EMERALD TREASURY MANAGEMENT SERVICES
HOW TO UPLOAD ACH TEMPLATES

Uploading an ACH Template

Prepare Your CSV File

Using your ACH Template that you downloaded from the previous system, prepare it following these steps:
1. Delete rows1-14.

A B C D E F G H J K L M N [e] P Q R 5

>

7 |remplate [ 13th Drafts

2 |Template 1Collection - Company

3 |Group Nan 13th Drafts

4 |Amount Range

5 |Frequency None

6 |Tax Identif XXXX2540

7 |Company | Wades Office Pro

8 |Allow Addi No

9 |Allow Addi No

0 |Created By Stella Shipman

T|AllUserAcYes

2 |User Acce Carrie Rolf Donna Bok Megan Ow Stella Shipman

3

14 |Batch Nun Company | SEC Code Recipient | Recipient IRecipient sRecipient Recipient / Recipient I Transactio Payment T Qriginal Er Card Expir. Document Card Trans Process C Item Rese:Item Type |Check Nur Te

2. Delete columns K-U (Columns starting with Payment Type Code and ending with Terminal State.)
Al v i Jfx~ BatchNumber v
H | J K L M N o P Q R 5 T u v W X X Z a

| \ntsRecipient s Recipient ITransactiglPayment T Original Er Card Expir. Document Card Trans Process Ciltem Rese:ltem Type |Check Nur Terminal CTerminal §Amount  DR/CR Addenda Hold Settlemen
! ng 82907781 22 71.18 CR No No Yes
} ng 82901538 27 71.18 DR No No No
| ng 82901538 28 0 DR No Yes No
» ng 82902757 28 ODR No Yes No
3 ng 82900872 28 0 DR Nao Yes No
" ng 82908780 28 0DR No Yes No
i ng 82900872 28 0 DR No Yes No
¥ ng 82900872 28 0 DR No Yes No

0 ng 82901538 28 0 DR Na Yes No

1 ng 82008583 28 0 DR No Yes No

2 pg 82901952 28 0DR No Yes No

3 ng 82907477 27 125.12 DR Nao Yes No
4 ng 82901538 27 1971 DR No Yes No
5ng 2.B3E+08 28 0DR No Yes No
6 ng 82900872 27 43.02 DR No Yes No

7 ng 3.03E+08 28 0 DR No Yes No
ng 82901017 28 0DR No Yes No
9 ng 82902757 28 0DR No Yes No
0 ng 82902320 28 0 DR No Yes No v,

3. Save this new file as a CSV file.

Upload Template

1. Loginto online banking.
2. Click on Cash Manager in the menu on the left.

@ STONE

Hi there!

=]
gHgDasibcas @l Minnie Mouse >
E3 Messages
[ Accounts Accounts
- GRANITE 0001 $47,135.25 BEDROCK 0001 $6.03
& Transfers xB738 Available 5 days ago x7650 Available § days ago
&, Remote deposits
[§] Payments &« E ;Lt [5

Transfer Pay a bill Pay a person Message Documents

l Cash Manager

Q Insights M
Messages soe Transfers L
Support
1 Welcome! Aug 27 8 Make a transfer
Welcome to our new digital banking suite. Now you can view all your accoun..
My profile See more 2

B Minnie Mouse
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3. Click on Import Layout.

(@ STONE

ACH

Batch List & Create Batches spayment  [Cmeorttavot ]

STONE BANK'E02 E MAIN STMOUNTAIN VIEW, AR 72560-(B33) 253-2265

ACH Batch List

Create a new batch for: | Select Company

4. Click the dropdown and select CSV File Layout.

& STONE

&

ACH
Import Layout

STONE BANK-802 E MAINM STMOUNTAIN VIEW, AR 72560833) 253.2268

select File Format

Select Upload Format to Create/Edit [

5. Set it up with:
a. Name -2
b. ID Number — 3
c. Routing Number -6
d. AccountNumber - 4
e. Amount-9
f.  Transaction Code — 8

Select Upload Format to Create/Edit CSV File Layout A4

Mame | 2 Account Number

1D Number | 3 Amount

Routing Number | g * Transaction Code

*Mote: If your file does not contain Transaction Codes, the following fields are required:

Account Type - Checking Equals Savings Equals

Transaction Type - Debit Equals Credit Equsls

el Rest E
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6. Click Save.

Select Uplasd Farmat to Create/Edit | CSV File Layour

Name | 2

Account Numbsr | 4

ID Number | 3

Amount | g

Routing Number | g -

* TransactionCode | g

“Note: If your file does nt contain Transaciion Codes, the folowing fields are required:

Account Type Checking Equals Savings Equals
Transaction Type

Debit Equals Credit Equals

enesl fes= E

7. Click Batch List & Create Batches.

& STONE

BANK
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8. Select the drop down next to Create a new batch for: and select your ACH Company.

& STONE

B ANK

ACH

Batch List & Create Batches

STONE BANK-B02 E MAIN STMOUNTAIN VIEW, AR 72560-(833) 253-2265
ACH Batch List

Total Batches 13 Display 10 | 20 | 50 |

Status B

any process Date Debit Credit Recurring
Ready aMy $1.00

Scheduled Date
Mouse LTD

Selact option,
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9. Enter a name for your template, select the correct SEC code from the drop down menu, and edit/add
Entry Description. Add discretionary data if necessary.

& STONE

a = X
Cash Management

ACH
-

Batch List & Create Batches

STONE BANK:802 E MAIN STMOUNTAIN VIEW, AR 72560{833]
Batch Name * Tesl Template SEC Code " PPD - Prearranged Payments and Deposits  +

Company  Mickey Mouse LTD Companyld 1999999999

ACH *| PAYROLL

S

10. Click Submit.

# Gl

A = X
Cash Management 1

Batch List & Create Batches

ACH
-

STONE BANK'802 £ MAIN STMOUNTAIN VIEW, AR 72560-(833)

Batch Name * Test Template SEC Code " PPO - Prearranged Payments and Deposits ¥
Mickey Mouse LTD Companyld 1999999999

ACH * PAYROLL

e

1. Click Import Transaction.

[CIRTIIERSNl Batch Test Template successfully added/edited

Add Transaction (@

Transaction information:

Creates a separate $0 record of this entry.

Receiving Financial Institution Information:

outing " Search for ABA # Account Type

Account Number * ansaction Type Jebit @ Credit

B oo | rostmomcin | e
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12. Click the drop down list and select CSV File.

ImportFile - Test Template (@

Select the type of file you want to import to identify the field and position
placement of your file. Once this layout is established. this format will be
the default for imported files of this type.

taimport {some browsers will provide a
the file). Click the Import button. If you are
iporting your ACH import file. you may want

Enter the name of the file you
Browse buttan to help you
consistently having trouble
to try another importing method by clicking here.

Import File Type:

€5 File

Format
mport

LENDER

13. Click ChooseFile.

E BANK'802 E MAIN STMOUNTAIN VIEW 833) 253

Import File - Test Template @

Select the type of file you want to im

placement of your file. Once t
the default for imported

your ACH import file. you may want

d by clicking here,

o flo chosen [ imoor |

14. Select the file you saved at the beginning of this process and Open.
@

LN L » This PC » Downloads

Crganize ~ Mew folder

ig = Today (3 l
TemplateDetail 10302024173932
M

2

ft Excel Comma Separate

M

Yesteraay (£) I

Last week (21)

All Files

File name: | TemplateDetail_10302024173932

Cancel
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15. Click Import.

A b
(Cash Management

STONE BANK'02 E MAIN STMOUNTAIN VIEW, AR 725¢

Import File - Test Template [ )

her importing method by click

import File Type:

Choose File | TemplateDetail_10302024173932 csv

a. This will bring you to the File Status tab and it will say Queued at the beginning. You can click
Refresh List to check the status of when itis complete. It will say Uploaded when complete.

& STONE

BANK

Elle Status

STONE BANK-802 € MAIN STMOUNTAIN VIEW, AR 72560{833) 253-2265

File Upload status (@)

TemplateDetail 10302024173932.csv

csv ACH MNiA LIRS e Queued
AM
Refresh List
Log Out

& STONE

—B ANK—

File Status

'STONE BANK:BDZ E MAIN STMCUNTAIN VIEW, AR 725601833) 253-2265

File upioad status

File Nam

Upload Date tatus

902024 10:1427
TemplateDetail_10302024173932.csv csv AcH WA g L Uploaded

Refresh List

16. Click ACH. This will bring you to your batch listing. You will see your batch listed with the status of
Uploaded.

& STONE

BANK

eporting Elle Status
STOME BANIC 802 £ MAIN STMOUNTAIN VIEW, AR 72360 {833) 253-2265

file Upload status. (@)

Display 5 | 10 | 20| 50 | 100 |
ormat Type Related Account Upload Date Status

TemplateDetail_10302024173932 5

esv AcH A TS s Uplodded

Refresn List

) uploaded | TestTemplate BPD  Mickey Mouse LTO 5250038 s71.18 None slect option

Note: Held transactions will not transfer over, so you will need to hold any transactions you do not want to
send out per batch.
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