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Logon Process

Logging On for the First Time
Cash users that have never logged on to access NetTeller's cash management features must
take the following steps to create their cash management credentials and log on.

1. Select the single sign-on (SSO) enroliment link within the bank's SSO setup email.

CAUTION
If the link has expired, due to seven calendar days passing or a subsequent email
invalidating the selected link, you receive the following message on the Activate Account

S-S0l Your enrollment link has expired. Please contact your financial institution fo
assistance.

The Activate Account screen appears.
2. Create your NetTeller ID and password, and then select Continue.

Activate Account

Activate Account

Create your new NetTeller credentials

NerTeller i
MetTeller Password

Confinm NetTeller Password

3. Review the terms and conditions.
4. Select | agree, and then select Accept to proceed.
5. Select a watermark image, and then select Submit.
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Please verlfy your personal Image! @‘

[Each tinve you log in please verify that the image on the left is the one you
celected s your Personal |dentification Image.

If you have not set up your Personal dentification Image, a random image will
appear and you will be prompted o select 2 new cne when you log in,
Personal lcon

Current Image

Click to Select or Ch an!e your Image

<<< Prev Next >>>

Cancel Submit

This image appears at all future logons and on all pages in Online Banking.
6. Select Continue on the Security Features screen.
7. Select a question from each drop-down field, and then input an answer.

Verification Questions (required)

From now on we will memitor your use pattern and If we suspect it is not you
Iogging in we will 35K you to answer a few verification questions. Pleass take a
mament 1o sefect ang question from each of the thrae drop-down menus,
Answers are not case sensitive.

Question One:  What is your spouse’s middle name? 4
Answer:  Jane

Question Twe:  What was the name of your first pet? i
Answer: Jane

Question Three: | Select Question. . . b

| Select Question. . . &

Answer: | What is the first name of the youngest of your siblings? =
What was the make of your first car?

| What is your youngest sibling's nickname?

Which state did you first visit (outside the ore you were born in}?

What is your father's middie name?

In which city did you meet your spouse?

Which high school did yeur spouse attend?

When is your father’s birthday (MM/DD)?

What is the first name of your mother's youngest sibling?

In which eity was your grandmather bom (father's mother)?

TIP
Answers are not case-sensitive.

8. Select Submit, and then select Confirm on the Settings Modification (Optional) screen.
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Settings Modification (optional)

If you would like to change the verification information you previously selected,
please do so. ILis not required that you change your information.

Question One: What is your spouse’s middie name?
Answer: Jane
Question Two: What was the name of your first pet?
Answer: Jane
Question Three: In which city did you meet your spouse?

Answer: 1own

Ediz Confirm

If needed, Edit the answer before selecting Confirm. Once you select Confirm, you cannot
modify questions and answers.

9. Enter or verify the email address on file, and then select Submit.
You have now successfully logged on to NetTeller.

You have now successfully set up your cash management credentials.

For subsequent logons, access NetTeller's cash management features using the credentials you
established.

Registering a Token in Online Banking

1. Log on with your NetTeller user-name and password.
TIP
Single sign-on (SSO) is required for Cash Management users.
2. Indicate if you have received your physical token or downloaded your virtual token.

Register your Secure Token:

Have you received or installed your Secure Token/Credential yet? If yes, please dick Yes and follow the instructions to register your device. If no, click Ne to be prompted again
during a future login.

|Yes||N0|

A message appears with how many days are left before your registration period ends if you
have not received your token.

3. Enter the token Serial Number/Credential ID and six-digit Token/Credential Code.

NOTE
For hard tokens, the serial number is on the back of the token.
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Register your Secure Token "@_ﬁ'

Enter the required information to register your Secure Token/
Credential.

If you have a plastic key fob, the Serial Number is on the white
sticker on the back after the letters S/N. If you are using a virtual
token, the Credential ID begins with 4 |etters.

Please enter the serial number/credential ID exactly as it appears
on the device.

Serial Number/Credential ID

Token/Credential Code

4. Select Submit.
A success message appears.

Register your Secure Token:

Congraculations! You have succexsfully registened your Secure Credential. You will be required to enter the code each time you acoess this pystem

Once registered, the token must be used during each NetTeller logon after entering your
credentials.

Secure Token Validation:

Enter the 6-digit security code from your Secure Credential.

Secure Token Token Code:

| Submit | | Log Out |

Logging On to Cash Management

You must have created your cash management credentials before you can follow these steps.

1. Enter the ID, and then select Submit.
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Login te Online Banking r'r\ Enroll Mow Test Browser
- Home
Welcome 1o Oniine Banking
Click the links below for helpful information*
Supported Browsers | Tips for Preventing Fraud
Online Banking ID:
Submit
2. Enter the password, and then select Submit.
Login to Online Banking &) Enroli Now Test Browser

& Home

Qnline Banking 1%

Online Banking Password:

Please verify your personal image!
Each time you log in please verify that
the image on the laft is the one you
selected as your Personal
Identification Image.

Ifyou have not set up your Personal
Identification Image, a random image
will appear and you will be prompied

to select a new ane when you log in,

johndoe

Submit

Reser Paseward

You are now logged on to the Cash Management product.
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Resetting Password

If you are a retail user or a single sign-on cash user with either a SilverLake, CIF 20/20, or
Core Director financial institution, you can reset your own password. Before you can reset

your password, Current Email Address, Password Reset Question, and Password Reset
Answer fields must be completed. These fields are modified in Settings > Personal after initial
logon.

If you have locked yourself out of online banking or do not remember your password, you can
reset the password yourself.

1. Select Reset Password on the logon screen.

Cnline Banking ID:  johndoe

Cnline Banking Password:

‘ Submit ‘

Reset Password

2. Complete the fields.

3. Select Continue.
An email displaying the E-mail Subject verbiage is sent.

4. Select the link located in the body of the email.
CAUTION

If you do not click the link within two hours of receiving it, the link is invalid and you have to
restart the password self-reset process.

5. Enter your NetTeller ID or alias, and then the answer to your password reset question.
CAUTION

If you are a single sign-on cash user, enter your single sign-on ID. Your company NetTeller
ID is not eligible for the password self-reset feature.

TIP
The Password Reset Answer field is case-sensitive.
6. Select Continue.
7. Enter a new password, and then select Submit.
NOTE

Within a 24-hour time period, there is a limit of three attempts for the password self-reset
feature.
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Landing Page

The landing page is the initial screen that appears once you have successfully logged into
online banking. There are two possible landing pages based on your financial institution’s
settings: My NetTeller or the Accounts Listing screen.

My NetTeller

Provides a customizable dashboard view of various NetTeller options divided by widgets. You
can select which widgets display in each column and in which order.

a 2 B

NecTeller Bill Pay

My MetTaller ACcounts Interest Rates
JHA Fironcid rsdagon | 663 W Hay €0 | Mones: MO 65708

© setas Start Page | Configure Tn

— o

No payees available. .the icon that looks like a gear allows
you to configure the content af the
wedget?

g —
0.00 Infa _

B Info

From;
T 10,058.86

Tox

5 300759  Infg

e (1] 10,426 33
| Transfer

D 743424 Infy
Download ) (x
M Wealth G004 0.00 Infg

Last Loginc
1141942015 - 02:25:50 PM

~Select Account=: -
Recent Payments x
—Salect F - -

No Recent Payments in last 90 days.

Recent Statements L (¥ {x)

My NetTeller Page Configuration
Use the Set As Start Page | Configure This Page option to customize the My NetTeller page.

Select the Set As Start Page if you would like to save this page as the landing screen upon log
in. If left unselected, you must actively navigate to the My NetTeller option to access this screen.

Use the Configure This Page option to control which widgets appear. You can add or remove
widgets from My NetTeller screen view by using the plus and minus icons.
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How to Configure My NetTeller Page
1. Choose a column to work with from the Select Column To Configure drop-down field.

NOTE
My NetTeller has a Left, Center, and Right column. The default selection is Left column.
Widgets are assigned into specific columns on the My NetTeller screen and cannot be
moved to different columns.
The names of widgets assigned to that column appear.

2. Add or remove widgets using the plus and minus icons and optionally, change the display
order.

Drag and drop or use the (+) to add widgels to your view or (-) to remove them. Also, drag and drop the order they will appear.

Select Column To Configure:  Center Column .

6 items selected Remove all Add all
Make Payments — | Recent Payments +
My Accounts — | Recent Transactions +

Recent Statamants -
Recent Transfers -
Scheduled Payments -
Scheduled Transfers -

Cancel Save

3. Select Save to retain changes made to all columns.

The Configure This Page dialog box closes, and the My NetTeller screen reloads to reflect the
changes.

My NetTeller Widget Configuration

While the configuration concept for each widget is the same, the content within the configuration
dialog box varies based on the purpose of the widget.

The f}Configure icon does not appear on widgets where configuration is not applicable.
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How to Configure a Widget

1. Click the Configure button on the widget.
The dialog box appears:

Drag and drop or use the (+) to add accounts to your view or (-) to remove them. Also, drag and drop the order they will appear.

6 items selected Remave all Add all

1 default SDB pro 4 —
T 12MonthCD 15 -
1 Paper FreeSavi & -
1 Bus DDA 0002 -
1 Ovation 0003 ==
T Wealth 0004 -

2. Review the displayed items on the left, and then the items not currently displayed on the
right.

3. Add or remove items using the plus and minus buttons and optionally, change the display
order.

4. Click Save to retain changes made to the widget.
The Configure dialog box closes, and then the widget reloads to reflect the changes.

Accounts Listing

Displays list of accounts linked to NetTeller ID and balance of those accounts. If My NetTeller is
not selected as the landing screen, Account Listing serves as the landing screen upon logon.
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@.l—-h—.

A i
NetTeller Bill Pay
My MetTalier ALLoums Iritaresy Rates Transfers Check Reoroering

SHA Firerncial brsdtusion | 653 W Hay 60 | Menest MO 65708

-, f % |
Welcome to Online Banking! j f o |
Welcome 4 B

- g

@ You have 3 new alect.,,

0N

Depasit Accounts @ Viewr 3 110 ] 2015011 3 t
Mo lines, no wait!
Aecount (Click for Detaiis) Avail Balance Staus  Options W have accounts to help
you meet your geals - open
an account online today,

Burs DDA 0002 10,445.93 Saleet Optien
744 Salect Opkion
10,035.88 Salect Opticn

30407.5% Salect Optien » Send MOI‘IE}'

to Anyone

N Lhere's & imphe, Seture
wiay to send moniy to anyone,

View3 |10 ] 20] 2

Acount Avall Balance Status Opslons -y'_,ﬂ 'I"i
Wipairh 0004 0.00 Select Option e I{.
A=
Contact Us

Directs you to the Message Center.
Policies

Displays the online agreement, privacy, and security statement.
Log Out

Select Log Out to sign out of NetTeller and remove the session cookie on the computer.

CAUTION

NetTeller logs out automatically after 10 minutes of inactivity. Warning dialog box displays
after nine minutes of activity. An option to Continue or Log Out is provided with one minute

to take action.

Account Listing

Select Account Listing to display account pseudo names, balances, and account statuses.

Select Option

Select to go to Transactions, Download, Stop Payments, Transfers, Prior Day, Current Day,

Landlord Inquiry, and Account Info for the account.

NOTE

Landlord Inquiry only applies to SilverLake and CIF 20/20 financial institutions. Prior Day
and Current Day options only appear for either JHA Small Business Cash Management or

JHA Commercial Cash Management users.
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Account Activity

View Transactions

There are several ways to view transactions in NetTeller. You can select a specific account
name from the Accounts widget from the My NetTeller screen.

=

n
NeaTeller My
My NetTaller Tra Tran Chetk Reardering
A Firercial ieiaon | 663 W bay 60 | Menet: MO 65708
B Secas StarcPage | Canfigure Tnis Page
Mo payees available. . jean that leoks like & gear allews
yau o configure the comtent of the

widges?

Transfer §:

— o 000 o
- T 1003388 nfe
Change
To: p
5 300759 Info LastLogin:
TIHS2015 - 022550 PM
I e
B JAMM i
EEET | g

~Select Account— -

S Mo Recent Paymenits in last 90 days.

~Select Range-

Recent Statements Lo MO

You can also view transactions by navigating to Transactions > Current Transactions.
Transaction history and balance information display for the selected account.
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& = X s r

Biti Pay elos Settings My Finance Mobile Banking
Arcounts Transactions Transters Stop Payments Statements Account Info Check Reordering
Current Transastions Downloed Search

JHA Firencial Insdasion | 663'W bwy 60 | Monett MO 65708

Transactions from 05/06/2016 ko 060772016 () View Range: Since Last Statement | 7Days | 15 Days | 30 Days | Al

View Tranzactions for:  Bus DDA 0002 - Curren: Balance: 10,475.93
Ayailabie Balance: 10,476.93

Date © Ref/Check No Deseription Debiz Cradit Balance
05M1/2076 17 Check 176 (74,45} 1047653
0571172016 175 Check 175 (83.88) 103,551,385
05/11/2016 174 Check 174 (73.10) 1063526
05A1172016 173 Check 173 (B4.53) 10,710.36
0512076 View image Reguiar Depaosit 15076 10,784.89
051172016 Visw Image Regular Depasic g5 10,644.13
Totals: Transactions: & Debitsz{317.96] Credits: 235.27

Print

Selected fields are described in the following list:

Current Transactions

View current transactions in date order. Transactions may include an item number,
transaction description, amount of the transaction, and the running balance. If an item
number is available, select the link to display the check image's front and back.

View Transactions For:

Navigate between the transactions listing of other accounts.
Current Balance

The current balance of the account.
Available Balance

The available balance of the account. Select the link to view the makeup of the available
funds.

Download Transaction History

NOTE
This information is not applicable to credit card accounts.

Transaction history can be downloaded in various formats including Microsoft® Money, text file,
spreadsheet (Excel®), or Quicken®/Intuit® QuickBooks® (if enabled). Select Download to display
instructions for downloading or viewing the results.
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Downdoad Transactions @

Download Transactions for ACCRUns | 0000000000
Select Download Range Since Last Download

salect Download Formar

Select fields are described in the following list:

Select Download Range

Select the desired date range for the transactions:

Since Last Download - This option is limited to the amount of data stored on the system.
If, for example, you keep the last 60 days, then that is the oldest data you can retrieve
regardless of the beginning date specified. If the download fails for any reason, repeat
the procedure using the Date Range option. Otherwise, you may not receive a download
of all the data.

Since Last Statement - This option downloads transactions posted since the last
statement date.

Date Range - This option is limited to the amount of data stored on the system. If,

for example, you keep the last 60 days, then that is the oldest data you can retrieve
regardless of the beginning date specified.

Select Download Format

Select the desired software format into which you want to import the transactions. Available
formats may include:

Microsoft Money (OFX)
Quicken (QFX)

Intuit QuickBooks (QBO)
Personal Finance (QIF)
Spreadsheet (CSV)
Word Processing (TXT)

NOTE
Quicken® and Intuit® QuickBooks® require an annual Intuit® fee for activation. An additional
contract is required.

Select Number of Transaction Description Lines
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Select to download one, two, three, or all lines of information on the transaction.

Searching for Transactions

NOTE

This task is not applicable to credit card accounts.
1. Go to NetTeller > Transactions > Search.
2. Select an account for Search Transactions For.
3. Complete the fields.

Selected fields are defined in the following list.
By Date

Select a date range to narrow search results.
By Amount

Enter a beginning and ending amount.
By Check Number

Enter a maximum of 11 numbers into Start and End.
View

Select an option from the drop-down menu to narrow search results.
Include Checks

Select this check box to display transactions with checks in the search results.
Include Electronic Transactions

Select this check box to display electronic transactions in the search results.
4. Select Search.

The corresponding search information appears.

TIP

Select View Image to view the corresponding images. Select Rotate to rotate the image
that appears.

CAUTION

If you use SuperlMAGE and 4|sight, be cautious with item processing to prevent
unauthorized viewing of batch/transaction sets (deposit, savings, etc.). If you run all credit
tickets followed by all debit tickets through proof to arrive at a balanced set and you pull up
a deposit set to view transactions, you can view all transactions in the batch. This action is
a privacy issue since other users' items could be viewed. For example, if payroll runs one
debit ticket with 25 credit tickets, employees could view all transactions in the set and other
employee's payroll could be viewed. Deposit set viewing parameters are located in the core.
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Transfers

Allows you to move money between internal accounts linked to your ID, view existing/future

transfers, and view history.

Quick Transfer

Quickly create an immediate transfer from the Transfer widget on the My NetTeller screen.

A
HetTeller
My NerTeller Interest Rites Transa Transfers (heck Reardering
JHA Financisl insttution | 653W Hwy 60 | More: MO €5708
I Set As Start Page | Configure Th
Mo payees available. .t ican that lasks liks & gaar allews
wou to configune the content of the
widget?
My Accounts O @ (= El nore,
Transfer 52
Fram: e 0.00 Info
- T 1003388  [nfo
Change
Tae =
7. Int
5 300758 info —
TIN2015 - 02:25:50 PM
b 1044593 Infp
] 743424 Info ﬂ

Adding a Transfer

Future-dated or recurring transfers can be created in the Transfers tab.

1. Navigate to the Transfers tab.
2. Select New.
3. Enter transfer information, and then select Submit.
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A B B X [-]

NetTeller Bill Fay eDocs Settings My Finance
My NetTeller Accounts Transactions Transfers Stop Payments Starements Account Info Check Reardering
-
MNew Panding Hispary

JHA Fironcial esSadon | 663 W Hwy €0 | Monatt MO 65708

Transfer fumds from ™ 000000000 - Available Funds: $3,007.59
Transter fungs o™ 000000000 -
Payment options

Transferamount™ | 520.00

Frequency * One Time >
Transfer Date *  04/082016 =

Transfer Memo

NOTE
Loan due dates are not affected if Principal Only or Interest Only are selected in the

Payment Option field.
4. Select Confirm to finalize the transfer and receive confirmation, or Cancel to discard the
transfer.

Pending Transfer

View pending or recurring transfers already established. Use the drop-down menu to view, edit,
or delete transfers.

- -
N L BN
NetTeller Bill Pay eDocs Settings My Finance
Accounts Transa Transfers Stop Payments Statements Account Info Check Reordering
-

nding History
JHA Financial Institution | 663 W Hwy 60 | Monext MO 65705

Pending Transfers @

View Account Information for: 00000000 v
Quick Delete From Account To Account Amount Frequency  Scheduled Date Transfer Options
0] Bus Checking Bus Savings £2.50 Weekly Select option... v
Checking Savings $628.83  Monthly 12/10/2015 Select option... v

Delete Selected Transfer Total (this page): $631.33
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Transfer History
View detailed information about completed transfers.

" L B X L]
NetTellzr Bill Poy elocs Setings My Firlance
My NetTelier ACTouInes Transactions Transfers Stop Payments Statemenss Account Irfo Check Reordering
Heew Pending History

JHA Financisl Institution | $63 W Hery 80 | Monete MO E5TIE

Transfers from 11/04/2015 to 11192015

View Range: 7 Cays | 15 Days | 30 Days | All | Search

Wiew Account Informatlon for: Q0000000 -
From Account To Acgount Aqnount Frequanty Trargler Date  Trarsfer Details
Bus Savings Bus Checking $10.00 Cne Time MAWZNS Deiails
Total: $10.00

Stop Payments

You can submit stop payments on paper checks through NetTeller. Once a stop payment is

entered, it cannot be modified or deleted.

Placing a Stop Payment

1. Go to NetTeller > Stop Payments > New.
2. Select New.

3. Complete the information fields, and then select Submit.
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A 2 = X L]

NetTeller Bill Pay eDocs Sewings My Finance
My NetTeller Accounts Transactions Transfers Stop F'a)'menﬁ Statements Account Info Check Reordering
Mew Current

JHA Financial Institution | 663 W Hwy 60 | Monett MO 65708

Add Stop Payments for Account:  Bus Checking v
*Check Date  11/19/2015 E]
*Start Check Number
End Check Number
Begin Amount
End Amount
*Payee
Remarks
Remarks2
Remarks3
Remarks4

Remarks5s

Mote: * Reauired Fiald

4. Review the stop payments information, and then select Confirm.

" & S
NexTeller Eill Pay Settings

My NetTeller Accounis Transactions Transfers Stop Payments Statements Account Info
-
New Currant

JHA Financial Institution | 553 W Hwy 60 | Manest MO 6570

New Stop Payment (@) Enter  Rewiew  Finish
——

Add Stop Payment for Account:  Crvation 0003
Check Date:  11/19/2015
Start Check Number: 1234
End Check Number: 1234
Begin Amount: 30,00
End Amount: 30,00
Payes: jane Dos

Edit Confirm

Final confirmation displays indicating the stop payment has been placed. If the check has
already cleared your account or if a stop payment exists for the item, a message displays
stating that the stop could not be placed. Review stop payment in Current tab.
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Statements

Displays basic account statements. These do not replace statements sent electronically. These
statements do not include check images.

w [
NetToter

Miew Statementifor: Bus Checking =

JHA Financial esdzgon | 633 W HwyE0 | Mones MO 65708

IO Thes ks your statement
WOLZ0I5 TS i your swlement
CWOL0NS  Thisis your sstemen:
OTE208 Ths is your statemmnt

OTOI201S  Trisks your sustemenc

DSO1L201S TIES 5 D SISLEMENL
Date 2/19/1
Primar Accounl: mcxxxxxxxxxxxxx
Encloslres
o‘;*i;tt&oo‘.o of A R rt 0 F A c C 0 g N z % B i;i.;o..o&ttt-toto.
ccou ccoun urrent Balanc
BTSRRIy T 531-. ecking
PRAXXXXXAXXLXAXE Regular Savings
CHECKING ACCOUNTS
ECheckin Number of Enclosur
. & RAXXXXAOCOOEENK Stacement Dates f? 0/16 thru 2{21!1%
Previous Bala 58 z statement period
ﬁ o .1}3 ied:.ts ra e %E
41 Checks/Del Avera e Co ecl:ed
fervice hazg
nterest Pai
urrent Balance
ound Up Stmt to Date number
Up Stmt Date amount 5.2
ound Up Year to Date number
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Company Administrator Activities

Adding Cash Users

1. Go to Cash Manager > Users > New CM User.
2. Complete the fields.

Selected fields are defined in the following list. Available fields are based on configured
permissions.

Administration

Determine the level of administrative authority that the cash user has. Select one of the
following:

e No - The user cannot create or edit cash users or change NetTeller settings.

e Yes - The user can create and edit cash users, change the company email address
and account nicknames, and register the company for Mobile Banking and Electronic
Statements Interactive (ESI).

e Partial - The user can change the company email address, account pseudo names, and
register the company for Mobile Banking. The user cannot create or edit cash users or
enroll the company in ESI.

e View - The user can view existing cash user settings as well as change cash user
names, NetTeller ID names, or NetTeller PINs. However, the user cannot create or edit
cash users or change other NetTeller settings.

NOTE
Cash users that are set to either View or No can view cash management functionality in
Mobile Banking if they were previously registered for goDough.
Wire PIN
Enter the PIN used for transmitting NetTeller outgoing domestic wires.
View Position/Activity Report
Select this check box to allow the cash user to view Cash Management activity.
Hold User

Select this check box to prevent the Cash Management user from having access to
NetTeller. In most instances, this check box is cleared, particularly when adding a Cash
Management user.

ACH Limit
Enter the maximum amount/limit that this cash user can initiate per day.
Wire Limit
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Enter the maximum transfer limit allowed per wire.

Transfer Limit
Enter the maximum transfer limit allowed per fund transfer.

Daily Wire Limit
Enter the maximum transfer limit allowed per day.
NOTE
The Cash Management administrator maintains user level limits and user by account level
limits per wire and per day, and they must be equal to or less than the account limits
established on the core application.

Dual Wire Control
Select this check box to allow two cash users to transmit a wire. If enabled, any wire over
the Dual Wire Control Limit requires a second cash user to transmit the wire.

NOTE
This entitlement only appears for SilverLake NetTeller financial institutions.
Dual Wire Control Limit

Enter the amount that the cash user cannot exceed unless there is dual control. If the Dual
Wire Control check box is selected, any wire over this amount requires a second cash user
to transmit the wire.

NOTE
This entitlement only appears for SilverLake NetTeller financial institutions.
Display/Download ACH

Select this check box to allow the cash user to view ACH batches and download batch
information in PDF or Nacha® format.

Work with ACH
Select this check box to allow cash users to create and modify ACH batches.
Quick Edit ACH Only
Select this check box to restrict ACH batch edit to quick edit only.
CAUTION
Only one ACH edit entitlement, either Work with ACH or Quick Edit ACH Only, can be
selected.
Import Record

Select this check box to allow cash users to upload a fixed-position, CSV, or tab-delimited
file into a batch. The file can only contain transaction items.

Full ACH Control
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Select this check box to allow a cash user to take multiple actions within a batch without
requiring action from a second cash user. If this check box is cleared, dual control is
enabled so that the cash user cannot take multiple actions within a batch without receiving
assistance from a second cash user.

NOTE
To initiate ACH batches as recurring, Cash Management users either need to be enabled
with Full ACH Control and Initiate ACH user level entitlements, or they need to have the
NetTeller Back Office Allow Users Without Full ACH Control to Schedule Recurring
Batches parameter set to Yes. When Allow Users Without Full ACH Control to
Schedule Recurring Batches is set to Yes in Manage Products > Cash Management >
Edit CM Settings, Cash Management users can initiate a recurring batch if they do not
have the Full ACH Control entitlement enabled, but have the Initiate ACH and Edit
Recurring ACH entitlements enabled.

Edit Recurring ACH
Determine whether to allow or restrict recurring NetTeller ACH batch edit at the user level.

e Clear this check box to restrict editing of a recurring ACH batch during batch edit. This
check box is cleared by default.

e Select this check box to allow editing of a recurring ACH batch during batch edit.

NOTE
This check box only appears for NetTeller financial institutions using the JHA Commercial
Cash Management product.

Update Record

Select this check box to allow cash users to modify only the dollar amount of transactions
within a batch by uploading a fixed-position, CSV, or tab-delimited file.

Initiate ACH

Select this check box to allow cash users to send an ACH batch to the financial institution
for processing.

Upload ACH

Select this check box to allow cash users to upload a Nacha®-formatted file into NetTeller.
Restricted Batch Access

Select this check box to allow cash users to create and view restricted batches/categories.
Delete ACH

Select this check box to allow the cash user to remove an ACH batch from NetTeller.
CM Reports

Select the desired report entitlements to enable the corresponding Reporting submenus:

o Activity
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Summary

Saved

EDI

Positive Pay Items

Positive Pay ACH Items

e Positive Pay Items Maintenance

NOTE

The check boxes only appear for NetTeller financial institutions using the JHA Commercial
Cash Management (CCM) product. All Cash Management users can be enabled for these
reports, or can be enabled per user for individual reports, through NetTeller Back Office >
Manage Products > Cash Management > Edit CM Settings.

Initiate Same Day ACH

Determine whether to allow Cash Management users to initiate same day ACH batches
through NetTeller.

e Select this check box to allow Cash Management users to initiate same day ACH
batches through NetTeller. When the entitlement is selected, it is selected for both
NetTeller and Back Office, and Same Day ACH appears as an option for the effective
date fields on the NetTeller Initiate Batch/Category and Quick Initiate screens.

e Clear this check box to restrict Cash Management users from initiating same day ACH
batches through NetTeller. This check box is cleared by default. When the entitlement is
cleared, it is cleared for both NetTeller and Back Office, and Same Day ACH does not
appear as an option for the effective date fields on the NetTeller Initiate Batch/Category
and Quick Initiate screens.

NOTE
You must select the Initiate ACH entitlement if you select Initiate Same Day ACH because
marking a batch as same day ACH is done at batch initiation.

NOTE

For SilverLake NetTeller financial institutions, the Allow Create or Co-Employee from
NetTeller (Y/N) field in WTPAR option General Parameter Maintenance must be setto Y
(Yes) to allow Cash Management users to work with wires. If the Cash Management user
has been set up to work with wires, a wire company employee for the Cash Management
user is also created and added to the wire company file originally selected for the NetTeller
ID. The created employee contains all wire limits and authorizations established through
entitlements for the new Cash Management user.

3. Select Submit.
The new cash user is placed in a Pending Approval status.

Once the financial institution approves the new user, the user is sent the Single Sign-On (SSO)
setup email. The user follows the prompts within the email to establish their logon credentials.
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NOTE

If NetTeller administrators with Secure Tokens create Single Sign-On (SSO) users in
NetTeller, the new SSO users do not have to be approved if the Suspend New/Modified
Users for Administrators that Have Active GolD Tokens field in NetTeller Back Office >
Manage Products > Cash Management > CM User Notification Settings is set to No.

Resetting a Cash Management Password

If you are a cash user that has access to NetTeller's Cash Manager > Users tab, then you
can reset cash users' passwords. If you do not have access to this tab, contact your financial
institution to reset cash users' passwords.

1. Go to NetTeller's Cash Manager > Users.
2. Select User Settings from the Select Option list next to the desired user.
3. Enter a new NetTeller password, and then select Submit.

The cash user's password has been reset.

Inform the cash user of the temporary password. The cash user is then prompted to change this
password upon their next NetTeller logon.

Managing Cash Users

1. Go to NetTeller > Cash Manager > Users > CM User List.
2. Choose a situation and follow the corresponding steps.

Situation Steps

Editing User Settings 1 gelect User Settings from the Select Option list next to the
desired user.

2. Edit the fields, as necessary.

Selected fields are defined in the following list. Available fields
are based on configured permissions.

Administration

Determine the level of administrative authority that the cash
user has. Select one of the following:

e No - The user cannot create or edit cash users or change
NetTeller settings.
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Situation

Cash Management

Steps

e Yes - The user can create and edit cash users, change
the company email address and account nicknames, and
register the company for Mobile Banking and Electronic
Statements Interactive (ESI).

e Partial - The user can change the company email address,
account pseudo names, and register the company for Mobile
Banking. The user cannot create or edit cash users or enroll
the company in ESI.

e View - The user can view existing cash user settings as
well as change cash user names, NetTeller ID names, or
NetTeller PINs. However, the user cannot create or edit cash
users or change other NetTeller settings.

NOTE
Cash users that are set to either View or No can view
cash management functionality in Mobile Banking if they were
previously registered for goDough.
Wire PIN

Enter the PIN used for transmitting NetTeller outgoing domestic
wires.

View Position/Activity Report

Select this check box to allow the cash user to view Cash
Management activity.

Hold User

Select this check box to prevent the Cash Management user
from having access to NetTeller. In most instances, this check
box is cleared, particularly when adding a Cash Management
user.

ACH Limit

Enter the maximum amount/limit that this cash user can initiate
per day.

Wire Limit

Enter the maximum transfer limit allowed per wire.
Transfer Limit

Enter the maximum transfer limit allowed per fund transfer.
Dual Wire Control
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Situation Steps

Select this check box to allow two cash users to transmit a wire.
If enabled, any wire over the Dual Wire Control Limit requires
a second cash user to transmit the wire.

NOTE
This entitlement only appears for SilverLake NetTeller financial
institutions.

Dual Wire Control Limit

Enter the amount that the cash user cannot exceed unless
there is dual control. If the Dual Wire Control check box is
selected, any wire over this amount requires a second cash
user to transmit the wire.

NOTE
This entitlement only appears for SilverLake NetTeller financial
institutions.

Display/Download ACH

Select this check box to allow the cash user to view ACH
batches and download batch information in PDF or Nacha®
format.

Work with ACH

Select this check box to allow cash users to create and modify
ACH batches.

Quick Edit ACH Only
Select this check box to restrict ACH batch edit to quick edit
only.

CAUTION
Only one ACH edit entitlement, either Work with ACH or Quick
Edit ACH Only, can be selected.

Import Record

Select this check box to allow cash users to upload a fixed-
position, CSV, or tab-delimited file into a batch. The file can only
contain transaction items.

Full ACH Control

Select this check box to allow a cash user to take multiple
actions within a batch without requiring action from a second
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Situation Steps

cash user. If this check box is cleared, dual control is enabled
so that the cash user cannot take multiple actions within a
batch without receiving assistance from a second cash user.

NOTE

To initiate ACH batches as recurring, Cash Management
users either need to be enabled with Full ACH Control

and Initiate ACH user level entitlements, or they need to
have the NetTeller Back Office Allow Users Without Full
ACH Control to Schedule Recurring Batches parameter
set to Yes. When Allow Users Without Full ACH Control

to Schedule Recurring Batches is set to Yes in Manage
Products > Cash Management > Edit CM Settings, Cash
Management users can initiate a recurring batch if they do not
have the Full ACH Control entitlement enabled, but have the
Initiate ACH and Edit Recurring ACH entitlements enabled.

Edit Recurring ACH

Determine whether to allow or restrict recurring NetTeller ACH
batch edit at the user level.

e Clear this check box to restrict editing of a recurring ACH
batch during batch edit. This check box is cleared by default.

e Select this check box to allow editing of a recurring ACH
batch during batch edit.

NOTE
This check box only appears for NetTeller financial institutions
using the JHA Commercial Cash Management product.

Update Record

Select this check box to allow cash users to modify only the
dollar amount of transactions within a batch by uploading a
fixed-position, CSV, or tab-delimited file.

Initiate ACH

Select this check box to allow cash users to send an ACH batch
to the financial institution for processing.

Upload ACH

Select this check box to allow cash users to upload a Nacha®-
formatted file into NetTeller.
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Situation

Cash Management

Steps

Restricted Batch Access

Select this check box to allow cash users to create and view
restricted batches/categories.

Delete ACH

Select this check box to allow the cash user to remove an ACH
batch from NetTeller.

Initiate Same Day ACH

Determine whether to allow Cash Management users to initiate
same day ACH batches through NetTeller.

e Select this check box to allow Cash Management users to
initiate same day ACH batches through NetTeller. When the
entitlement is selected, it is selected for both NetTeller and
Back Office, and Same Day ACH appears as an option
for the effective date fields on the NetTeller Initiate Batch/
Category and Quick Initiate screens.

e Clear this check box to restrict Cash Management users
from initiating same day ACH batches through NetTeller.
This check box is cleared by default. When the entitlement
is cleared, it is cleared for both NetTeller and Back Office,
and Same Day ACH does not appear as an option for the
effective date fields on the NetTeller Initiate Batch/Category
and Quick Initiate screens.

NOTE

You must select the Initiate ACH entitlement if you select
Initiate Same Day ACH because marking a batch as same
day ACH is done at batch initiation.

NOTE

For SilverLake NetTeller financial institutions, the Allow Create
or Co-Employee from NetTeller (Y/N) field in WTPAR option
General Parameter Maintenance must be set to Y (Yes) to
allow Cash Management users to work with wires. If the Cash
Management user has been set up to work with wires, a wire
company employee for the Cash Management user is also
created and added to the wire company file originally selected
for the NetTeller ID. The created employee contains all wire
limits and authorizations established through entitlements for
the new Cash Management user.
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Situation Steps

3. Select Submit.

Editing Default

1. Select Default Settings from the Select Option list next to the
Settings

desired user.

NOTE 2. Edit the fields, as necessary.
Establish what
cash users can do
with wires.

Selected fields are defined in the following list. Available fields

are based on configured permissions.
Transaction Inquiry

Select this check box to allow inquiry about transactions.
Define Non-Rep Wires

Select this check box to allow defining of non-repetitive wires.
Upload Positive Pay

Select this check box to allow the user to upload a positive pay
file to the core.

Statement Inquiry
Select this check box to allow inquiry about statement activity.
Edit Non-Rep Wires

Select this check box to allow editing of non-repetitive wire
transactions.

Work Positive Pay Items
Select this check box to allow Positive Pay items to be worked.
Current Day Balance

Select this check box to allow the current day balance
information to be viewed.

Define Rep Wires
Select this check box to allow defining of repetitive wires.
Download ARP File

Select this check box to allow downloading of the Account
Reconciliation/Positive Pay file.

Prior Day Balance

Select this check box to allow the prior day balance information
to be viewed.

Edit Rep Wires
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Situation

Cash Management

Steps

Select this check box to allow editing of repetitive wire
transactions.

Upload ARP

Select this check box to allow the user to upload Account
Reconciliation/Positive Pay files.

Stop Inquiry
Select this check box to allow inquiry about a stop payment.
Define Recurring Wires

Select this check box to give NetTeller Cash Management
users the ability to set up recurring NetTeller wires at wire
transmit. This check box is cleared by default.

NOTE

This check box does not appear or is disabled when the Allow
Recurring Wires field in WTPAR option General Parameter
Maintenance is No.

When the check box is cleared, NetTeller Cash Management
users cannot set up a NetTeller outgoing domestic template
wire as recurring at wire transmission.

When the check box is selected, NetTeller Cash Management
users can set up a NetTeller outgoing domestic template wire
as recurring at wire transmission (for the account indicated),
provided the Define Recurring Wires entitlement at the Cash
Management user account/default level is also selected for the
account for wire transmit.

NOTE
This field is only available for NetTeller SilverLake financial
institutions using the JHA Commercial Cash Management
product.

Work ARP Items

Select this check box to allow Account Reconciliation/Positive
Pay items to be worked.

Stop Additions

Select this check box to allow the user to add stop payment
requests.
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Situation Steps

Edit Recurring Wires

Select this check box to give NetTeller Cash Management
users the ability to edit recurring NetTeller wires. This check
box is cleared by default.

NOTE

This check box does not appear or is disabled when the Allow
Recurring Wires field in WTPAR option General Parameter
Maintenance is No.

When the check box is cleared, NetTeller Cash Management
users cannot edit a recurring NetTeller outgoing domestic
template wire.

When the check box is selected, NetTeller Cash Management
users can edit a NetTeller outgoing domestic template wire,
provided the Edit Recurring Wires entitlement at the Cash
Management user account/default level is also selected for the
account for wire edit.

NOTE

This field is only available for NetTeller SilverLake financial
institutions using the JHA Commercial Cash Management
product.

Transfers
Select this check box to allow initiation of funds transfers.
Enter Future-Dated Wires

Determine whether you can transmit or quick transmit future-
dated wires (single or repetitive). If the entitlement is enabled
under Account Settings, the Effective Date field appears
on the Transmit Wire Transfer and Quick Transmit screens in
NetTeller so that you can submit a future-dated wire.

If the entitlement is enabled under Default Settings, the
entitlement is available but cleared under Account Settings.
If the entitlement is cleared under Default Settings, the
entitlement is unavailable under Account Settings.

The values for the entitlement in NetTeller are mirrored in
NetTeller Back Office so that financial institutions can select or
clear the entitlement.
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Situation Steps

NOTE
This field is only available for SilverLake NetTeller financial
institutions using the JHA Commercial Cash Management
product. The Transmit Wires entitlement is required for future-
dated wires because marking the wire as future dated is done
at wire transmission.
Transmit Wires
Select this check box to allow transmission of wires.
Order Checks
Select this check box to allow check ordering.
PassPort
Select this check box to allow the user to access jhaPassPort.
Bill Pay
Select this check box to allow the user to pay bills.
No Balance View

Select this check box to restrict cash users' view of any
accounts' balance information while viewing transactions on
the My NetTeller, Account Listings, and Account Transactions
screens. This check box must be selected if No Balance View
is selected on any account in the Account Settings.

Work ACH Exceptions
Select this check box to allow the user to work ACH Positive
Pay exception items received via NetTeller.

NOTE
This entitlement only appears for SilverLake NetTeller financial
institutions.
View Rates
Select this check box to allow the viewing of rates.
ES
Select this check box to allow Electronic Statement access.
CM Reports

Select the desired report entitlements to enable the
corresponding Reporting submenus:
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Situation Steps

Activity

Summary

Saved

EDI

Positive Pay Items

Positive Pay ACH Items

e Positive Pay Items Maintenance

NOTE

The check boxes only appear for NetTeller financial institutions
using the JHA Commercial Cash Management (CCM) product.
All Cash Management users can be enabled for these

reports, or can be enabled per user for individual reports,
through NetTeller Back Office > Manage Products > Cash
Management > Edit CM Settings.

3. Select Submit.

Editing Account 1. Select Account Settings from the Select Option list next to the
Settings desired user.

2. Edit the fields, as necessary.

Selected fields are defined in the following list. Available fields
are based on configured permissions.

Transfer To

Select this check box to allow the transfer of funds to an
account.

Transfer From

Select this check box to allow the transfer of funds from an
account.

View Electronic Documents

Select this check box to allow the user to view electronic
documents.

View Transfers
Select this check box to allow viewing of transfers.
No Balance View

Select this check box to restrict cash users view of any
accounts' balance information while viewing transactions on
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Situation Steps

the My NetTeller, Accounts Listing, and Account Transactions
screens. If this check box is selected, No Balance View must
also be selected in the Default Settings.

3. Select Submit.

Editing International 1 gelect Int! Transfer Settings from the Select Option list next to
Transfer Settings the desired user.

User permissions This option only appears if your financial institution is enabled
and limits for for DirectLine International (DLI) wire transfers and the Cash
international wires Management administrator is set up to work with DLI Wires.
are established 2. Edit the fields, as necessary.

separately from

the domestic Selected fields are defined in the following list.

wire settings. NOTE

International Entitlements for payee settings (create, edit, or delete payees)
Transfers are are not available at the account level.

only available
for SilverLake Select Settings to Modify

NetTeller financial Select one of the following options to determine the settings
institutions. you want to modify:

e User/Default Settings (default)
e Account Settings

International Transfer PIN

Enter the four-digit number required when transmitting an
international transfer.

Dual Control Required

Select this check box to require that a second Cash
Management user must approve DLI transfers.

Dual Control Limit

Enter the dollar amount over which DLI transfers require dual
control.

Define Foreign Currency Transfers

Select this check box to allow entering/requesting a quote and
creating spot contracts.

Define USD Transfers
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Situation Steps

Select this check box to allow entering/requesting a quote in
U.S. dollars and creating international wires in U.S. dollars.

NOTE
NetTeller SilverLake financial institutions must be enabled for
DLI Wires in USD to see this entitlement.
Transmit Foreign Currency Transfers
Select this check box to allow transmission of spot contracts.
Transmit USD Transfers
Select this check box to allow transmission of wires/drafts in
U.S. dollars.

NOTE
NetTeller SilverLake financial institutions must be enabled for
DLI Wires in USD to see this entitlement.

Create Payees

Select this check box to enable an Add New Payee link on
the Cash Manager > International Transfers > Payee List
screen, granting access to create a payee.

Edit Payees

Select this check box to enable an Edit link on the Cash
Manager > International Transfers > Payee List screen,
allowing editing of international payees.

Delete Payees

Select this check box to enable the Delete link on the Cash
Manager > International Transfers > Payee List screen,
allowing removal of previously created international payees.

Foreign Currency

Per Transfer Limit

Enter the outgoing DLI wire company employee limit per
transfer spot contract.

Daily Transfer Limit

Enter the outgoing DLI wire company employee limit per day
spot contract.

US Dollars
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Situation Steps

NOTE
NetTeller SilverLake financial institutions must be enabled for
DLI wires in USD to see this section.

Per Transfer Limit (US Dollars)

Enter the outgoing DLI wire company employee limit per
transfer wire/draft for U.S. dollars.

Daily Transfer Limit (US Dollars)

Enter the outgoing DLI wire company employee limit per day
wire/draft for U.S. dollars.

3. Select Submit.

Deleting Cash Users 1 gglect Delete from the Select Option list next to the desired
user.
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ACH

Use this submenu to manage ACH batches, settings, activity, uploads, import layouts, and
more.

The ACH module allows you to pay or collect money from individuals or companies. For
example, you could send a payroll file or collect monthly dues from individuals using ACH.
ACH capabilities depend on your agreement with the financial institution.

To get started, you must create a batch for a specific ACH company. A batch serves as a
template that you can use on multiple occasions.

When originating an ACH batch through the NetTeller system, the batch header record must first
be created in the core. All Cash Management ACH originators must be set up in the company
file in your core. Once this record is established, some of the header information prefills. The
company name must also be identified in the NetTeller ID parameters to match the company file
exactly. Once a batch header record has been successfully established, you can begin entering
ACH detail records.

If you or another cash user in your company has previously created an ACH batch, the following
status codes may appear on the ACH Batch List screen under the Status column next to each
category.

° - The batch has been created and is ready to be updated, changed, initiated, or
deleted.

. - The batch has been sent to the financial institution and is waiting to be transmitted
to the ACH processor terminal. During this status, a batch cannot be edited or deleted until it
has been processed and returned to a status.

CAUTION

Do not delete an ACH batch that is in status because this causes the financial
institution not to receive the ACH batch. In addition, do not delete the batch until the status
has returned to [FEEEMN.

3 - The financial institution has processed the ACH batch and it can no longer be
updated until end-of-day processing is complete. The batch returns to a status after
end-of-day processing.

. - The ACH batch information was uploaded directly from another accounting
software system using the ACH upload feature.

. - The batch has been marked ready for review and approval. Another
authorized Cash Management user must approve/initiate the ACH batch file.

NOTE
This status only appears for SilverLake financial institutions using the JHA Commercial Cash
Management product.
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Creating an ACH Batch: NACHA Upload

If you have software that can create a NACHA file formatted ACH batch for you, you can upload
the batch into Internet Banking.

Depending on your financial institution’s settings, uploaded ACH batch files are validated in their
entirety. If validation errors are found within the uploaded ACH batch, up to the first 50 validation
errors appear. You can view and resolve validation errors in the uploaded ACH batch file, and
then reupload the updated file. Selecting Show More expands the error details.

NOTE
For NetTeller's JHA Commercial Cash Management product, uploaded ACH batches' routing
numbers are also validated as a part of the ACH batch validation.

1. Go to Cash Manager > ACH > Upload.

Uplaad ACHFilz !

Choasa File | CR Faymll ach Upized

NOTE: Mawimum uplaad file size = 5 MB.

2. Search for the file.
TIP
Recommended: use a file with a .txt file extension.

3. Select Upload.
The uploaded file status appears. Once in an Uploaded status, the batch appears on the
Batch Listing screen.

4. Go to the Batch Listing screen.
A generic batch name generated based on a sequence number.

ACHBatch Lise (1) Torml Basches 34 Wiew 10 | 20 | 50 | 100

arch for:  Select Company

Sams Batch Name Type  Company Process Date Debit Credn

Uiploaded PFD 51,650.00 31, 650000 Salert opbon... *

L Ready 1111111 PO ST.680.00 5768000 Salect ophon.., v
5 Uploaded 9999599 PPD 5165000 51,650.00 Salect option... -
fieacy 1234567 2a] 9/16/2020 5000 5100000 Select option.., =

5. From the Select Option drop-down menu, select Edit to customize the uploaded batch
name.

You have successfully created an ACH batch by uploading a NACHA file.
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Creating an ACH Batch: Manually

If you are unable to import or upload a batch, you can manually enter the batch information.

1. Go to Cash Manager > ACH.
2. Select the desired company for Create a New Batch For.

ACH Batch List ()

ri| Select Campany

Yy
SEatus g JHA Auto Ny Process Date Debit Credic
JHA Air
Uploaded  Salary Payroli PPD  Training inc. £1,050.00 51,0500 Select option.. ¥

Total $1,050.00 s1,050,00

3. Complete the following fields.

New Batch f’
Batch Mame * | Payroll 2016 SECCade * PO - Prearranged Payments and Depo
Company Compary ld 123456785
Discretionary Data PAYROLL Entry Description * PAYROLL

Restrict Bacch

Cancel Submi

Batch Name

Enter the ACH batch name. This value distinguishes the batch for the Cash Management
user's benefit when viewing batches on the ACH Batch List screen.

SEC Code

Select the type of batch your are creating.
Category

Select the ACH SEC code associated with the ACH batch.
Company

The ACH company for which the ACH batch is being created. This value prefills based on
the associated value indicated in the core.

Company ID
Enter the identification number for the ACH company, which is usually a tax ID.
Discretionary Data

Enter the purpose of the ACH batch for the Cash Management user's and the financial
institution's benefit.

Entry Description
Enter the purpose of the ACH batch, which appears to the recipient.
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Restrict Batch

Select this check box to prevent Cash Management users without restricted batch access
from viewing/working with the batch.

4. Select Submit.
5. Add a record, as necessary.

fddd Transaction

Transac tien Information:

Name * John Doe Addends Type 00-Na Addenda Irfermaton

1D Numier D123 Addenda

Account Number *

Quick Add Add Multiple Imgart Transaction Cancel Submit

Name

Enter the recipient of the transaction.
Addenda Type

Select the type for the additional information to be transmitted with this record.
ID Number

Enter the recipient identification (e.g., employee number).
Addenda

Enter the additional information to be transmitted with this record.
Amount

Enter the dollar amount of the transaction.
Prenote

Select this check box to create a separate batch that contains a zero dollar, or test,
transaction to verify the recipient's account information is correct.

Routing

Enter the receiving financial institution's routing number. A search option is also available.
Account Type

Select the type of receiving account.
Account Number

Enter the recipient's account number.
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Transaction Type
Select whether the transaction is a Debit or Credit.
Status

e Select Hold to prevent the transaction from being included within the batch totals.
Holding this transaction allows you to initiate the batch without including the transaction,
if needed.

e Select Active to include the transaction in the batch.
6. Choose one of the following options:

e Select Quick Add to save this record and enter a new record.

e Select Add Multiple to add up to 15 records to the batch. When in this view, select Quick
Add to save your entered records and continue to add more.

MultiTransaction Entry / Payeall 2016
Marme o Fousing # Acouet # Chd Sany Armioar DR (R
1
2 . a0 . b

3

e Select Submit.

NOTE

If dual control is enabled, you cannot initiate an ACH batch you have created, except when
another user has since edited the batch. Only after the edit occurs can you initiate the
created batch.

You have successfully created an ACH batch.

Creating an ACH Batch: Import

Import allows a cash user to import a record file in either CSV, fixed position, or tab-delimited
file types. You can import transactions into a new or existing batch.

Before you can import your first ACH batch file, you must establish the Import Layout
submenu's fields. For more information on how to work with this submenu, review the Editing
the Import Layout Settings topic.

1. Go to Cash Manager > ACH.
2. Select the desired company for Create a New Batch For.
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New Batch

Batch Name ™ Payroll SECCade ¥ PO - Prearrangsd Payments and Depa
Company  JHA AIr Compery ld 123456799
Liscretionary Data PAYROLL Encry Descripion * PAYROLL

Restrict Bacch 1L

Cancel

3. Complete the fields, and then select Import Transaction.

Add Transaction

Transaction Infarmation:

Name * Addenda Type  O0-No Addenda Irfarmation -
12 Humker Addenda
Armount * ] 10
Prerote &

Creates & saparata $4 recard of this aniry.
Receiving Financial Institution Information:

flouting Search for ABA # Account Type Checking
#ccount Number ™ Tranzaction Type (3 Debit ® Credi
Staws  ® Actee 2 Hold

| Quick Add Add Multiale | mipeet Transaction | Cancel

4. Select the Import File Type:

Py
Import File- 0000043 °

Select the type of file you want to import o identify the field and position
pacemeant of your file. Gnce this layout i established, this formar will e
the defaul: for Imperted files of this pe.

Enter the name of the file you wish 1= import (same browsers will provida a
Browse buttan to help you find the file). Click the Import buttan. I you are
consistently having trouble importing your ACH import file, you mey want
0 Ery arathes importing method by cliding hera,

Impart File Type:

CSV File L

Chooze File | Sample ACH Impart without Offset cav mpart

e NACHA File

e CSVFile

e Fixed Position File
e Tab-Delimited File

5. Select the desired file, and then select Import.

You have now successfully imported an ACH batch.
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You can also import files into an existing batch by selecting Import from the Select Option

drop-down menu, and then following steps 4 and 5.

Editing the Import Layout Settings

Use the Import Layout submenu to import an ACH transaction format.

1. Go to Cash Manager > ACH > Import Layout.
2. Select the upload format.
3. Complete the fields.

C5V File Layout

Select Uplodd Format 1o Create/Edin CSV File Layout

Name: 1 - Actouns Number: | 4 v

1D Number: 2 - Amount: 5

Routing Number: 3 v * Transaction Code:

“Hiole:: If your file does not contain Transaction Codes. the following fields are required:

Account Type: ) v Checking Equals: ¢ Savings Equals:
Transaction Type: 7 - Debit Equais: DR Credit Equals:
[ Save Reset

3

CR

Cancel

Fixed Position File Layout

Select Uptoad Format 1o Create/Edics Fixed Position File Layout =

Begin End Begin End

Name: 1 20 Accourt Number: 24 n

1D Number: | 32 41 Amount: 49 51
Routing Number: | 52 B0 * Transaction Code:

*Hote: If your file does not contain Transaction Codes, the folowing fields are required:

Begin End
Account Type: | 51 1] Checking Equals: ¢ Savings Equals:
Transaction Type: 62 B3 Debit Equals: | DR Lredit Equats:
| Save | Reset

b

CR

Cancel

4. Select Save.
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Initiating ACH Batches

Depending on your permissions and financial institution's settings, you can initiate several types
of ACH batches including one-time batches, multiple one-time batches, and same day ACH
batches.

To initiate batches, you must have the cash user Initiate ACH entitiement.

1. Go to NetTeller > Cash Manager > ACH > Batch List.
2. Choose a situation and follow the corresponding steps.

Situation Steps

In'itiating 4 1. Locate and select the desired batch.
Single 2. Select Initiate from the Select Option drop-down list.
Batch 3. Select the effective date in the Select Effective Date field.
4. Complete the Select Offset Account fields for each batch, if applicable.
NOTE
If you are initiating an ACH batch with an SEC code of WEB, select
the Proper Validation has Occurred on all Transactions check box.
Selecting this check box certifies that the transactions are valid according
to NACHA rules.
5. Select Initiate.
Initiating 1. Locate and select the desired batches.
Multiple
Batches NOTE
Use the check box to the left of the batch names to select multiple
batches.

2. Select Initiate Selected.
3. Select the effective date in the Select Effective Date field.

NOTE
You can set the same effective date for all the selected batches.
4. Complete the Select Offset Account fields for each batch, if applicable.

NOTE

You can set the offset account for all the selected batches. If you are also
initiating ACH batches with SEC codes of WEB, select the check boxes
in the Accounts Validated** column. Selecting these check boxes certifies
that the transactions are valid according to NACHA rules.

5. Select Initiate.
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Situation Steps

Initiating 1. Locate and select the desired batches.

Same Day

ACH NOTE

Batches Use the check box to the left of the batch names to select multiple
batches.

2. Select Initiate Selected.
. Select Same Day ACH in the Select Effective Date drop-down menu.
4. Complete the Select Offset Account fields for each batch, if applicable.

w

NOTE
If you are initiating an ACH batch with an SEC code of WEB, select
the Proper Validation has Occurred on all Transactions check box.
Selecting this check box certifies that the transactions are valid according
to NACHA rules.

5. Select Initiate.

6. Select OK on the Same Day ACH Confirmation dialog box.

When a balanced ACH batch (a batch with equal credit and debit amount totals) is initiated
as Same Day ACH through NetTeller, batch records within the batch are checked for

same day eligibility. Same day eligibility includes credit and debit transactions (debit only

if Activate Phase 2: Same Day ACH Debits is enabled) based on the limit defined for the
NACHA Same Day ACH Per-ltem Limit field in ACH Parameter Menu (ACPAR) option
ACH General Parameters. If the batch contains one or more batch records (credit and/or
debit) that do not meet Same Day ACH eligibility, an error message appears and you are not
able to initiate the batch as Same Day ACH. Same Day ACH eligibility is not applied to any
on-us transactions included in the batch initiated as Same Day ACH.

The following image is an example of initiating a one-time uploaded batch.

Single Batch Upload Example

Batch Nare: Test2 SEC Code: PP Total Trarmactionsd View 10 | 20| 50 | 100 | & | Ssa
Cornpany JHA LT Comimpary I
Déscretbonary Dan PAAOLL Erary Deeseription: PAVRILL
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The following image is an example of initiating multiple uploaded batches.

Multiple Uploaded Batches Example

Quick Imitiate
& o

Appiy Effecive Dase wal Bacch records? — Thyradery, March 10, 2016

Barch Type  Companybame Reses Records® Deir Credit Effectie Dace Cffser Aroount
Payroll PPD JHA A 000 £4,300.00 Thur " 10, 2016 Checking
Payroll_Year PRD JHA far 000 £3000.00 [ 1 18 Checking

* Regar amouns 20 50,00 ofser processing booeh Total $0.00 511,50000

Prenote Transactions

A prenote transaction allows you to send a zero dollar test transaction to verify that the
recipient’s account information is correct before sending the actual credit or debit transaction.
With NACHA, prenote transactions have specific transaction code requirements which restrict a
zero dollar transaction amount from being sent.

In NetTeller, a prenote is created by adding the transaction to the batch that ultimately includes
the transaction. That transaction is flagged for prenote, and then NetTeller creates a separate
batch containing the actual prenote record.

Creating a Prenote Transaction

Create a regular batch that you will work with in the future. From there, you can create prenote
transactions within your affected batch.

1. Go to Cash Manager > ACH.
2. From the Select Option drop-down menu, next to the desired batch, select Edit.

ACHBatch st & View 10 | 20 | 50 | 100
Create anew tatch for;  Select Company
Status Batch Name Type Comgany Process Dace Diebit Cradite
Uplcaded  Salary Payroil PPD  JHA Auto £C.00 $1,500.00 Select option.. =
" Select option...
Ready Invoice PFD JHA Air £2.000.00 £2,000.00 View
Download
Uplcaded  Bonus PPD  JHA Auto $LOD £2,100.00 Quick Edit
Copy
Ready  Mourly Payroll PPD  JHA Air $6,000.00 $6,000.00 Import
Delete
Total $6,000.00 $11,600.00 | Initiate

3. Select Add Transaction.
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MName 10 Bumitser £

Al

BOOO

CH959

ALcgunt Rouning

11111

000000

99999

4. Complete the transaction information.

TIP

Amaunt

$1.500.00

$1.400.00

$1.300.00

CRODA Held

R

it Delare
£dir Deiein

Total Debits $0.00  Total Credits $4,200.00

Since NetTeller does not allow zero dollar transactions, enter a dollar amount. If the

transaction amount is unknown, enter $0.07.

5. Select Prenote.
6. Select Hold.

When Hold is selected, the transaction is not included in the batch.

Add Transaction 0

Transacticn Information:

Mame ®  John Doa

Addends Type

Addendsa

0 ]

Creates a zeparate $0 recard of this encry.

7. Select Submit.

Debit @ Credt

Cancel

O0-Neo Addenda Infarmaten

ACHBatchList @ View 10 | 20 | 50 | 100

Create anew batchforr  Select Company

Status Bauch Name

£0.00 Select option..

Uplcaded  Salary Payroll

Ready Invoice

Type Company Process Date Debit Credic e
Uploaded | PNT-Salery Payroll PPD JHA Auto 50.00

PFD JHA Auto 50.00

PPD. JHA Air $2.000.00

5150000 Select option.. ~

52,00000 Select option..
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The prenote transaction is added to the batch but is not included in the batch totals because of
the Hold status. NetTeller creates a separate prenote batch with PNT in the batch name. This

prenote batch is listed on the batch list screen and can be initiated from here.

ACH Batch Lins

Crmate a new batch for:  Select Company

Raady  PNT-Fabruary Payroll

Faacdy  May Payral

Ready  JHimport

Process Dare

=B EG

[ S

s0.00

50.00

4 §1,53000

4 $2000.00

Tocek Bacches 7 Weew 18 | 20 | 50| 100

$000

£4,50000

£1,550.00

£200000

Selactoption..,. *

Calmct opbisr.

Celmct cobion.,, ¥

Initiate the prenote batch to send the prenote transaction to your financial institution. Once the
prenote batch is successfully originated, you can update the transaction amount and remove the
Hold status. That transaction is then a part of the regular batch, and the originated PNT batch

can be deleted.

Download, Copy, or Delete a Batch

There are several reasons why you may want to download, copy, or delete an ACH batch.

Download a Batch

The download feature allows you to copy batch information into a PDF or a NACHA file.

Download the batch in PDF format to maintain a printed or electronic record of initiated batches.

Download Batch - Payroll_2016 (7

Select a download format

Select a field to sort by

List{PDF)

Cusknmer Name

Select sorting order @ Ascending

Submit

Descending

Retwrn
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ACH Transaction List

Comparny Name: JHA Air [Batch: 0000012
Company Entry Descristion: PAYROLL Effective Date: 01010001

Standard Foiry Class Code PP

C/fD TC H Individoal ID

0000005 |lohn Doe 1000.00] c | 22
0000003 |LynnA. 1000.00] c | 22
0000008 |Thomas A. 1000.00] c | 22
|unonam Adam B. 1000.00) ¢ |22 | |
0000007 | Mandys. 1000.00f ¢ |22 | |
0000001 | David G. 1000.00| ¢ |22
000000g| Robert . 1000.00| ¢ | 22| |
|uuo0013 ZachC. 1000.00l ¢ | 22| |
0000012 | Parker W. 1000.00l ¢ | 22| |
|ooooooz] Edna H. 1000.00l ¢ | 22| |
0000011 | Sofiz G. 1000.00l ¢ | 22| |
oooog1o| HenryB. 1000.00] ¢ |22
|ooooo1e| PortiaH. 1500000l b [ 27| lofeset
0000014 JamesR. 1000.00] ¢ | 22
ooooo1s| dad. 1000.00| ¢ |22 | |
|D.TI_W.V_§ dee i s 1000.00l ¢ {22 |

Total Credits: $15,000.00
Total Debits: $15,000.00

Downloading batch information as a NACHA file is useful if the batch was manually created. If a
manually entered batch is deleted, the batch information must be manually re-entered (deleted
batches cannot be recovered). However, if the batch was saved as a NACHA file, that NACHA
file can be uploaded back into NetTeller.

Download Batch - Payroll_2016
Select a download format NACHA v

Submit Return
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181 ee6leeel46 1112228571682041482A094101FRB - - -

5280 B PAYROLL 371360664 PPDPAYROLL eegeperee1222309350000012
e B o A 0000100000D0000 — ©92223093540892401
e e 00001 I - ©3223089354892402
- GO0OT S . ©9322389354892403
o N BEBBLF —— 83223893548924084
ey Tt R 1 ] B000Lmm— B 8322309354892485
L . - 00001 ©9222309354892406
- G000 1 - 0222309354092407
L - DODOL I - — ©9222389354892408
R i GOBO1 M S ©9222309354892409
N - GO0 Lm— — 8322389354892418
ERE T 2 SR P D001 M— - - 8322309354892411
EEE L SRR feeeli — ©8222309354892412
- - 208018 - ©9222309354092413
G — Q0001 M— - - 0222389354092414
- QODOT I— - o — ©92223089354892415
T —— - - e - 9222309354892616
§2000000160136563376000001500000000001500000371360664 222389350000012
9800201000002000000160136563376000001500000000001500000

Copy a Batch

The copy feature allows you to copy existing batch information into a new batch. Copying a
batch is useful if you are creating a batch and most of the batch information is in an existing
batch. For example, if you were to give your employees a bonus, your employees are already
set up in your payroll batch.

Copy Batch - Payroll 2016 (7))

Mew batch name *  Bonus_2016

| Submit | Cancel
ACH Bateh List @ Total Barches 4 View 10 | 20 | 30 | 100
Create a new bawch for:  Select Company '
Swatus Batch Name Type Company © Process Cate Debit Credit
Ll Ready Bonus_2016 PPD . 03/01/2016 $0.00 $6,250.00 Select option... =
Reranly Payiull 2016 PPD 030172016 $0.00 $6,250.00 Selecl waivit., w
(] Ready HriyPyri2018 PPD $0.00 $5.400.00 Select option... ”
Ready January Payroll PPD 09/16/2C14 §1,650.00 £1,650.00 Select option... v
Taotal $1,650.00 $19,550.00
Select All | Delete Selected Initiste Selected
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Delete a Batch

Delete batches that are no longer used. Deleted batches cannot be recovered. If a batch is
accidentally deleted, reupload or manually re-enter the batch information.

TIP
Recommended: Limit users' delete entitlements.

There are two ways to delete a batch:

e Select Delete from the Select Option drop-down list, and then select Delete on the next
screen.

ACH Batch List 'E Total Batches 4  View 10 | 20 | 30 | 100
Create a new batch for: | Select Company -
Stazus Barch Name Type Company© Process Date Debic Credit
Ready Bonus_2016 FPD 03/01/2016 50.00 $6,250.00 Select option... i
Select option...
Ready  Payroll 2016 PPD 03/01/2016 50.00 $6,250.00 || view
Download
Edit
Ready  HrlyPyrl2016 PPD $0.00 $5400.00 || quick Edit
Copy
Import
Ready January Payroll PPD 09/1672014 $1,650.00 $1,650.00
|_Initiate
Total $1,650.00 £19,550.00
Select All Delete Selected Initiate Selected

e Select multiple batches, select Delete Selected, and then select Delete on the next screen.

ACH Batch List ’!;/ Total Batches 4 View 10 | 20| 50 | 100
Create s new batch for:  Select Company b
Status Batch Name Type Company v Process Date Debir Credit
L Ready Bonus_2016 PPD 03/01/2016 $0.00 $6,250.00 Select option... »
Ready Payrell_2016 PPD 03/01/2016 £0.00 $6,250.00 Select option... v
] Ready HriyPyri2016 PPD $0.00 $5,400.00 Select option... .
Ready January Payroll PPD 08/16/2014 §1,650.00 $1.650.00 Select option... 4
Total §1,650.00 $19,550.00
Select All Delete Selected Initiate Selected

Managing Tax Payments

Use the Tax Payment submenu to create an electronic tax payment record. The tax payment
record created is included in the ACH batch listing. The treasury accepts Treasury Tax and Loan
(TT&L) payments electronically from users who are enrolled with the Treasury Department.
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1. Go to Cash Manager > ACH > Tax Payment.

2. Choose a situation and follow the corresponding steps.

Situation

Adding Tax
Payments

Cash Management

Steps

1. Complete the fields.
Pay To
Select Federal or the desired state if making a state tax payment.

Batch

Enter a name to distinguish the tax payment batch for the
customer's benefit.

Routing Number

Select Lookup to select the routing number associated with the
financial institution that receives the tax payment.

Company Name
Select the ACH company name.
Tax Period
Select the month and year for the tax period.
Tax Code
Enter the code to indicate the tax payment type.
Taxpayer ID
Enter the company's Employer Identification Number (EIN).
Amount Type Code
Enter the associated amount type. Select Lookup to see available
amount type code options.

NOTE
This field only appears for state tax payments.

Amount
Enter the dollar amount of the transaction.
Pay From Account
Select the account to debit for the offset transaction.
e |fthe ACH company is set up to initiate balanced batches only,

select from the accessible NetTeller accounts.

e [fthe ACH company is set up to initiate batches by selecting an
offset account, search for and select the offset account.
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Situation

Viewing Tax
Payments

Editing Tax
Payments

Deleting Tax
Payments

Downloading Tax
Payments

Cash Management

Steps

Tax Information ID 1
Enter the amount designated for Social Security. This field is
optional.

NOTE
This field only appears for Federal tax payments.
Tax Information ID 2
Enter the amount designated for Medicare. This field is optional.
NOTE
This field only appears for Federal tax payments.
Tax Information ID 3
Enter the amount designated for withholding. This field is optional.
NOTE
This field only appears for Federal tax payments.
2. Select Quick Add to add the tax payment and enter a new record.

. Enter the tax payments.
4. Select Submit.

w

1. In the Options column, next to the desired tax payment, select
View.

1. In the Options column, next to the desired tax payment, select Edit.
2. Edit the fields, as necessary.
3. Select Submit.

1. In the Options column, next to the desired tax payment, select
Delete.

2. Select Delete.

1. In the Options column, next to the desired tax payment, select
Download.

2. Select a download format:

e List (PDF) - Select a field to sort by and the desired sorting
order.

e NACHA formatted file
3. Select Submit.
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Situation Steps

4. Select the download link.

Copying Tax

1. In the Options column, next to the desired tax payment, select
Payments

Copy.
2. Enter a new name for the copied tax payment.
3. Select Submit.

Add a Federal Tax Payment

Add Tax Payment ()

PayTo | Federal
Category TaxFD  First Quarter

outing Nurmber Lookup

axPericd | 0316 Y
94105 - Employer's Quarterly Tax Return Federal Tax Deposit
Taxpayer ID

Amount  $3,000.00

Pay From Account  Payroll

Tax Information D1 1 Amount  §1,500.00
Tax Information D2 | 2 Ameunt  51.000.00
Tax Information ID3 3 Amount  $500.00
k it Cance

Add a State Tax Payment
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Add Tax Payment .

Pay To Kansas
Category TaxKS  First Quarter
Routing Number Sg1234567  Lookup
Company Name  JHA Auto
TaxPeriod  03/01/2021 [3] mm/ddiyyyy
Tax Code 04201 Lookup
TaxpayerID 000123455
Amount Type Code P Lookup

Amount  §3,000.00

PayFrom Account  Qperations

Quick Add Submit Cance!

Viewing ACH Activity

Batch history is viewable after the batch is originated.
1. Go to Cash Manager > ACH > Activity.

2. Review the columns.

Initiated

The date the batch was initiated.

Effective
The effective date for the batch.
Batch
The name given to the batch.
Type
The SEC associated with the batch.
Company
The ACH company name.
Debits
The total batch debits.
Credits
The total batch credits.
Offset Account
The offset account for the batch.
Recurring
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The Frequency originally indicated for processed recurring ACH batches or if the
batch was not recurring.
NOTE
This column only appears for NetTeller financial institutions using the JHA Commercial
Cash Management product.

Confirmation Number

The designated confirmation number for the batch.

NOTE

This column only appears for NetTeller financial institutions using the JHA Commercial
Cash Management product.

TIP

Select View to view a list of transactions included within the batch. For NetTeller

financial institutions using the JHA Commercial Cash Management product, Initiated Date,
Confirmation Number, Effective Date, and Frequency (along with associated values)
appear on the ACH Transaction List screen.

ACH Transaction List (7]

Basch Payroll 2016 Bach Code FPD Tocal Teanaattions 3 View 10| 20 | %0 | 100 | A5 | Exarsh

Company JHL Ar Entry Description PAYROLL
Tetiated By XN Restrict Batch
Initiated Date 020T/2006 Confirmation Numbeer 0004
Effective Date 022012016
,,,,, O Numbar Aggonnt ] crpe
JohnDoe 4 nnmn $1.500.00 [
Jace Doe 7% 00000000 $1,500.00 [
Mary S 56 ninm $1,500.00 R
Total Dabits 3000 Total Credins $4,50000  Offseq Accous mexmaxmmnnn 4567 D

3. Select Search to filter your search results, and then select Submit.

The Search Option

Use the Search option to locate a specific type of transaction or a specific user. Use this option
at Cash Manager > ACH in the Search Records section. Enter the necessary search criteria,
and then select Search.
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Search Records | ’;r )

Name

ID Mumber
Batch
Amount
Prenote

Held

smith

‘ Search ‘

Once the search is complete, an information message telling how many results were found and
the search results appear. You can modify or delete batches from this screen.

Information Message: QRN ICIRCTRE]

Search Results §

Name 1D Nurnber

Adam 5 45

Mary S 56

Adam 5 76

Mary S =]
NOTE

Batch

January Payroll
Payroll_2016
HrlyPyri2016

Bonus_2016

Account

123456

i

123456

LARRERAE]

Amount

$500.00

$1,500.00

%1,200.00

$1,500.00

CR/DR

CR

R

R

CR

Total Transactions 4  View 10 | 20 | 50 | 100

Held
sl Delets

Return

Transactions in a batch with an Initiated or Processed status cannot be modified or deleted
until the batch returns to the Ready status.
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Wires

Use this submenu to view, transmit, create, edit, and delete wires based on both the user and
account-level wire authorities assigned.

The following statuses may appear on the Wires List screen in the Status column.

Ready - Wire is ready to be transmitted.
Initiated - Wire has been initiated.

This status also appears if the initiated NetTeller outgoing wire (single or repetitive) contains
Office of Foreign Assets Control (OFAC) information. There is no visual indicator to the
NetTeller Cash Management user to show that the wire has been flagged for OFAC.However,
for SilverLake financial institutions, in WIRES option Enter - Update Wire Transfers, the
corresponding wire appears (in either the NetTeller or all view) with an OF (OFAC) status

in the ST (status) column. You can review the wire including the information within the wire
originally flagged as OFAC, and initiate the wire after review.

NOTE

When a wire is initiated, the physical address is used if one is available for the originator
address associated with that wire. If a physical address is not available, the CIF address is
used.

Processed - Wire was processed.

Approval - First approver initiated the wire, and the wire requires approval by second
approver due to wire amount and dual control amount set for the first approver.

NOTE
This status applies to SilverLake NetTeller wires only.
Next Day - Wire was initiated after the cut-off time set for NetTeller outgoing wires.

Creating Wire Instructions: Domestic Wires

These wire instructions can serve as a template that you use on multiple occasions, or you may
use it only once. Once the wire is created, you transmit the wire which sends the information to
the bank. The bank then sends out the wire.

1. Go to Cash Manager > Wires > Edit/Add.
2. Select an account from the View Wires For drop-down, and then select Add Wire.
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Edit/Add Wires List View Range: |

View wires for:  Business

tatus Amount Rep Code Account Number Receiving F

rn

Pending 510,00 Single Delete

3. Complete the selected fields.

Define New Wire For Operations .

Click here for International wire input screen

Credit Account Information

Credit Account Number:

Credit Account Name:

Credit Account Address:

Recelving Bank Information

earch for ABA Number

w
!
o

Receiving Bank ABA Number:
Receiving Bank Name:

Receiving Bank Address:

Wire Information

Remarks:

Repetitive Wire/Code:

Amount: = 51,000.00

Submit Cancel

Wire Name

Enter a descriptive name for the wire. This value appears on the various wire listing
screens.

Credit Account Number
Enter the account to receive the wired funds.
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Credit Account Name
Enter the name on the account receiving the wired funds.
Credit Account Address
Enter the address of the recipient for the wired funds.
Receiving Bank ABA Number
Enter the routing number of the financial institution where the wire is sent.

NOTE

If NetTeller financial institutions using the JHA Commercial Cash Management product
enter the correct Receiving Bank ABA Number, the Receiving FI Name and Receiving
Fl Address automatically populate.

Select Search for ABA Number to search for a financial institution. Selecting an ABA from
the search option populates all remaining Receiving Bank Information fields.

Receiving FI Name
Enter the name of the financial institution where the wire is being sent.

Receiving Fl Address
Enter the address of the financial institution where the wire is being sent, including the city,
state, and ZIP.

Remarks
Enter special instructions for the wire. These remarks appear to the wire recipient.

Save As Repetitive Wire
Select this check box if the wire has particular instructions/remarks that are going to be
used multiple times. For example, a cash user can send a wire to this person/company
once a month. By indicating this wire is a repetitive wire, you do not have to recreate the
wire each time. Enter a wire code to distinguish the wire. The code can be six alpha or
numeric characters. Leave this check box cleared for one-time (single) wires.

Amount

Enter the dollar amount of the wire.
4. Select Submit.

You have successfully created a domestic wire instruction.

To transmit this wire, review information about transmitting wires.

Creating Wire Instructions: International Wires

These wire instructions can serve as a template that you use on multiple occasions, or you may
use it only once. The fields associated with international wires can be used for international
wires or for sending wires through a correspondent bank. Once the wire is created, you transmit
the wire which sends the information to the bank. The bank then sends out the wire.

Cash Management 66 Citizens Bank and Trust



1. Go to Cash Manager > Wires > Edit/Add.
2. Select an account from the View Wires For drop-down menu, and then select Add Wire.

e . View Range: |
View wires for:  Business - Add Wire
Status Amount Rep Code Account Number Receiving Fl
Pending $10.00 Single Edit Delete

Define New Wire For Operations .

Credit Account Information

Credit Account Number:

4. Complete the fields as necessary, and then select Submit.

NOTE
Depending on your financial institution’s settings, the international wire fields that appear
may vary per financial institution.

Cash Management 67 Citizens Bank and Trust



Define New Wire For Operations

Credit Account Information
Cradit Account Number:
Cradit Account Name:

Credit Account Address:

Receiving Bank Information
Receiving Bank ABA Number:
Receiving Bank Name;

Receiving Bank Address:

Wire Information

Remarks:

Repetitive Wire/Code:

Amount:

Cash Management
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Receiving Fl Information
Intermediary Fl..|[BK/4000: Select Option... v
Intermediary Fl name. |BK/4000:
Intermediary Fl address1,.|BK/4000:
Intermediary Fl address2..|BK/A4000:

Intermediary Fl address3..|[BK/4000:

Beneficiary FI.BBI/4100: B-Bank id code/SWII ¥
Eeneficiary Fl name. . BBK/4100:
Beneficiary Fl address1..BBK/4100;
Beneficiary Fl address2..BEK/4100:

Beneficiary Fl address3..BEK/ 4100

Reference Beneficiary. RFB/4320;

Wire Name

Enter a descriptive name for the wire. This value appears on the various wire listing
screens.

Credit Account Number
Enter the account to receive the wired funds.
Credit Account Name
Enter the name on the account receiving the wired funds.
Credit Account Address
Enter the address of the recipient for the wired funds.
Receiving Bank ABA Number
Enter the routing number of the financial institution where the wire is sent.
NOTE
If NetTeller financial institutions using the JHA Commercial Cash Management product

enter the correct Receiving Bank ABA Number, the Receiving FI Name and Receiving
Fl Address automatically populate.

Select Search for ABA Number to search for a financial institution. Selecting an ABA from
the search option populates all remaining Receiving Bank Information fields.

Receiving FI Name
Enter the name of the financial institution where the wire is being sent.
Receiving Fl Address
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Enter the address of the financial institution where the wire is being sent, including the city,
state, and ZIP.

Remarks
Enter special instructions for the wire. These remarks appear to the wire recipient.
Save As Repetitive Wire

Select this check box if the wire has particular instructions/remarks that are going to be
used multiple times. For example, a cash user can send a wire to this person/company
once a month. By indicating this wire is a repetitive wire, you do not have to recreate the
wire each time. Enter a wire code to distinguish the wire. The code can be six alpha or
numeric characters. Leave this check box cleared for one-time (single) wires.

Amount
Enter the dollar amount of the wire.
Beneficiary FI..BBK/4100

Enter the bank code of the beneficiary bank and select the code type. This is the
international bank receiving the wire funds.

Beneficiary FI Name..BBK/4100

Enter the name of the international bank that is receiving the wire.
Beneficiary Fl Address(1-3)..BBK/4100

Enter the international bank's address that is receiving the wire.

You have successfully created an international wire instruction.

To transmit this wire, review information about transmitting wires.

Managing Wire Templates
1. Go to Cash Manager > Wires > Edit/Add.
2. Choose a situation and follow the corresponding steps.

Situation Steps

Editing Wires 1. Select the desired account for View Wires For.
NOTE 2. Select Edit next to the desired wire.
Any wire with a Ready 3. Edit the fields, as necessary.
status can be edited. 4. Select Submit.

Deleting Wires 1. Select the desired account for View Wires For.

NOTE 2. Choose one of the following options:
Any wire with a Ready
status can be deleted.
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Situation

Steps

e Select Delete next to the desired wire.

e Select the check boxes next to the desired wires, and
then select Delete Selected.

3. Select Delete.

Transmitting Wires

1. Go to Cash Manager > Wires.

2. Choose a situation, and complete the corresponding steps.

Situation

Transmitting an
Immediate Single
Wire

Transmitting a
Future-Dated
Single Wire

Transmitting
an Immediate
Repetitive Wire

Transmitting a
Future-Dated
Repetitive Wire

Transmitting a
Dual Control Wire

Cash Management

a B~ WON =

(&)} A WON -

A WO DN =

A WON -

Steps

. Select Transmit Wires.

. Select the desired account from the View Wires For drop-down list.
. Locate and select the desired wire, and then select Transmit.

. Set the Effective Date field to the current date.

. Enter the Wire Password, and then select Transmit.

. Select Transmit Wires.

. Select the desired account from the View Wires For drop-down list.
. Locate and select the desired wire, and then select Transmit.

. Select the date for the wire to process from the Effective Date

field.

. Enter the Wire Password, and then select Transmit.

. Select Transmit Templates.

. Select the desired account from the View Wires For drop-down list.
. Locate and select the desired wire, and then select Transmit.

. Enter the Wire Password, and then select Transmit.

. Select Transmit Templates.

. Select the desired account from the View Wires For drop-down list.
. Locate and select the desired wire, and then select Transmit.

. Enter the Wire Password, and then select Transmit.

NOTE
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Situation

Cash Management

Steps

Dual control wires require two cash users. The second cash user
cannot approve future-dated or recurring wires until the day the
wire is scheduled to process.

First Cash User:

1. Select Transmit Wires for a single wire or Transmit Templates for
repetitive wires.

2. Select the desired account from the View Wires For drop-down list.
3. Locate and select the desired wire, and then select Transmit.
4. Enter the Wire Password, and then select Approve.

A message appears indicating the wire requires dual control. The
wire appears in the Approval status until the second cash user
transmits the wire.

Second Cash User:

1. Select Transmit Wires.

2. Locate and select the wire in Approval status, and then select
Transmit.

NOTE

Future-dated and recurring wires do not appear in the Approval
status and cannot be approved until the date they are scheduled to
process.
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Situation Steps

3. Enter the Wire Password, and then select Transmit.

Single Wire Transmit Example

Wire ListList View Range: 10 | 20 | 50 | 100 § A4

Uiew Wiresfor | Opersbons

Wire Name Sequence SLatug Amaune Rep ACOu Nt NuinDes Recewving FI
ThsIng 83 Aeady 510000 Mo Tramsmir
Closng 851 Inianed $100.00 ¥es
Repetitive Wire Transmit Example
Transmit Temglares List Views Fiange: 10 | 20) 50 100 | Al
View Wiires for: | Operationg
Wire Name Sequence S Amaunt Rep  Account Number Recenving Fl
Chosing 1 Reacty 10000 ¥
Fe\'!n_.' $58765 ¥
3 Feady 10000 Y Transmit

Dual Control Message for First Cash User

This wire requires two-persan authorization before it can be transmitted.
Enter your Wire Password and select Approve to begin this process,

‘Wire Password | ==

Approve Cancal

Approval Status for Second Cash User

Wire LiseList View Range: 100 | 20| 50 | 100 | &1l
View Wiz for: | Dperations ¥
Wire Name SEUENCE SLatus Aot Rep ACCOLNT hurmber Receiing FI
Clasing 835 $0000 Mo poages Transrmit
Single Wire 818 Iniated $10.00 Mo 00000
Closing a1 Initiated $100.00  Yes 123435

Viewing Wire Activity

Use the Activity submenu to view a list of all initiated wire activity (the default display setting is

15 days).

1. Go to Cash Manager > Wires > Activity.
2. Select the desired account for View Wire Activity For.
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Wire History for 10/15/2020 to 03/09/2021 % View Range: 7 Days | 15 Days | 30 Days | Search

View Wire Activity for:  operations s

Transmitted: Armount: Rep Code: Receiving Account Number: Receiving Fl:
11/08/2020 $100.00 1234567890
2nei2021 $200.00 SEEELEEREE
11/08/2020 $100.00 1234567390
11/08/2020 $1,00000 1111111119

3. Review the columns.
Wire Name

The name indicated for the wire.
Transmitted

The date the wire was transmitted.
Effective

The effective date for the wire.

NOTE
This column is only available for NetTeller SilverLake financial institutions using the JHA
Commercial Cash Management product.
Amount
The wire amount.
Rep Code
The rep code for the wire if the wire was set up as a repetitive/template.
Recurring

The value selected for the Frequency field in Cash Manager > Wires > Transmit
Templates > Transmit appears under the Recurring column.

NOTE

This column is only available for NetTeller SilverLake financial institutions using the JHA
Commercial Cash Management product.

Receiving Account Number

The beneficiary's/receiver's account number.
Beneficiary Name

The beneficiary name receiving the wire.

NOTE

Cash Management 74 Citizens Bank and Trust



This column is only available for NetTeller SilverLake financial institutions using the JHA
Commercial Cash Management product.

Receiving FlI
The financial institution receiving the wire.
OMAD

The Output Message Accountability Data number is for delivery-related details. This value
is associated with DirectLine Wires, a product available for SilverLake financial institutions

only.
4. Select Search to filter your search results, and then select Submit.
A selected field is defined in the following list.
Search By
e Select Transmitted Date (default) to search by the date the wire was transmitted.

e Select Effective Date to search by the effective date of the wire.

NOTE
The Search By options are only available for NetTeller SilverLake financial institutions

using the JHA Commercial Cash Management product.
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ARP

Selecting Cash User Access

For a user to access ARP, the appropriate entitlements must be enabled. These entitlements
allow you to determine what the users can do. Can they only upload an items file? Do they need
to work exceptions?

1. To enable these options, go to the Users screen within the Cash Manager tab.
2. Select Default Settings for the cash user.
3. Select the check boxes for the following ARP entitlements.

e Download ARP File - View the text file created by the financial institution. These files
include outstanding checks, checks cleared last month, or checks cleared yesterday.

e Upload ARP - Upload file containing a list of check items that have been dispersed.
The file must include the check number and amount. You are also able to enter check
information manually.

e Work ARP Items - View exception items and decide to pay or return them. Exception
items are checks presented for payment that do not match previously uploaded items.

Cash User Setting
User: jen
W Transaction Inguiry i Define Non-Rep Wires Upload Positive Pay

@ Starement Inquiry W Edit Nen-Rep Wires Work Positive Pay ltems

# Current Day Balance W Define Rep Wires ¥ Downlosd ARP File

W Prior Day Balance W Ediz Rep Wires ¥ Upload ARF
¥ Stop Inquiry @ Transmit Wires ¥ Work ARP lems
¥ Stop Additions @ Bill Payment o Transfers

W View Rotes Order Checks

E5

W Work ACH Exceptions

Select Accounts (2]

Exception ltems

If an item is presented for payment but does not match what was previously uploaded, the item
becomes an exception.

Review each exception and determine if item must be paid or returned.
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Examples of exception reasons include:

Jl/nvalid Amount
Jl/tem Not Issued
(JlVoided Item
o SEIREE
(M 7ero Serial Number
;D upiicate

Working Exception Items
1. Choose one of the following options.

e To pay items, select the check box under the Pay column.
e To return items, clear the check box under the Pay column.

View/Work Positive Pay ltems .

View items for: ADYVAN CK 0003
Check Nunber: Amourt:  Payee Pay: Protected:
4005 $22.98 Details
$25.00 Details

8000 $2,500.00 Decails

TIP

If a padlock appears under the Protected column, the item cannot be worked. An item may
be protected if it is outside of the allowed time frame for working exception items, or the
account is set up for full reconciliation only. To help determine if the item must be paid or
returned, select Details to get additional information including the Exception Reason.
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Account Name: ADVAN CK 0003
Check Number: 4005
Amount: $23.98
Payee:
Source Of Entry:  Manual
Exception Reason:  Item previously paid
Updated By:
When Updated:  12:00:00 AM
Updated From Workstation:
Protected(Y/N):
DDA Batch Number:

DDA Sequence Number:

‘ Print ‘ Clase

If an image is available, the check number is a link to view the front and back of the item.

Image of Item Number 1039

JHA Air
663 W. Highway 60 1039
Monett MO 65807-8215 Date 4/25/2017
Pay To The
Order OF John Doe $ 7258
Seventy Two Dollars and 58/100 Dollass
5 - F™ a
T | T ]E |

2. Select Submit.
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Download

The financial institution is able to create informational files that you can view in NetTeller. This is
the account reconciliation part of ARP. A file may contain information such as cleared items or
outstanding items.

Once the financial institution generates a file, you can view the report and save it to your
computer. To view the report, select the account, select Download, and then follow the
instructions to view or save information.

Download Positive Pay Files |

View download for: Positive Pay N
File Mame: Description:
PDCK431102 Paid Checks Download

File Edit Format View Help

#45654 DAILY CLEARED ITEMS ol
2000045654 2022 00000365 00008365 820516
Bepesd45654 92023 00000245 ©6088245 828515
BE0eR45654 92024 00008542 €8011542 820515
2000045654 82025 00001544 @0001544 828516
AEEAR4ASE54 A2026 0BAAAZES PABAAZES 8208516
Be00845654 92027 000OG5E0 E6008560 8208515
BEPeB45654 B2028 00BEO1E3 EBOBE103 828516
PEEEAASE54 A3000 0DOOOEEE e0150000 820515
Bees 8080164564 CLEARED ITEMS -

Ln 21, Col1

Edit Upload Format

For ARP to be effective, any items issued must be uploaded and sent to the bank.

There are two types of files that can be uploaded into NetTeller: CSV and fixed position.
If uploading either of these types, an upload format must be established indicating where
information is contained within the file.

TIP

If Edit Upload Format is not available, contact the financial institution. The financial
institution may need to open a Support case with Jack Henry & Associates. Only JHA can
enable this option.
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CSV Files

A CSV file is created within Excel®. The information is located within specific columns. In this
example, the item number is found in the first column, while the item amount is found in the
second column.

A B | D | E Fo| g+
1| 743a0] 25000 John A 8/9/2015
2| 74341 30100 John B. 8/9/2015
3| 74342 7400 John C. 8/9/2015
4 | 74303 67400 John D. 8/9/2015
5| 74344 10000 Jane A. 8/9/2015
6| 74345 2393 Jane B. 8/9/2015
7| 74346 87690 Jane C. 8/9/2015
g L
9_
1
]
|
13| -
“ Sample CSV ® Pl D]
CAUTION
When saving a CSV file, change the file extension (type) to .csv, not .xIs. A .xIs file does not
upload successfully.
J| |® Sample CSV 12/14/201510:17 ... Microsoft Excel C...
o ¥ <

File nare: | Sample CSV

| Save as type:

CSV (Comma delimited) |

Fixed Position Files

A fixed position file is created within Notepad. The information is located within a specific
position of the line. In this example, the issue date begins in position 1 and ends in position 6,

while the item number begins in position 8 and ends in 11.

Cash Management
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= Sample Fixed Position - Notepad = =

File Edit Format View Help

870114 5116 JOHN DOE
870114 5111 JANE DOE
870314 5112 JOHN A.
870414 5113 JANE A.

802500
pesele
Be8740
Bee780

Ln1, Cell

Editing Upload Format

1. From the Select Upload Format to Edit option, select one of the following file types:

e CSV File
e [ixed Position

Edit Positive Pay Upload Format

Select Upload Formar to Ediz

Select Option... -
Select Option...

CSV File

Fixed Position

2. Edit the fields, as necessary.

Cash Management
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For date fields, select the format your date is in. If using the void option, you must also
indicate the variable for a void.

CSV File

Edit CSV File Upload Format:

Account Number:

Account Type:

Debit / Credit:

Item Number:

ltem Amount:

Issue Date:

Woid Date:

Payee:

Payee Address 1:

Payee Address 2:

Payee Address 3:

Payee Address 4:

Void Indicator:

Stop Indicator:

Cash Management

Select

Select

Select

Select

Select

Select

Select

Select

Select

Select

-

-

-

Chk:

Debit Indicator:

Date Format

Date Format:

Yes Indicator:

Yes Indicator:

mmddyyyy

mmddyyyy

-

-

82

Christmas Club:

Credit Indicator:

‘ Save ‘ Reset

GL:

Cancel
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For a fixed position file, enter the beginning and ending position of the information.

Fixed Position File

Edit Fixed Position File Upload Format:

Begin End
Account Number: 0 0
Account Type: 0 0 Chk: Saw: Christmas Club: Gl:
Debit / Credi: | 0 0 Debit Indicator: Credit Indicator:
ltem Number: 0 0
ltern Armount: 0 0
Issue Date: 0 0 Date Format:  yyyymmdd b
Void Date: 0 0 Date Format: v
Payee: 0 0
Payee Address 1: 0 0
Payee Address 2: 0 0
Payee Address 3: 0
Payee Address 4: (0 0
Void Indicator: 0 0 Yes Indicator
Stop Indicator: 0 0 Yes Indicator

‘ Save ‘ Reset Cancel

3. Select Save.
The upload format is not worked again unless the file layout changes.

Uploading an ARP File

To determine exception items, you need a list of checks that you have issued. This list can
either be uploaded into NetTeller or entered manually. While your file can contain as much
information as you want, item number and item amount are required.

If you have manually created a CSV or Fixed Position file, or you have software that creates the
file, use the standard upload option.

1. In Upload File For, select the account.
2. In Upload File Type, choose one of the following file types:

e CSVFile.
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Upload Positive Pay Files /.

Select the type of file you want 1o upload to identify the field and
position placement for your file. Once this layout is established,
this farmat will be the default layout for uploaded files of this type.

Enter the name of the file you wish to upload (some browsers will
provide a Browse button to help you find the file). Click the Upload
buttan, If you sre consistently having trouble uploading your file,
cry the 'Open Input’ mechod.

Uplaad File For Operations 2 =

Upload File Type: C5V File 2

e Fixed Position File.

e Manual Entry - Use this method if you already uploaded your file for the day but have
extra issued items, or if you cannot create a CSV file or a Fixed Position file. With the
manual entry option, you can enter the item's information directly into NetTeller.

Upload Posicive Pay Flles |7

Upload File For:

Uplead File Types

| Choose File | Sampled CSV.csv

NOTE: Maximum upload file size is 4052 MB.

Upload

Select the type of file you want to upload wo idendfy the field and
position plascement for your file. Oinee this layout i= establizhed,

thiz farmat will be the default layout for uploaded files of this type.

Enter the name of the file you wish to upload [some brovessrs will
provide & Browse button ta help pou find the file). Click the Upload
buttan. If you are cansistently hawing trouble upleading your file,
try the "Open Input’ method,

Operabons 2 -
€5V File -
€8V File
Fixed Position File
Open [nput )

| Upload

e Open Input - Use this method if you have trouble with uploading a CSV file or a Fixed

Position file.

Cash Management
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Upload Positive Pay Files .

Upload File For:

Uplozd File Type

Select the type of file you want te upload 1o 1denafy the field and
position placement for your file, Once this layowt is 2stablished,
this Formt will be the defsult layous far uplaaded fil=s of this fpe.

Erter the name of the file yau wish = upload (same bravmers wil
provide & Browse buttan w help you find the filel. Click the Upload
button. If you are consistently having trouble uploading your file,
try the 'Open Input’ method.

Operations 2 A
=V File -
CZV File

Fixed Position File
Manual Entry

| Upload |

3. Choose a situation and follow the corresponding steps.

Situation

Uploading Files Using
CSV or Fixed Position

Uploading Files Using
Manual Entry

Uploading Files Using
Open Input

Enter Item Information When Uploading Files Using Manual Entry

Cash Management

Steps

1. Browse for the file.

1. Enter the item information.

Multiple pages of up to 11 items can be entered.

1. Open the CSV or fixed position file you are trying to upload

in a text editor, such as Notepad.

2. Copy the contents of the file and paste it into the NetTeller

text box.
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ghoad Pl For e ratie g

Creck Nusrber Diaae iezuaect Croe Ameore Type Payee
1 6258 ovo1iE ) 100 . 8 Debe Jobe Doe
2 €259 0T012016 E 100 0 mebe Jane Doe
3 3 oebe
'] E Debe
g = oebe
& [&] cebr
7 E pe
& E Debe v
o E Debe
0 E Debe
n = Debit

121456378
Uplass Reser Canesi

Copying Contents of the File When Uploading Files Using Open Input

Upload Positive Pay Files )1

Oipen tha fils wou with 1o uplead in & tese edimar (such 8z Karepard
I Windaws). Seleer the entiee enntents of the fls. Capy the file
Lising the appreprisce methad far pour camputes [CerdCin
Wirdaws), Paste the santenrs af tha file in the 2meny field balaw
[Cer-V in Windaves). Click the Upload buttan.

Lipheadd File Fos Operatans 2 ¥
Upload File Typs. 5 File -
139140, 25830, S570/2014
132141, 20184, #5101 20148
138142, 87409, 54942814
138143, 59800, 54942014
193144, 10800, S5/8/2014
198145, 2358, 54942014
199146, 57694, 157972814
199147, 25630, J508/2014
132148, 14304, SS5I02014
138149, 5802, 57972014
Uplaad Caneel

4. Select Upload.
Once the file uploads, the File Upload Status screen appears.

TIP
Select View Details to review the items.
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File Upload Status '/ ViewS | 10| 20| 50| 100 | Al

File Name Farmat Type Related Account Upload Date v Status

Sampled CSV.cov Comma ARP Operations 2 IN2016 12:41:38 PM iew Detail

Refresh List

5. Verify that the item information is correct, and then select Approve.

NOTE
A file must be approved prior to uploading another file.

Upload Results o

Status: Check Number: ¢ Date Issued: Payee: Amount:
Suecessful 00000005000 03/19/2016 Ryan M. $250.00
Successful 00000005001 03/19/2016 Jacob W. $301.00
Successful 00000005002 03M19/2016 Emma T $875.00
Successful 00000005003 03/19/2016 Hannah P. $E78.00
Successful 00000005004 031972016 Jessica ™. £100.00
Successiul 00000005003 031192016 Roberto M. 52392
Successful 00000005006 03/19/2016 Kevin 0. $876.90
Successful 00000005007 03/19/2016 Nicholas F. £250.00
Successful 00000003008 03/19/2016 Nia B. $153.00
Successful 00000005009 03119/2016 Bianca 5. £90.00

Toral: 10 check(s) $3,507.88

Approve Cancel

Void Issued Iltems

There may be times when an item must be voided. Items can be voided through NetTeller even
if they have already been uploaded.

If voiding an item with a file, a Void Date and Void Indicator must be included in both the file
and file format.
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ISSUE Uate: B v UdlE roiimiat | mmaayyyy v

Void Date: 6 hd Date Format  mmddyyyy v
Payee: 3 b
Payee Address 1: Select ¥

Payee Address 2: Select ¥

Payee Address 3: Select ¥

Payee Address 4: Select ¥

Void Indicator: 5 b Yes Indicator: W

Stop Indicator: Select ¥ Yes Indicator:

| Save Reset Cancel
If voiding an item manually, select Void from the Type column.
Upload Positive Pay Files |~
Upload File For: Operations 2 -
Check Number: Date Issued: Check Amount: Type: Payee:
1 5287 03/01/2016 E 100 . 00 Void v John Doe
2 = . Debit v
3 = ! Debit v

Working ACH Exceptions

For a user to view ACH exceptions, the correct entitiement must be flagged, and the user must
have access to the account.

1. From the Cash Manger User List screen, select Default Settings for the cash user.
2. Enable Work ACH Exceptions.
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Cash User Setting J!::'

W Transaction Inguiry

W Starerment Inguiry

Define Non-Rep Wires

Ediz Nen-Rep Wires

Upload Positve Pay

Werk Pazitive Pay ltems

@ Current Day Balance ¥ Define Rep Wires # Downlcad ARP File
i Prior Day Balance [ Edit Rep Wires ¢ Upload ARP
¥ Stop Inguiry W Transmit Wires ¥ Work ARP lems
[ Srop Additions A Bill Payment o Tramsfers
# View Rates & Order Checks
B Es

W Work ACH Exceprions

Select Accounts (7]

ACH exception items are viewed and worked in the ARP tab. Here you can see which
incoming ACH items need a decision. Information viewable on items includes issuing
company, type of transaction (debit or credit), SEC code, amount of item, and a description.

3. To work an exception item from the ARP tab, select either Pay or Return.

ACH Exception [tems 'E/'

View items for: ADVAN CK 0003 -

Issuing Company: Type: SEC: Amount  Description: Pay: Return:
JHA Air D PPD $100.00 Invoice 123456 O O
JHA Auto D PPD £189.52 Loan Payment o
JHA A D PPD $1500.00 Rent O

Submit

4. Select Submit.
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goDough App End-User Functionality: iOS® and Android™

Your financial institution’s online banking goDough app is available for iOS® and Android™

devices.

If your financial institution has given you access, you can use the following features:

Feature

Geolocation services
Accounts

Transactions

Immediate transfers
Future-dated transfers
Alerts

Bill payments
Future-dated bill payments
JHA SmartPay Remote Deposit Anywhere
Finances

Offline Mode

ACH initiation

Wire transmit

Debit card management

Cash Management

Availability in the App

Available

Available

Available

Available

Available

Available

Available with a separate contract
Available with a separate contract
Available with a separate contract
Available with a separate contract
Available with a separate contract

Available to banks only, with a separate
contract

Available to banks only, with a separate
contract

Available to banks only, with a separate
contract

If you are an existing cash user with Initiate ACH and Transmit Wires entitlements in
traditional NetTeller, you may be able to initiate batches or transmit wires in goDough.

Single Sign-On (SSO) is required for you to be able to use mobile web banking.

CAUTION

Currently, Cash Management for goDough is only available for banks, not credit unions.

Cash Management
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Initiating an ACH Batch

If you are an existing cash user with the Initiate ACH entitlement in traditional NetTeller, you
may be able to initiate batches in mobile banking.

1. From the main menu, select the ACH option.

2. From the batch list, select the batch you want to initiate.

3. If applicable, select the offset account, and then select the effective date.

4. If applicable, select Reset Amount to $0.00.

5. Select Initiate.

Transmitting a Wire

If you are an existing cash user with the Transmit Wires entitiement in traditional NetTeller, you
may be able to initiate batches in mobile banking.

1. From the main menu, select Send Wire.
2. Select the wire.

3. Enter your Wire PIN.

4. Select Transmit or Approve.
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Reporting

e Select the Prior Day submenu and the desired account to view prior day balance

information, float information, and activity totals for the selected account.

Friar Day Information

‘Views Prior Day Informetion for: | Operations

Prior Azcount Infarmation

Operations | " ——

Cloze of Business..... February 13, 2015
Available Balance. ... 18,351.77
tallected Balance. ... 44,750.42
Legger BAlaNCe. ... ... 34,791,482
Hold ARount sy v venies 2,88

n=.day Float e.e8
Tes-day Float @.09
Thres-day Flo 2.88
Over 3.day Float..... 2.88

Pricr Day Ackivity
Debits Credits
AH Items
.o X

Inclearing
B (X

Dnver -the-courter
a.0e 2,02

Wires

ELER (2]
Tranifar
a.0a R
Total
03 EEPT)

e Select the Current Day submenu and the desired account to view current day account
information and activity totals for the selected account.

Other Account/ |HA Auto

A5 OF Date: 03/09/2021

Current Day Information @

View Current Day Information for:  Other Account

Current Account Information

Current Day Activity

Debits Credits
Collected Balance: 8.e1 ACH
Ledger Balance: .01 2.09 2.09
Hold Amount: 8,00
THCI FARTNGS
@.88 8.88
current available: e.e1
@.98TELLER 2.0
HIRES
e.20 e.00
TRANSFERS
.88 a.00
OTHER
2.00 @00
TOTAL
.88 a.08
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e Select the Position submenu and the link to view the Cash Management data for prior day

balance and transaction totals.

3 AT ot W 7 " - Notepad -
| File Edit Format View Help |
ACCOUNT NUMBER: oooo0o00000 CHECKING [ad

ACCOUNT MAME: IH&Auto
PRIOR DAY BALANCE INFORMATION
PRIOR DAY DATE:1/31/2021
TRANSACTIONS TOTALS SINCE LAST STATEMENT
ACH DEBITS: a.ee
ACH CREDITS: 9.0
ATM DEBITS: .00
ATM CREDITS: 0.00
CHECKS/OTH DEBITS: a.0e
DEPOSITS/OTH CRDITS: 1.00
PRIOR DAY DEBITS: 9.00
PRIOR DAY CREDITS: 1.00
OPENING LEDGER BAL: 75.33
CLOSING LEDGER BAL: 76.33
CLOSING AVAILABLE BAL: 75.33
CLOSING COLLECTED BAL: 75.33
HOLD AMOUNT: .00
ONE_DAY FLOAT: B.00
TWO_DAY FLOAT: 8.8
THREE_DAY FLOAT: @.0e
OVER 3_DAY FLOAT: 8.00
PRIOR DAY TRANSACTIONS
DATE CHECK # AMOUNT DR/CR  DESCRIPTION
02/01/21 1.88 CREDIT 11111111111111 test
TOTAL DEBITS: ] TOTAL CREDITS: lee
CURRENT DAY BALANCE INFORMATION
CURRENT DATE: @ o3/o9/n
CURRENT AVAILABLE BAL: 77.33
CURRENT COLLECTED BAL: 76.33 -
| L1, Col 1 i
CAUTION

The Position report displays all accounts tied to the NetTeller ID, regardless of user

permissions.
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File Status

Use this submenu to view the status of an uploaded Automated Clearing House (ACH) or
Account Reconcilement Plan (ARP) file.

You can refresh the status and view details of ARP/Positive Pay files that have been
successfully uploaded. Files listed on the file status screen drop off after seven days.
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Settings

Personal
If necessary, change the logon information in Options > Personal.
Modify Personal Settings

e Change the company email address (only accessible to Full or Partial Administrators).
Only company administrators can change the cash user's email addresses.

e Change company mobile phone number for text alerts.

e Change watermark image to select a new image.

e Create a password reset question and answer, if applicable.

Modify Login Information
Change the user name, password, and wire PIN.

NOTE

Depending on your financial institution’s settings, you may be able to submit your updated
personal information to your financial institution.

Account

Cash users with the Full or Partial administrator permissions can change account names and
the appearance order of the accounts.

Deposit Accounts ()

Select an Account Type Deposit Accounts

Drag and drop the account to rearrange the display order. See keyboard

INStructions e
Account Pseudo Names New Account Pseudo Mames
) Operations

&) Payroll

ADVAN CK 0003

ki

Submit
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Establishing Display Defaults

Use the Display submenu to establish permissions for what cash users can do with wires and
set the amount of data that appears.

NOTE
Available settings are based on whether the NetTeller user is a Retail or Cash Management
user.

1. Go to Options > Display.
2. Edit the NetTeller display defaults.

Establish Display Defaults °

Aggounts )5 ® 10 © 20 =0 00 D Al
Transactions ) Since Last Statement ) Last 7 days Last 15days ® Lasi30days © Al ) Search History
ACH Batches 10 20 ® 50 100
ACH Transactions )10 @20 @ 30 100
Wire Transfers »10 @20 ® 50 O 10
Wires-Ediv/Add W Q0 @3 100
Transfer History ) Last7days @ Last15days Last30aays © Search History
ACH History ' Last 7days @ Last1Sdays © Last30days Search History
Wires Histary ) Last7days @ Last15days Last30days © Search Hiswory
Download Lines Oneline @ Twolines @ Threelines All Lines
Transfer Confirmation B ves @ No

Submit

Selected fields are defined in the following list.

NOTE
The fields that appear depend on your core system.

Download Lines

Determine the number of transaction description lines that should be included when
downloading transactions via Transactions > Download:

e One Line

e Two Lines
Three Lines
All Lines

Transfer Confirmation

e Select Yes to enable the transfer confirmation that appears after you enter and submit
transfer information. Confirm the transfer before receiving a confirmation number.

e Select No to disable the transfer confirmation. After you enter and submit the
transfer information, the confirmation number appears instead of asking for a transfer
confirmation.

Cash Management 96 Citizens Bank and Trust



3. Select Submit.

Alerts

Use this submenu to view all established alerts for your profile.

NOTE

If you want to have email alerts, contact JHA Support for assistance. Text alerts are
available as an additional feature and require a contract.

Available alerts on the Alerts Listing submenu include:

Current Event Alerts - Set up the items or watches that trigger alerts. Select event alerts to
be sent to Cash Management and other online users when specific transactions, such as
wire transmissions, ACH EDI transactions, and ACH batches are initiated through NetTeller.

Current Balance Alerts - Set up an alert to be notified when a balance is above or below a set
amount.

Current Item Alerts - Set up an alert to be notified when a specific item number clears.

Current Personal Alerts - Set up an alert for a specific date or create a personalized alert
message.

Available Alerts

Current Event Alerts .

When the following Occurs: Alert Me:

ACH Batches Initiated With an Emai

Current Balance Alerts .

When Balance In: Goes: Amount: Alert Me:

Operations Above 50.01 With an Email

m
2

Delete

Current [tem Alerts .

When An ltem clears: Account: Alert Me:

There are currently no ltem Alerts set up.

Current Personal Alerts .

On the Following date: Remind me of: Alert Me:
There are currently no Personal Alerts set up.
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When you log on to NetTeller, an event alert indicator appears on the NetTeller > Accounts
screen. Event alert messages for wire transmissions or ACH batches initiated before the
alert was set up do not appear.

Editing Event Alerts

1. Go to Options > Alerts > Alerts Listing, and then select Edit Event Alerts.
TIP
You can also edit event alerts on the Options > Alerts > Events screen.

2. Select or clear the check boxes in the Alert Type column to determine how and when you
receive event alerts.

Available alerts depend on permissions. Selected alerts are defined in the following list.

ACH Batches Initiated

This alert contains the same information that appears on the ACH batch initiation
confirmation screen and is prefaced with the following message: [leRiollle)7lgle Mol MIES
been initiatedk

ACH Batches Processed

This alert contains the original confirmation number and summary details assigned to the
initiated ACH batch and is prefaced with the following message: [liERiollelVilileNeEIIMES

been processedy

Wires Transmitted

This alert contains the same information that appears on the wire initiation confirmation
screen and is prefaced with the following message: R/} /lale R IR IERY L=l

transmittedk

3. Select Submit.

4. Confirm or edit the email or text address indicated if Email and/or Text check boxes were
selected for Alert Type.

5. Select Accept.

Managing Balance Alerts

1. Go to Options > Alerts > Alerts Listing.
2. Choose a situation and follow the corresponding steps.

Situation Steps

Adding 1. Select Add Balance Alerts.
Balance

Alerts TP

You can also go to Options > Alerts > Balance to add balance alerts.
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Situation

Editing
Balance
Alerts

Deleting
Balance
Alerts

Steps

2.

Complete the fields.

Selected fields are defined in the following list.

Alert Type

Select the desired notification methods for the alert.

If the Balance In

Select the desired account for the alert.

Goes

Select either Above or Below to establish the alert settings.

. Select Submit.
. Confirm or edit the email or text address indicated if Email and/or Text

check boxes were selected for Alert Type.

. Select Accept.

. Select Edit next to the balance alert.

. Edit the fields, as necessary.

. Select Submit.

. Confirm or edit the email or text address indicated if Email and/or Text

check boxes were selected for Alert Type.

. Select Accept.

. Select Delete next to the balance alert.

Managing Item Alerts

1. Go to Options > Alerts > Alerts Listing.
2. Choose a situation and follow the corresponding steps.

Situation

Adding Item

Alerts

Cash Management

Steps

1.

2.

Select Add Item Alert.

TIP
You can also go to Options > Alerts > Item to add item alerts.
Complete the fields.

Selected fields are defined in the following list.
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Situation

Editing Item
Alerts

Deleting Item
Alerts

Steps

Alert Type
Select the desired notification methods for the alert.
If tem Number
Enter the desired item number for the alert.
Clears
Select the desired account for the alert.
3. Select Submit.

4. Confirm or edit the email or text address indicated if Email and/or Text
check boxes were selected for Alert Type.
5. Select Accept.

1. Select Edit next to the item alert.
2. Edit the fields, as necessary.

3. Select Submit.
4

. Confirm or edit the email or text address indicated if Email and/or Text
check boxes were selected for Alert Type.

5. Select Accept.

1. Select Delete next to the item alert.

Managing Personal Alerts

1. Go to Options > Alerts > Alerts Listing.
2. Choose a situation and follow the corresponding steps.

Situation

Adding
Personal
Alerts

Cash Management

Steps

1. Select Add Personal Alert.

TIP
You can also go to Options > Alerts > Personal to add personal alerts.
2. Complete the fields.

Selected fields are defined in the following list.

Alert Type
Select the desired notification methods for the alert.
On Date
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Situation Steps

Select the desired date for the alert.
3. Select Submit.

4. Confirm or edit the email or text address indicated if Email and/or Text
check boxes were selected for Alert Type.

5. Select Accept.

Editing 1. Select Edit next to the personal alert.
Personal 2. Edit the fields, as necessary.
Alerts 3. Select Submit.
4. Confirm or edit the email or text address indicated if Email and/or Text
check boxes were selected for Alert Type.
5. Select Accept.
Deleting 1. Select Delete next to the personal alert.
Personal
Alerts
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Message Center

Use this option to view, send, and receive secure messages to/from the financial institution.

Sending New Message

1. Select Message Center.
2. Select New.

3. Fill out the message information, and then select Submit.

- -

Gy L = &
Online Banking iPay ES! Dep@sit

Message Cener IE

@

.
w

N

Settings My Finance

Tall Froe Help £17-235-8652

Mew Message

From:

Your E-mail:

Your Name:

Subject:
Attachments:
Urgency:
Message:

Amachment:

NOTE

John Doe

username@example.com

Jane Doe

| need assistance
2 High © Medium ® Low

I need assistance with my online banking. Please call me.

Thanks!

| Choose File | No file chasen Upload

Use the Browse... button to select the file you want to anach. File size
is restricted to TMB,

The following file types are allowed for upload
xis sk .csv hem,.himl pdf Joe doc .doex

*Your E-mail address will be wsed to notify you when you recelve a reply

Submit Reser Cancel

Your E-mail address must match what is entered in your NetTeller Settings. Attachments

in the message center vary per financial institution. Possible attachment types include PDF,
Text, HTML, Word, and Excel.
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Viewing Sent Messages
1. Select Message Center.

2. Select Sent.

CAUTION
The Display Sent Message Center Submenu field must be enabled in NetTeller Back

Office > Manage Products > NetTeller > Message Center Settings to view the Sent

submenu.

NetTeller > Message Center > Sent

Mg o e E

NOTE: Click &n & ealurma name to sort messages by that eslumn in ascending (v) or destending (7 ) erder.

Sent © Subject Urgency > Astachment

42 B:09:06 AM CST Test Sent Massage View Low 9125 View Deloce

anz B02:26 AM CST Sent message test Low @21 Yiew  Dslote
Refresh

3. Select View to view message details.

Receiving Messages

An automated email is sent informing you of a new message from your financial institution.

After a successful logon, a red flashing icon followed by a message alert is visible on both the
My NetTeller Messages widget and the Accounts Listing screen.

1. Select the message from either the My NetTeller Alerts widget or the Accounts Listing

screen.
w L] ] 4, X N
Online Banking Pay ESH Dopilsi Seszing: Wy Finance

My View Accounts Bank-o-Bank Transfers
s

Ca Banka..

Welcome John Doe

@ You have 1 naw alert...
Deposit Accounts 7 View | 10] 20| 50 1 100 | ALL
Agcount (Chick for Details) Availsble Bal,  Sws  Options
Savings S2B.118,646.69 Seloct Option
Checking 404321 Select Gption
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L) i

Online Bankng Pay

by Wiy Accounts
&

Conbgure This Page

Messages

Yous have 8 new Secute
Mlagrage

Send Maysage

Alerts

% You have 1 new Mart

Make o Transfer

&

L )

ESI DepiBiat

Bank-to-Bank Transfers

) Accounts

Hame
D Savings
| Checking
p Bus Savings

| Bus Checking

Recent Transacrions

Transactions

Settings by Fnance

Transfers

Balance

$7TBSE2ET

$14.253.55

§4.048.21

£28 118,646,560

§

EFE BB

Did You KEnow G

wthE boon that looks like & gear aliows
o e canfigure the comtent of the
widget?

Eind out more.,

Welcome
lohn Doe

usernamei@example.com
Change

2. Select View to view the message, or Reply to reply to the message if need-be.

NOTE

Messages that are not manually deleted are retained for 280 days.
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The Challenge Process

You are challenged during the logon process or a transaction if a Multifactor Authentication
(MFA) rule is triggered. The challenge process involves answering your security questions.

Authenticating with Security Questions

This procedure allows you to log on by authenticating your security questions as Multifactor
Authentication (MFA).

Before completing this procedure, you must have established security questions.

1. Begin the logon process.

2. When the screen presents two of your three challenge questions, enter your answers in the
Answer fields.

Select Submit.

Cur behavioral monitoring sofiware has detected variation in your use pattern. For your protection, we ask that you verify your identity by answering your personal

&

questions below. Once verified, you will be directed to the page you requested. Answers are not case sensitive,

Challenge Questions:

Question One: What was the family name of your nearest neighbor in 20007
Answer:

Question Two: Whart is the first name of your closest childhood friend?
Answer:

If you answer the challenge questions incorrectly, then an error message appears.

CAUTION
You have three attempts to answer the challenge questions correctly. After three invalid
attempts, you are blocked from this authentication method.
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2 Error! You have answered one or more of the verification questions incorrectly. Please try again. Answers are not
Information Message: -
case sensitive.

Cur behavicral monitoring software has detected variation in your use pattern. For your protection, we ask that you verify your identity by answering your personal

questions below. Once verified, you will be directed to the page you requested. Answers are not case sensitive.

Challenge Questions:

Question One: What was the family name of your nearest neighbor in 20007
Answer: John

Question Two: Whart is the first name of your closest childhood friend?
Answer: Jane

Blocked Users

If you are unable to complete Multifactor Authentication (MFA) after three attempts at the same
method, you will be blocked from the authentication method which caused the failure. Contact
your financial institution to be unblocked. A blocked user message appears when you attempt to
use that authentication method. Failed attempts are tracked and retained until you successfully
complete the authentication method.

Blocked User

We're sorry we were unable to verify your identity. In order to protect your account we have declined your requested

action and terminated your online banking session.

If you have any questions please call during normal business hours.

Example 1:

e Day 1 - Challenged on work computer and had two failed answers, then closed the session.
e Day 2 - Logged on at home computer and was not challenged due to low risk score.
e Day 3 - Challenged on work computer and had one failed answer. You are now blocked.

Example 2:

e Day 1 - Challenged on library computer and had two failed answers, then closed the session
and did not try again for a while.

Cash Management 106 Citizens Bank and Trust



e Day 87 - Logged on at library computer but score had gone down low enough so that there
was no challenge.

Example 3:

e Day 1 - Challenged on hotel computer and had two failed answers, then closed the session.

e Day 2 - Challenged on hotel computer and had successful answer on first try, meaning that
you are not blocked.
e Day 3 - Challenged on hotel computer, get three fresh chances for correct answer.
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Frequently Asked Questions (FAQ)

Your cash users may ask the following questions. If you are part of a financial institution, refer to
the following answer portion to assist your users.

What if | do not see the ACH tab?

There are several possible reasons that cash users do not see the ACH tab. To determine
why, review the following:

e Check the NetTeller ID and Cash Management ID to make sure that access to ACH
functionality has been granted.

e Check the NetTeller ID to make sure that an ACH company is linked to the NetTeller ID.
e Verify that an ACH company has been set up in ACPAR.

Why can | not initiate the ACH batch | just created?

There are several scenarios that can prevent users from being able to initiate. Review the
following:

e Check that the batch meets the balanced/offset requirements established in ACPAR. If
the batch is tied to an ACH company that has a NetTeller Offset Flag of Balanced, the
batch must have credit and debit totals that equal. If the NetTeller Offset Flag is Offset,
the batch must have either all credits or all debits.

e Check the Cash User ID to make sure that access to Initiate ACH has been granted.

e Check the Cash User ID to identify whether Full ACH Control is set to Y. If Full ACH
Control is set to N, dual control is enabled and another cash user with access to /Initiate
ACH must finish the transaction.

o Verify the status of the batch on the Batch List tab. The batch must be in a Ready or
Uploaded status to initiate. If the batch status displays Processed, then you have already
processed the batch. Cash users must wait until tomorrow to initiate again, or they can
contact you at the financial institution to see if the ACH transaction can be stopped.

Why do | not have any SEC codes to select when making my ACH batch?

Verify that SEC codes were added/activated for the ACH company in NETPAR option ACH
Company SEC Code File Maintenance. Take the Change option to activate SEC codes.

Where do | add a record to my batch?

Instruct users to go to NetTeller's ACH > Batch List, and then next to the appropriate
batch, select Edit from the drop-down list. Users then select Add Record to add new
transaction information.

Why can | not initiate a batch? A message appeared saying | exceeded the limit.

Since limits for ACH are established in a couple of places, verify the limits and raise them if
you feel an increase is warranted. Otherwise, users must wait until another day to initiate.
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e Check cash user settings to identify the ACH limit amount.
e Check the ACH company to view the ACH company's limits.

Why do | not see the Wires tab?
Review the NetTeller ID and cash user information to verify that access to wire functionality
has been granted.

Why was | able to create a wire, but now | cannot transmit that wire?
To determine why, review the following:

e Check that the status of the wire is Ready.

e Check the NetTeller ID and cash user permissions to make sure that access to wire
transmit functionality has been granted.

How do | find out what my wire PIN is? Online banking is asking me to enter a PIN | do
not have.

Instruct cash users to contact their administrator to have their wire PIN re-established. If the
administrator is the one contacting you, then you can reset the wire PIN in NetTeller Back
Office or the wire employee's profile in WTPAR option Company Maintenance.

What happened when | tried to transmit my wire, but a message appeared informing me
that | have exceeded my limit?

A system message appears when a limit has been reached. This limit message only
appears after cash users take the option to transmit, enter their wire PIN, and select
Submit. Cash users can contact another cash user at their company who has a higher limit.
Cash users can wait until the next business day to try again. You could also temporarily
increase the limit at the cash user level if they need immediate assistance.

Remote Deposit Now

Enterprise Payment Solutions Remote Deposit Now Handbook can be found HERE (Add
website location.
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