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HOME

FEDERAL

How to Create a new ACH or Wire Template

1. Logininto Online Banking
2. Navigate to Business Banking > ACH — Wires

Accounts
Payments

Transactions

lew Paymen

Business Banking

Recipients Templates
ACH - Wires 27 Results  Filters: m ACH Collection ACH Payments Domestic Wire Payroll

Tax Payment

Name Type Recipients Last Paid Date Last Paid Amount Actions

Self Assessment

17 ABCFARMING CORP ACH Paymens {CCD)
Positive Pay
Services <7 BasicVender ACH Paymenns (CCD)
Messages

7 Copy of ABC FARMING ACH Paymenis (PPD)
Manage Settings

<7 Demo Wire Template Domestic Wire 1 6/22/2017
Branches & ATM
Help 7'¢  Description Test ACH Collection (PPD)
Disclaimers

brd m i Dom

3. Loz
4. Select Create Template
a. ACH Payment — crediting a recipient
b. ACH Collection — debiting a recipient
c. Payroll - crediting a recipient
d. Domestic Wire — wire sent to a recipient within the US
e. International Wire — wire sent to a recipient outside of the US

5. Enter a Template Name

ACH Collection crang=Tyee

Template Properties

Template \Ieme/ Template Access Rights
6 of 6 user roles selected

Test 4.4

a. Users that should have access to the template, not including yourself, will show under
the “Template Access Rights” heading.
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6. Enter Origination Details

Origination Details

SEC Code = To Subsidiary Account

----5elect a SEC Code---- o L Search by name A Search by name or numbe

a. SEC Code (applicable for some ACH files)
b. Subsidiary (if applicable)
c. Account

7. Select the recipients of the ACH or Wire by using the Search field under RECIPIENT/ACCOUNT
a. Multiple recipients may be added by selecting “Add multiple recipients” or by selecting
“Add another recipient”

Recipients (1) Filters: m Pre-Motes L Find recipients in collection

+ Add multiple recipients

Recipient/Account ‘/ Amount

50.00

+ Add another recipient

b. To add a new recipient select “+ New Recipient”

Recipient/Account Al
. |_— Dy Name or account. rit,
el ]
( + New Recipient
-h'-!———-‘#,
ABC
ABC

i. Enter the recipients information
ii. Once the account information is entered, you can then select “Save Recipient”
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RECIPIENT DETAILS

Display Name * Email Address
Send email notifications for template
John Doe payments
Accounts (1)
Account Payment Type Financial Institution (F1) Routing Numier
Checking - New ACH Only N/A :
Account Type * Account *
Checking A 12345
Financial Institution (F1) Refined Search  ACH Routing Number *
A outing &. 291270050
* -
Recipient Details ~
ACHName ACHID &
John Doe
Country Address 1 @ Address 2
United States '
City State ZIp
Select State ~

Cancel Save Recipient ’

8. Once the recipients are selected you can enter the amount. To see more and add addendum
information select the three dots at the end of the row and choose “expand row”

ABC

R %0.00 —_—|
Checking 09B3776655 =
s copb‘
\»} This payment is valid.
Remove
Ann Doe £0.00
Savings 123456
Expand Row

Motify Recipient Show ils
y Show Details Show Details

Addendum

a. Checking the Notify Recipient box will send an email notification to the recipient when
the file is processed.

ACH Note: To send a Pre-Note, a $0.00 amount can be entered.
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9. Once all of the template information is input select “Save”

ACH Collection cnanz=Tyee

Template Properties

Template Name

Test4.4

Origination Details

SEC Code =

Recipients (2)

+ Add multiple recipients

Recipient/Account

2 collections (2 for 50.00)

PPD - Prearranged Payment and Deposi

Template Access Rights

6 of 6 user roles selected

To Subsidiary
HF Subsidiary

Filters: Pre-Notes

Amount

s $0.00
Checking 9088776655 )
Ann Doe £
Savings 123456 LD
+ Add another recipient
$0.00

Updated: 2/20/2018

Impart Amounts (3

Account

BUSINESS CHECKING

00000

A\ Find recipients in collection

Cancel

10. A Confirmation screen will appear stating that your template was successfully saved.

Template Saved

Template Saved

X
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11. To use your Template immediately after being created you may select the Option that appears
next to close. Depending on the type of template it may say Collect or Pay.



