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ACH File Import

This procedure provides step-by-step guidance to create a NACHA file in various file types, converting the data
into an iBanking Origination Batch. This imported file can be uploaded to update both Participant and Batch

information.

File Import Workflow
1. Navigate to the File Import tab under “ACH”.
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Accounts Transfers ~ Pay My Bills Deposit a Check Positive Pay ACH ~ Wires v

ACH Participants

CLIENT ALERT: . recent rise of techniass

We've recently noticed a concerning rise in tech scams targeting ofisEEa=S
Scammers pose as tech support, asking for payment to fix non-exi
ACH Activity

| File Import

Approval

Total Balances

2. Click “Add a new File Format” within the File Format Specification widget

File Format Specification
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ACH FILE IMPORT 2

3. Enter the data fields that will be in your file:

a. Format Name - This is for your records, in the event that you are going to upload multiple different file
types in the future.
b. File Type - This will determine what type of file you are uploading

i. CSV = Comma Separated

ii. Tab = Tab delimited

iii. Space = Space delimited

iv. Custom = Any other character used to separate data fields in your file.

v. Fixed Width
c. Amount Decimal - Adjust this setting based on how you format dollar amounts in your file. If you added
decimal points to indicate cents (ex: 13.37), then use the Default setting. Otherwise, use "Choose Decimal For
Me” (1337).
d. Recipient Name - Indicate how you would like the recipient name to appear in your transaction. The default
is "First Last.”
e. Overwrite Existing Participants, Based On, and Match - This section is where you can control how you
identify participants that you have already uploaded or added to online banking. For example, if you have
already uploaded/added John Smith and you have the same John Smith in your upload file — selecting
"Overwrite” will make sure that you only retain one record of Jehn Smith in online banking. The Match option
indicates if you want to match on multiple fields combined or just one field to determine if the participant
already exists in your online banking profile.
f Data fields - the last section allows you to setup which data fields are present in your file. For example, if the
account number is the first data field, put a "1” in the Account number text field.

Examples:

-C8VI

4] | L] I [4 i o = =i F 1 G H ] =
A |vensor 1D vendor Invoice ® Deseription Amount Batch Number  Routing Mumber Account Number Account Type D/C
2 123 Testing 1 999 Dotlar amount 1 1 121 ;mun 123456789 Chacking €

3 124 Testing 2 %58 Dollar amount 2 1 ¥ FATRALY 132456789 Checking c

] 125 Testing 3 957 Dollar amount 3 1 1234 mun 1254M898 Checking €
LI 126 Testing 4 36 Dotlar amount & 1 p¥: 0% mnun 123563845 Checking <
Tab:

- One Tab between different fields

T “File impont 2t - Noteped - o
File [k Foenst View Help

123 Testing 1 999 Dollar &mount 1 1 1234 2111111 123456789 Checking C
12 Testing 2 998 Bollar Asount 2 1 1234 2111111 123456789 Checking [
125 Testing 3 997 Dallar &sount 3 1 1232 2111111 123456789 Checking c
126 Testing 4 996 Dollar Amount 4 1 1234 2111111 123456789 Checking C

Space:
- One Space between different ficlds

| *file impert 34t - Netepad

File Edit Format View Help

123 Testingl 999 DollarAmountl 1 1234 2111111 12345678 Checking C
124 Testing2 998 DollarAmount2 1 1234 2111111 12345678 Checking C
125 Testing3 997 DollarAmount3 1 1234 2111111 12345678 Checking C
126 Testingd 996 DollarAmount4 1 1234 2111111 12345678 Checking C

Customn:

- Custom Delimiter in this example being the dash symbol (-}

) *file import 4.txt - Notepad
File Edt Format View Help
123-Testing1-999-0ollardmount]-1-1234-2111111-12345678-Checking-C
124-Testing2-998-Dollardmount2-1-1234-2111111-12345678-Checking-C
125-Testing3-997-OollarAmount3-1-1234-2111111-12345678-Checking-C
126-Testingd-996-0cllarAmountd-1-1234-2111111-12345678-Checking-C
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First Name Prenote Fag
* Company / Last Name Discretionary Data
: | |
* Routing Number Institution Name
K | |
# Account Number Memo
: | |
* MNickname Status
2 | |
Amount * Unique ID
K E |
* Transaction Type Group
K | |
Fixed Width:

- The Fixed Width option adds an additional field both fields need to be filled out, the name of the field (ex. *
Company [/ Last Mame) and the Characters at offsst field.

- The Name field (*Company / Last Name)- For fixed width you will put the number of characters for the
particular field.

o Company / Last Name: Testingl- 7 Characters
e Characters at offset- The number of characters from the first space

] *file imporn 2txt - MNotepad

File Edit Format View Help

123 Testingl 999 DollarAmountl 1 1234 2111111 12345678 Checking C
124 Testing2 998 DollarAmount2 1 1234 2111111 12345678 Checking C
125 Testing3d 997 Dollardmount3 1 1234 2111111 12345678 Checking C
126 Testingd 996 DollarAmountd 1 1234 2111111 12345678 Checking C

Data preview 31

l'il 4 !{}13 17 20 ¥'32 3311:! 46 50 55 wﬁd 70

E. -+ - - E 3 E E

-

23 Testingl |B5% PollazAmcuntl | 1234 PL11111 2348678 Lhecking
24 Testing2 P59 PollarRmountd [L (1234 PL111l1l 12345678 Checking
25 festing3 P57 DollazAmountd [l {2334 RLl11111 L2345E78 Fhecking
2€ Testingd P5€ PollarAmsuntd fI I'.Lza-l 2111111 12345&78 F—;e:kinq

LI
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characters at offset

* Company / Last Nam

8
characters at offset

characters at offset
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characters at offset

characters at offset

0
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charafier: 41 0
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characters ai
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characters at offset

characters at offset

characters at offset

Characters at offset

characters at offset

bankprov.com Copyright © BankProv. All rights reserved.

Member FDIC ¢« Member DIF



ACH FILE IMPORT 5

Note:

¢ Transaction Type: In the import file, this value can be set with the ACH transaction code (ex. 22,
27, etc. or “S” for savings, “C” for checking.)

¢ Unique ID: This value is used for the receiving bank to further identify the transaction and/or
recipient of the transaction. If you do not have a value to put here, most will use last name.

o The file that gets uploaded CANNOT have any headers in the document.

4. After creating your file spec, make sure to create a Batch Template to import these transactions
into.

e ACH > Batches > Add Batch

Batches

5. Navigate to File Import
Batch Upload > Add Template

Fill out the template details as follows:

o Name new Template for which ever specific file type (example shows CCD)
e Fillin the transaction type corresponding to the file type
o Complete Company information and select off setting account from dropdown

NOTE: The batch template will dictate how the file is processed regardless of the code type in your file.
As an example, if your batch template is ccd, then this is how your file will be processed.
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oy MyBt ACH =

“ba

Template Details

Select SAVE

Template Details

then SAVE & CLOSE
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Template Details

6. Navigate back to the Import page, select the batch template that you just created as well as the
file spec you created with the file format ACH Click “Choose File” to find the file you would like
to upload then click “Import.”

Examples:

| bkrv N

by

softing up your ACH

Batches

Recurring Batches
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Important information about Batch Import

Batch Upload

Batch Import

BN frec FADHNAD V'Y EPSOARABEE

Batch Upload

Batch Import
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Important information about Batch Import

The Batch Impert feature aliows you 19 upload paticipants info exiting Batches. You can use this feature to boch impart AND override any data assaciated with
your Batch {name, nicknams. participants, transaction amounts, peenotes, holds, e1c).
Hiow to kgt

1, Create the Batch tat you would b 1o Impart your ransactions into. Click ers ta create the Batch,
2 Add 3 Templase that deseribes what fype of file you will be impodting.

3. Use the "Baich Import” medule to kad your e your Batch

4, Review any information er errars rolated 1o the impee,

5. View or Edit the Batch that you have upleaded Inio prior 12 Inslating.

5. Clickc Save & Chose, check the chack box next to the Batchies) Ehat you would ik 1o send and ciick Tnitlate” to Start the batch for processing,

Batch Upload

Batch Import

Sadact & gErh
mo

PO Crecit

e o L

Navigate to the new batch as shown below and click “edit”

“bankprov

Aceourts Wy~ papwynms acw| il pariipants wha provicusly exsted

| @ DUPLICATELS) FOUNI: [ ) Participantls) overridden. Bolow i a st of

@ Pl processing complete.

setling up your AC

Batches

Show Snarth Opticn

Tracmeczen Type st et -]

ovmnzm
Seucoadt Data - o it o4

Saacra Data  C2GI0SN)

BRI
£23PM

Delete Sederted Tomases

Recurring Batches

Show Search Opticin

Company

Thetn are pes bt et 35 dplng
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Then all the Batch entries will display in the file types as created.
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