bank until it has been approved. See the
Approving Pass-Thru Files section of this manual for further details.

C Deleting a Loaded ACH Pass-Thru File

After loading the file, click the Review Pending button
Select file to delete. Click the Delete button

The delete file confirmation page displays

Click the Delete button to delete from system

Deletion confirmation message displays

Click the Close button to return to the File Load Page.

ogrwNE

C. Reviewing an Accepted ACH Pass-Thru File

1. Select the ACH Pass-Thru tab to access the Pass-Thru file load page
2. Click the Review Accepted button. The Accepted Files Summary page displays

ACH *[facH Batch JACH Bateh ACH ACH ACH ACH

Activation § Approval §UZSB L0 PT Report || Reversal Report Totals

There is 1 ACH Pass-Thry file that has been accepted for transmission o the hank.
Selecting the delete arrow at the right deletes the file from this page and deletes the corresponding incoming copy of the file.
Itdoes not delete, nor prevent, the accepted file from heing fransmitted to the hank.

Pendo [TraceNo _[FleMame __[atches [ Debits __[Fle res AcceptedBy ______[elete

000001 200304000000 Cust_P04000000 1 MTRBIEE (47 $0.00(0) Cust-admin 02092003 »

3. Select the Delete button to delete the file from the page. (Note: Deleting a file from this
page does not prevent the accepted file from being transmitted to the bank)
4. Click the Close button to return to the Load Pass-Thru Selection Page.
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E. Approving a Loaded ACH Pass-Thru File

Note: To access the ACH Pt Approval tab, you must enter a valid SecurelD.

/Z} Challenge - Microsoft Internet 1Ol x|

SecurID Login

Please enter SecurlD Passcode.

Passcode ||

Clear |

Once a valid SecurlD has been accepted, you will see the ACH PT Approval Selection screen:

approval: 1
To approve selected files, select the desired files and click “Approve Selections”

[Pend No_[FileName ____________________________[Batches |File Debits __[File Credits __JAccepted By [Select _[Review _Delete ]
, ,

000855 Common 3[1].7 Upgrade ACH Test Single Batch.bd 1 $6,685.28 (1) $6,685.28 (0) 238156 - scrage  03/11/2008 10:59 Al [m]

Approve Selections

To approve (or review/delete) a loaded ACH Pass-Thru file:

1. Select the ACH group and click the ACH PT Approval tab.
2. Onthe ACH Pass-Thru Approval Selection page, select one of the following options:

Click the check box in the Select column on the same line as a pass-thru file you want to
approve, and then click Approve Selections to display the PT Approval Confirmation
Summary page.

Click the red arrow ’ in the Review column on the same line as a pass-thru file you
want to review and display it on the Pass-Thru Detail Report page.

Click the red arrow g in the Delete column on the same line as a pass-thru file you want
to delete, and click Y for Yes to the following message:

Are you sure you want to delete Pass-Thru file [PT File Number] — [PT File Name]?
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X. ACH Reports Service

The ACH Report allows the Corporate Customer to view their current and historical ACH data.

This service also allows you to Export a report in NACHA or CSV (Comma Separated Values)
formats.

ACH Report
Available Companies: | | company ID |Batch [ Batch Name -]
Display All Companies 1043067724 A Payroll payroll test
1043067724 - Eastern Bank Dem 1043067724 codpay childsupport
1043067724 Fed Tax Federal Tax Payment Examp
@l Batches 2] 1043067724 hi Taxd State Tax Payments
€ Bvailable Batches [kl
Filter By Batch Code:
Filter By Batch Hame:
?
Report Criteria
*Type of Date: *From Date: *To Date:
[actvation i O 2T jos/ss/2000 |
From To
Customer Trace Numbor: | I
Bank Trace Number: | —
Report Characteristics
*Status: * Group By: * Sort By:
all statuses 'I |Date j |Customer Trace Mumber j
File Qutput: | Comma Delimited (C 'I

A. Selecting ACH Batches for a Report
1. Select the ACH group and click the ACH Report tab.

2. Onthe ACH Report page, in the Search section, choose one of the following options. To
display:

o Batches for all ACH companies, accept the default Display All Companies in the Available
Companies list. Only companies to which you are permitted display in the list.

o Batches for a specific ACH company, select the company from the Available Companies
list. Only companies to which you are permitted display in the list.

 History for all available and deleted batches associated with the selected company, click
All Batches. All of the company's batches are included; no subset of batches is allowed.



@Eastern Bank

© © N O

o All batches or a subset of batches associated with the selected company, click Available
Batches. No deleted batches are included with this option.

A specific batch, enter the batch code in the Filter By Batch Code field, and click Search.

o A specific batch name, enter the batch name in the Filter By Batch Name field, and click
Search. The Available Batches section displays batches for the criteria you selected.

Select one of the following options. To select:
« All Available Batches, click Select All.
« Individual batches, click the check box for the batches you want to include on the report.

Generating and Exporting an ACH Report

On the ACH Report page, in the Report Criteria section, from the Type of Date list, select
the type of date on which you want to report.

You can use the calendar next to the fields to include transaction entries on the report for a:

¢ Range of dates, enter the beginning date in the From Date field, the ending date in the
To Date field.

o Specific date, enter that date in both the From Date field and the To Date field.

Optional. To report on transaction entries for a range of customer trace numbers, enter the
beginning customer trace number in the Customer Trace Number From field and the
ending customer trace number in the Customer Trace Number To field.

Optional. To report on transaction entries for a range of bank trace numbers, enter the
beginning bank trace number in the Bank Trace Number From field and the ending bank
trace number in the Bank Trace Number To field.

In the Report Characteristics section, choose one of the following options:

o Accept the default All Statuses to report on all transaction statuses.

e Select the status on which you want to report from the Status list.

From the Group By list, select how you want to group batches on the report.
From the Sort By list, select how you want to sort batches on the report.
From the File Output list, select the type of output file you want for the report.
Optional. To generate an export file with the report information, click Export.

. Click Submit to submit the report criteria and characteristics, then generate and display the

ACH Summary Report page.
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ACH Summary Report
Customer Name: Eastern Bank Demo
For Activation Date: Mar 11. 2008

Report Summary
Report Totals: [#4 Total Debits: BR{IN]

Report Summaries by Activation Date

Activation Date: March 11, 2008

Report Totals: Total Debits:

435 710001
Dem

437 710002
Dem

50.00

$0.00

Total Credits: = &1

Total Credits:

Cust Bank Company Batch Tran Eff Entry _
()N 50.00

1043067724 Eastern Bank Shannon | Shannon

Test

1043067724 Eastern Bank Payroll 1 Weekly

Payrall

58.00

$8.00

EREEED

PPDCO  03/12/2008 $1.00 Deleted EsY

PPOCO | 031202008 ﬂ $0.00 E $7.00 Approved [ &=

C. Viewing Batch Details on an ACH Report

1. Onthe ACH Summary Report page, click Details @ on the same line as the batch for which you

want to view details. The system displays the Batch Detail page.

2. Review transaction entries for the selected batch, clicking Previous and Next to move among pages

and display them.

D. Canceling an Approved Batch

If you have permission to the Approval service or if the approval status for the associated ACH

X4

Company is set to None, on the ACH Summary Report page, click

in the Delete column for

the batch you want to delete from an ACH report. The system changes the status of a batch to

Deleted.

You can delete batches with an activated status, but you cannot delete batches with a File

Created status.

Click OK when the system displays a deletion confirmation message.

39



@Eastern Bank

XI.

ACH Exception Reporting Service

Use the ACH Exception Report Service to request and display summary and detailed
information for ACH batches with recurring payments and errors found during processing.

A.
1.

2.

ACH Exception Report Selection

Available Companies: Select All
rmm [ Company i0 Baich Name
Eastern Bank Dem 1043067724 122007 7] test recurring
Filter by Batch Code:
Filter by Batch Name:
Report Criteria Characterisiics
Type of Date: (O Activation & Effective Entry Date
From: To: Group By:
bate; [/i0/zo0s |[E  [owivaos @ | | Company
e

Exception Reasons: | Any

[ Any
Invalid Permissions

Limits Error

Possible Duplicates Error
Invalid State Error
System Error

Other Errors

Selecting Batches for an ACH Exception Report
Select the ACH group and click the ACH Exception Report tab.
On the ACH Exception Report Selection page in the Search section, choose one of the
following options. To display:
» Batches for all ACH companies, accept the default All Companies in the Available
Companies list. Only companies to which you are permitted display in the list.

o Batches for a specific ACH company, select the company from the Available Companies
list. Only companies to which you are permitted display in the list.

¢ A specific batch, enter the batch code in the Filter By Batch Code field, and click Search.

o A specific batch name, enter the batch name in the Filter By Batch Name field, and click
Search. The Available Batches section displays batches for the criteria you selected.

In the Available Recurring Batches section, select one of the following options:
o To select all Available Batches, click Select All.

e To select individual batches, click the check box for the batches you want to include on
the report.

In the Report Criteria section, click the type of date on which you want to report, Activation
Date or Effective Entry Date.
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5. You can use the calendar next to the fields to include transaction entries on the report for a:

¢ Range of dates, enter the beginning date in the From Date field, the ending date in the
To Date field.
o Specific date, enter that date in both the From Date field and the To Date field.
6. From the Exception Reasons drop-down list, select the reasons for which you want to report
exceptions.
7. In the Characteristics section, select how you want to group entries on the report.

8. Click Submit to view the ACH Exception Report page.

ACH Exception Report

Company: 1043067724

Company Company Name Batch Name Tran Type Eff Entry Date
1043067724  Eastern Bank Dem 122007  testrecurring FFDCO 12i28/2007 LY 5000 B8 50.00 @‘
1043067724 | Eastern Bank Dem 122007  testrecurring FFPDCO 01/25/2008 n $U.Uﬂn $0.00 @\
1043067724  Eastern Bank Dem 122007  testrecurring FFRDCO 02/28/2008 n $U.Uﬂn $0.00 @

Return to ACH Exception Report Selection

9. On the ACH Exception Report page, click the Error Details icon Es} to display
descriptions of errors that caused the batch with recurring payments to fail.

10. Click Return to ACH Exception Report Selection to return to that page.

41



@Eastern Bank

XIl.

ACH Pass-Thru Report Service

Use the ACH Pass-Thru Report service to request and display the ACH Pass-Thru report. This
report displays all activity for ACH pass-thru files processed through the ACH product.

A. Generating an ACH Pass-Thru Report

IACH j [ACH Batch @ACH Batch | Exception ACH ACHPT ACH ACH ACH ACH
Activation || Approval Report Pass-Thru || Approval llPT Report || Reversal Report Totals

file processing date |D3IEDIEDDS E |DBIQDIQDDS EI

file pending#l |

|
Submit | Resetl

ﬂletrace#l

Select the ACH group and click the ACH PT Report tab.

On the Pass-Thru Report Selection page, enter all or part of the code for the corporate
customer in the Code field and click Find/Refresh to list all corporate customers who match
the search criteria.

3. Select the corporate customer from the list for whom you want to generate an ACH pass-
through report.

4. Choose one of the following options. To generate an ACH pass-through report for a range

of:

Dates, enter the beginning date in the file processing date From field, and enter the
ending date in the To field. Or click the calendar icon to the right of the field to select
the dates.

File pending numbers, enter the beginning file pending number in the file pending #
From field, and enter the ending file pending number in the To field. Or click the calendar

icon EZlto the right of the field to select the dates.
File trace numbers, enter the beginning file trace number in the file trace # From field,

and enter the ending file trace number in the To field. Or click the calendar icon to
the right of the field to select the dates.

5. Click Submit to submit the report request and display the ACH Pass-Thru Report page.
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VIIl. ACH Reversal Service

This service allows the Corporate User to request the reversal of individual transactions or a
whole batch submitted on an ACH file using a formatted e-mail service.

A. Submitting a Reversal Request

To submit the reversal request:
Select the ACH Reversal service tab to access the ACH Reversal Entry Page

Select Reversal Type from the drop down (choose Batch or Transaction reversal)

The Reversal Notification Form displays

Enter the company name, the contact person, and the contact phone number

For Transaction Reversal, enter the name for the item to reverse, the account number, and
the reversal amount (do not use commas in amount field and make sure to include decimal)
Enter the effective date of the transaction and the reason for the reversal request

For Batch Reversal, enter the batch name, total debits, total credits, effective date, file
creation date and the reason for the batch reversal request (do not use commas in amount
field and make sure to include decimal)

Select the Submit button

9. A confirmation page displays. The confirmation page serves as a reference for the
Corporate User and can be printed by selecting the Browser’s Print button.
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XIV. ACH Batch Totals Service

This service allows the Corporate User to submit ACH file totals to the bank using a formatted e-
mail service.

A. Submitting Totals

To submit the totals:

1. Select the ACH Totals tab to access the ACH Totals Entry Page
2. The File Totals Notification Form displays

3. Enter the Customer Name, contact person, contact phone

4

Enter the Total Debit Amount and the Total Credit Amount (do not put any commas in the
amount field, make sure to include decimal)

5. Select the Submit button.

A confirmation page displays. The confirmation page serves as a reference for the Corporate
User and can be printed by selecting the Browser’s Print button.
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