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Payment and Template Export Guide

This guide will describe how to export payment and template details. The export function allows you to
export all, or specific entries, based on filtering criteria such as:

Payment type
Date range
Template code
Payee

The process is similar for Payment and Template export; however, the filter criteria may be different.
Data is exported in a .csv format, allowing for import into another system or saved as an Excel file.

1. Log into Eastern Treasury and navigate to the Payments & Transfers tab

@Eastern Bank Home Payments & Transfers Reporting Administration & Settings
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Payment and Template Export Criteria
2. Navigate to Payment Management > Payment List or Template List View grids

Payments List View Ee3
(@ Add a New Payment (3 Quick Entry (D File Import ano
Fitter | Select fields - All Payments | ©Fiters
Actions From Account Payee Amount Value Date Status Payment Type Instructions 2
All
Template List View 1*
(D Add a New Template (3 Manage Template Groups (D) File Import & 1 £ 03/30/2023 01:39 PM
Filter | Select fields - Set As Default I ‘ All Templates v | 9 Futers
QI Actions Template Code Template Description From Account Payee Amount Status Payment Type #

3. Select criteria for the Payment or Template export using the dropdown box at the FILTER field

Payments List View Template List View

Max display of info: 90 days ()
() Add a New Template (7) Manage Template Groups (1) File Import

() Add a New Payment (¥ Quick Entry () File Import
Filter | Select fields -

Select fields - y
Filter Statd Manage Filters

Manage Filters
All . Template Code

From Account ]| Template Description Template Description
[| Payee Payee Al Erom Account
Al
Amount | Payee IAT Test 1
[ | Value Date Test Payee| Amount
O SQUARE
a Eastem De Status
Payment Type [J| Payment Type Test727
[J| Instructions Eastern De| T
O Android Wire Test
[J| Not currently displayed Eastern De|

_ | Not currently displayed .
Client Account Name O 5 . 3 - Android Test
Eastern De| it £ Dot o dinabon

]
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4. For illustration purposes:
a. Payment Type International ACH Transaction is chosen and returns all payments
matching that criterion

Payments List View #*
Fiter ~Payment Type Cash Concentration - m Clear
T R Max display of info: 90 days @
All Payments =
Cash Disbursement () Add a New Payment (%) Quick Entry () File Import & 1 O 03/30/2023 0316 PM
Child Support Payments
m] Actions From Account | Consumer Collections Value Date E Select fields - Al Payments . e
All
Consumer Payments Payment Type International Ach Transaction @  Clear
o View ~ 03/30/2023
Corporate Collections 730/
r Actions From Account Payee Amount  ValueDate  Status Payment Type Instructions
m] View » Corporate Trade Exchange 03/23/2023 &l &
vi Corporate/Vendor Payments 03/25/2023 [ View = Test Payee /30/2025  Entered Interm:
lew ~
International ACH Transaction . . 0 ;
fowing 11 of 1 records Displ - | per page ¢« P - ar
U View - Internet Initiated Collections 3/22/2023 i e e

b. Template Description IAT (International ACH) is chosen and returns all templates
matching that criterion

Template List View

@ Add a New Template (2 Manage Template Groups

@File Import

Filter

Template Description

Manage Filters

1AT

m Clear

Template List View

Filter | SOl0Ct fialds

© Add a New Template (@

Manage Template Groups (3 File Import A

Active Tomplates

#*

Y 03/30/2023 03:37 PM

v | ©Fiters

Staty Status Is Not Deleted  Template Description lat @  Clear
Template Code
) Template Description Template Description From Account Payeo =) Actio Template Cade Template Description From Account Payss Amount  Status Payment Type schedule
Al From Account
O | payee AT Tost 1 Tost Payd View 1ATTestl AT Test 1 Test Payes 1000 Approved  Intemationsl ACH Transaction
Amount
[u] SQUARE 600184683 @ SQUARE]
Status Viewing Display| 10 = | per page < Page| 1 "
O | Payment Type Test727 600184683 (©) Multi No|
[ | Schedule Android Wire Test 600184691 @ Android
[ | Mot currently displayed Anaroid Test Testing 1

Censit f Dabi Indisatar

Payment and Template Export Steps

5. View results in the Payment/Template grid, select All or specific entries (checkbox to the left
of the entry)

Click the EXPORT icon above the grid in the upper right corner.

In the Export Payments pop-up, choose ALL or Selected

Choose Summary or Transaction Details > Click Export

a. Transaction details will export all Payment/Template payment details

6.
7.
8

o3

Export Payments

Export Payment Templates

@ All Payment Templates
Selected Payment Templates

= [0 & 03/30/2023 03:37 PM

Export Data

Active Templates © Filters

@ Summary Information
© Transaction Details

Cancel

9. An Excel (or other spreadsheet will open with the exported data

A B C D E F G H |
1 |Template Code Template Description From Account Payee Amount Status Payment Type Schedule
2 |IATTestl IAT Test 1 Test Payee 10 Approved International ACH Transaction
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