BUSINESS EXPRESS ACH FILE UPLOAD GUIDE

This guide will walk you through the ACH file upload process. After you have created the
NACHA file, create a special folder for your upload files on your network drive or computer hard
drive and save the file. Important: Make sure that the file is in text format.

Sign on to the Business Express Internet Banking. Once you have signed on, select Transfers
and Payments, and then select ACH.

Account Serices A ation

YWWelcome Reports Transfers and Payments

Express Transfer | Book Tramere mhefer | Loans | Bill Payment File Upload | Wire

Transfers and Payments

The Transfers and Payments section supports moving maoney in and out of your accounts.

Express Transfer

Transfer money from one account to another account within your financial organization.
Express transfer request Express transfer histary
Eupress transfer transrnit

Book Transfer

Transfer money from one account to many accounts within your financial organization.

Book transfer entry Book transfer history
Book transfer transmit Book transfer setup

Funds Transfer

Transfer money between an account within your financial organization and an extemal account.
Funds transfer request Funds transfer histary

Funds tranefer transrmit

Bank Home | Dizclozures | Help | Sign OFf

Business Express

Now select ACH File Upload.

Welcome || Reports || Transfers and Payments | Account Serices || Administration

Enpress Transfer | Book Transfer | Funds Transfer | Loans | Bill Payment | ACH | File Upload | “ire

Send money

Collect money Send Money - ACH

ACH transmit To enter a payment regquest, click the radio button and click "Continue.” To enter a request without using a template, go

to ACH Send Money - One Tirme Payrnent Regquest. To create a template, click ACH Send Money Setup - Add
Template. To add, edit or delete a file import format that can be used to import details into a template, go to File

A

Bank Home | Dizclozures | Help | Sign Off

Business Express

ACH File Upload Definitions.
Quick Links: Available Templates
Cluick balance account . . .
report Ta view or edit unsubmitted saved requests, go to Saved Reguests.
Cuick balance report
(To view of edit template detailz, click the template name.) Show anly termplates for | Al Senices %
Template Name Request Type  Debit Account Company Name/ID
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Click on [Browse]

Welcorme

repaort

Send money
Collect rmoney
ACH transmit
ACH history

ACH File Upload

Guick Links:

Quuick balance account File location - | (C|[(Browse.. ] )

Quuick balance report

Reports

Bark Home | Dizclozures ‘ Help | Sign Off
Business Express

Transfers and Payments || Account Services | Administration

Eupress Transfer | Book Transfer | Funds Transfer | Loans | Bill Payment | ACH | File Upload | Wire

ACH File Upload

To upload MACHA compatible files to your financial organization, select the file by browsing and click "Upload file."
To approveftransmit files go to ACH File Upload Transmit - Selection. To view the status of recently uploaded files, go to
ACH File Upload Status. To view history, go to ACH File Upload History Criteria.

For information about your limits, view Personal Limits.

Upload file

How Do l.. Terms FAQs

Look for the NACHA file that you created, then select it and click [open]. This will upload the file
to Business Express.

Bark Home | Disclosures | Help | Sign OFF
Business Express

Welcome Reports Transfers and Payments || Account Services Administration

Express Transfer | Book Transfer | Funds Transfer | Loans | Bill Payment | ACH | File Upload | “vire
Send money .
Collect mone ACH File Upload
[k Choose file E] t the file by browsing and click "Upload file."
ACH ] o0 view the status of recently uploaded files, go to

Look in: | 3 PAYROLL FILE =l £f E2- ry Criteria.
ACH
@Import File Format

Cluick My Recent )

Qui Documents

ui _
G I
G Desktop
My Documents
tdy Computer
Iy Metwork File harme: FAYROLL FILE ~ Open
Places | J l—l
Files of type: Al Files [%.%) - Cancel
@:I [ong | J é ' Inkernet
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Then click on [Upload File].

Bark Home | Disclosures | Help | Sign Off

Business Express

Welcome || Reports || Transfers and Payments | Account Services || Administration

Express Transfer | Book Transfer | Funds Transfer | Loans | Bill Payment | ACH | File Upload | “vire

Send rmoney .

Collect money ACH File Upload

ACH transmit To upload NACHA compatible files to your financial organization, select the file by browsing and click "Upload file."
ACH history Ta approvedtransmit files go to ACH File Upload Transmit - Selection. To view the status of recently uploaded files, go to

ACH File Upload Status. To view history, go to ACH File Upload History Criteria
ACH File Upload

For information about your limits, view Personal Limits
Quick Links:

Quick balance account ) . -
report File location : |C:\Documents and Settings'w1 98y Ducuments\F‘A‘r

Quick balance report

Upload file

How Do l... Terms FAGs

You will then see the confirmation page, select ACH File Upload Status.
Special Note: Upload is a 2 step process.

Bark Home: | Disclozures | Help | Sign OFf

Business Express

Welcome || Reports || Transfers and Payments || Account Services || Administration

Express Transfer | Book Transfer | Funds Transfer | Loans | Bill Payment | ACH | File Upload | Wire

Send money 51 Print this page

Collect money

ACH transmit ACH File Upload - Confirmation
ACH history

The following file has been uploaded successfully.

ACH File Upload Review the file selected To view the status of this file, ggffn ACH File Upload Status or Beturn ta ACH File Upload

Quick Links: Status: WERIFYING
Quick balance account .
report File Marne: PAYROLL FILE txt
Uploaded by: W95

Cluick balance report
Upload Date: 05/05/2008 03:35:43 PM (ET)

Tatal debit amount: $189.00
Tatal credit amount: $189.00

Murnber of debits: 1
Mumber of credits: 1
Number of prenotes: u]
MNumber of recards 10
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To approve a file, click the file name.

Bank Home | Disclozures | Help | Sign OFf

Business Express

Welcome Reports || Transfers and Payments || Account Serices || Administration

Enpress Transfer | Book Transfer | Funds Transfer | Loans | Bill Payment | ACH | File Upload | “ire

Send money 59 Print this page

Caollect money

ACH transmit ACH File Upload Status
ACH history

The following ACH files have been uploaded in the past 10 days. To upload additional files, return to ACH File Unload.
ACH File Upload

(To approvetransmit fles o view details, click the file name.)

Cuick Links:
. Upload Date Status Total Debit Amount Total Credit Amount
Quick balance account
report 05/07/2008 09:58:07 AM (ET)  PENDING APPROWVAL $189.00 $189.00
Quuick balance report P& Aut 05/07/2008 09:56:49 AM (ET)  REJECTED

Then select [Transmit]. If you have dual control, you will either select [Approve] or
[Approve/Transmit] depending on the number of approvers needed for the transfer.

Bark Home | Dizclozures ‘ Help | Sign OfFf

Business Express

Welcome Reports || Transfers and Payments || Account Serices || Administration

Ewpress Transfer | Book Transfer | Funds Transfer | Loans | Bill Payment | ACH | File Unload | Wire

Send money 59 Print this page

Collect money

ACH transmit ACH File Upload Transmit - Detail
ACH history

The file was uploaded successfully, however it is a possible duplicate file. The file had the same checksum as
a file previously uploaded.
Review the details for this file or return to ACH File Upload Status

ACH File Upload

Gluick Links:
CQuick balance account File Information Delete file
report
I LETENE (Ll Status: PENDING APPROMAL
File Marne: PAYROLL FILE. txt
Uploaded by: WW198
Upload Date: 05/07/2008 01:15:35 PM [ET)

Effective date batch 1:  05/25/2003
Total debit amount: $189.00
Total credit amount $189.00

Murmber of debits: 1
Murnber of credits: 1
Mumber of prenotes: 0
Mumber of records: 10

Approval History

Approval status: 0 of 1 received - Ready to transmit

Action User ID Date
Enter Request W158 05/07/2008 01:15:35 PM (ET)

~

([ Approve/Transmit ])

_—
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The Confirmation page below shows that your file was transmitted successfully.

Bank Home | Disclozures | Help | Sign OFf

Business Express

Welcome Reports || Transfers and Payments || Account Serices || Administration

Enpress Transfer | Book Transfer | Funds Transfer | Loans | Bill Payment | ACH | File Upload | “ire

Send maney 59 Print this page

Collect money . . . .
ACH transmit ACH File Upload Transmit - Confirmation
ACH history

I The file below has been transmitted successfully.
ACH File Upload

Print this confirrmation for your records. To approve additional requests, return to ACH File Upload Transmit - Selection.
Cluick Links:

Quick balance account
repart

For information about your limits, view Personal Limits.

Cuick balance report )
ApprovedTransmitted:  05/05/2003 04:21:51 PM (ET)

ApprovedTransmitted by: Y198

File Name Total Debit Amount Total Credit Amount Confirmation Number Approval Status
PAYROLL FILE.txt $182.00 $189.00 229215683 1 of 1 received

View ACH Upload History

You can access the ACH File Upload History page by clicking the ACH File Upload History
Report Criteria link on the ACH File Upload page.

1. Click the Transfers and Payments tab.
Result: The Transfers and Payments menu is displayed.

2. Click the ACH file upload menu item under ACH.
Result: The ACH File Upload page is displayed.

3. Click the ACH File Upload History Report Criteria link.
Result: The ACH File Upload History Report Criteria page is displayed.

4. Select a status.
Note: The Transmitted status displays those ACH files that have been transmitted.
Transmitted files do not remain in a Transmitted status very long as the process of
transmitting an uploaded ACH file happens quickly. The Confirmed status displays those
transmitted ACH files where the completion of the transmission has been confirmed.

5. Select a date range using one of the following options:

Do not limit by date range: Used to include all ACH file upload activity.
Specific date: Used to include ACH file upload activity for a specific date.
From/To: Used to enter a custom date range.

6. Click Generate Report.
Result: The ACH Upload History Report page is displayed.

Note: To view the details for a file, click the file name.

If the Status shows verifying or rejected, then click on ACH File Upload Status.
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Bank Home | Dizclozures | Help | Sign Off

Business Express

YWelcome Reports Transfers and Payments || Account Services Administration

Express Transfer | Book Transfer | Funds Transfer | Loans | Bill Payment | ACH | File Upload | Wire

Send money S5 Print this page

Collect money . . i
ACH transrit ACH File Upload - Confirmation
ATH hirtars

The following file has been upleaded successfully.

Seview the file selected. To view the status of this file, gdto ACH File Upload Status o return to ACH File Upload.

Quick Links: Status: VERIFYING
Quick balance account .
report File Marne: PAYROLL FILE txt
Quick balance report Uploaded by: R
Upload Date: 05/06/2008 05:58:56 AM (ET)

Total debit amount: $169.00
Tatal credit amount: $109.00

Mumber of debits: 1
Murnber of credits: 1
Mumber of prenotes: 0
Mumber of records 10

Click on the file that rejected.

Bark Home: | Disclozures | Help | Sign OFf

Business Express

WWelcome Reports || Transfers and Payments || Account Serdces || Administration

Express Transfer | Book Transfer | Funds Transfer | Loans | Bill Payment | ACH | File Upload | Wire

Send money 53 Print this page

Collect money

ACH transmit ACH File Upload Status
ACH histary

The following ACH files have been uploaded in the past 10 days. To upload additional files, return to ACH File Upload.

(To approvetransmit fles o view details, click the file name.)

Luick Links:

File Nam=a Upload Date Status Total Debit Amount Total Credit Amount

Cuuick balance account

raport O5/06/2005 05:58:56 AM (ET)  REJECTED
Quick balance report PAYROLL FILE txt  05M06£2008 08:57:54 AM (ET)  REJECTED
PAYROLL FILE txt 05062008 D8:56:02 A (ET)  PENDING APPROWAL §1689.00 $189.00
PAYROLL FILE txt 050572008 04:20:01 PM (ET)  COMFIRMED $189.00 $189.00
PAYROLL FILE txt  05M05/2008 03:32:43 PM (ET)  PENDING APPROWAL $189.00 $189.00
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The error will display in red. You will need to open up the file in Word or Word Pad and make

the necessary corrects there, then upload the file again.

Welcorme Reparts Transfers and Payments || Account Services Administration

Express Transfer | Book Transfer | Funds Transfer | Loans | Bill Payment | ACH | File Upload | Wire

Send money 53 Print this page

Collect money

ACH transmit AC Transmit - Detail
ACH history

ACH File Upload Review the details for this file or return to ACH File Upload Status

The file upload failed. An effective date in the uploaded file is equal to or older than the current date.

Buick Links: File Information
Quick balance account
report
Gluick balance repart Status: REJECTED
File Marme: PAYROLL FILE txt
Uploaded by: W95
Upload Date: 05/06/2008 08:58:596 AM (ET)

Tatal debit amount:
Tatal credit amount:
Murnber of debits: 0
Murnber of credits: 0
Mumber of prenotes: 0
Mumber of recaords 1]

Bark Home | Disclosures | Help | Sign Off

Business Express

The following are some of the more frequent errors:

lllegal ACH file. lllegal ACH record length encountered.
One or more Record line is not 94 characters long.

Invalid Batch Header Record — Invalid Batch Number (positions 88-94)

One or more of the batch headers do not contain a valid Batch Number in positions 88-94. The
Batch Number is an incremental number corresponding with the number of batches in the file.
For example, if there is only one batch in file the value would be 0000001; or if there are two

batches the seconds one’s value would be: 0000002 etc.

Invalid File Control Record — Sum of debits not equal to file debit amount.
The calculated number of debit transactions does not match the control total.

For more detailed information on file format standards, please refer to the ACH Corporate Rules
Book. Commercial Client Services (1-800-946-2264) can assist you in obtaining a rules book if
you do not have one, or can provide a brief formatting guide that may provide additional
guidance. After you have corrected your file, repeat the steps starting on page 1.
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