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ACH PAYMENT IMPORT

ACH Payments can be imported directly into Eastern Treasury using a .csv, fixed field or NACHA
formatted file thatis created in Excel or Note Pad.

ACH Payment Import can replace the manual process of individually keying one payment at a

time. Payment information is maintained and updated outside of Eastern Treasury; therefore
accuracy can be verified before importing the transactions.

Prior to using this document, Import Maps for specific ACH Payment types must be created on
Eastern Treasury. Required and optional fields differ across Payment types.

This document will give specific examples for importing Payroll transactions, but most ACH
Payment types can be imported with the appropriate user permissions.

Please refer to Eastern Bank’s ACH File Import Mapping document for more details on creating
ACH import maps for Payments as well as Templates.

ACH PAYMENT IMPORT:

1. Navigate to Payments & Transfers >Payment Management to access the Payment Center.
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2. From the Payments List View choose File Import.
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3. Inthe Format Section, choose the appropriate format for the transaction file being imported, in this
example

a. Choose the radio button nextto Format Name Payroll1.

4. Use the dropdown arrow in the Import As box and choose Payments.

File Import

Format Section

Format Name Description Payment Type Agency Owner -3
NACHA File Import NACHA Format NACHA File Import System
Payroll Payroll Consumer Payments Client
® Payrallt Payroll Import 0RG Consumer Payments Client
»
Viewing 1-4 of 4 records Display| 10 ~ |perpage - Page| 1 = |of
* Import As
Q
\ s
Payments be visible to all users
or details will only be visible to users with Confidential access
Templates

5. Complete the required fields in the Payment Information window
a. Choose Manual Entry
b. Select the correct Originator ID from the dropdown
c. Select the Value Date (Payment Date) from the calendar icon

Payment Information

Create From
@ Manual Entry (¢ Template

* Originator ID

Eastern Demo 1-P043067

ACH Company

Eastern Demo 1

Company Name

PO430677

Offset Account

* Value Date

07/06/2020

£

Deseriptive Date

Batch Description

CONSUMER

Comments

File Section

O Load the file in test mode.

* Select Import File

Choose File | No file chosen

o e
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6. Scroll to the File Section and click Choose File

7. Afile search window will open, search for the appropriate ACH Payment File to Import.

&« ~ 4 > ThisPC > Desktop v o

Organize v Newfolder

A Name
v Training
Templates

DGE Ticket Attachments
ACH-Same Day

File name: | [AnFies v

8. Click Open and the chosen file will populate in the File Section, then click Choose File.

9. Click File Import.

File Section

O Load the file in test mode.

* Select Impart File

Choose File ] AGH Payment ORG Map.csv

v

10. The file will upload, and a system message will display with a Job ID.

Payment Center

Payments List &
+ SuccessFile queued for import. Job ID is 89590 A Datails
Max display of infa: 90 days @ © 07/03/2020 03:27 PM

& o

REVIEWING AN ACH PAYMENT IMPORT FILE:

11. Navigate to Administration & Settings > Import > File Import History to review the imported file.

a. |Ifthe file contains errors, the status willshow as Needs Repair.
b. Ifthere are no issues with the file, the status will be Entered.

@FLastern Bank Home  Payments & Transfers  Reporting  Administration & Settings
Import User Maintenance Add Widget v l
Preferences
‘ayee Center
File Import History E:3
udit Information
Ey Export & Print C 07/03/2020 03:54 PM
Filter | Select fields - Alllmports =
Actions Import Date File Name Status Import Type Processed Created Rejected £
ew v 07/03/2020 15:2805 ACH Payment ORG Map.csv Entere: ACH ) 4 0 1
View 07/03/2020 11:56:27 ACH Payment ORG Map.csv Entered ACH a 4 0 1

07/03/2020 11:53:11 ACH Payment ORG Map.csv leeds Repai ACH 4 3 1
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12. Filesin a Needs Repair status can be reviewed to indicate what the file errors are.

a. Review the Status column.
i. Astatus of Rejected will PREVENT the file from processing and require areturn to
the original source system to make corrections and upload the corrected file.
ii. A status of Needs Repair may be able to be repaired within Eastern Treasury; if the
File Map format allows for 'Fail Record' or 'Append to Batch' vs. 'Fail File'.
b. Click View nextto the file in the list to review the errors.

13. Below are examples of common ACH Payment Import rejects.

a. Consumer name exceeds NACHA specification of 22 or less characters.

« File Import Details for ACH Payment ORG Map.csv

¥ Failed Records (1)

By Export & Print

Record No. Job 1D Import Type Status Reason *

5 89538 ACH Rejected Consumer Name field value [ Test Payroll Exceeds {

Consumer Name field value [ Test Payroll Exceeds 22 ] exceeds maximum length 22

Viewing 1-1 of 1 recerds Display| 50 ~ |perpage - Page| 1 ~ |of

b. Payee's ABA is less than 9 digits.
i. This can occur if the source file is created In Excel
1. lead zeros will drop when the file is saved
2. use a 'text' cell format to prevent

V¥ Failed Records (1)

s Export £ Print

Record No. Job ID Import Type Status Reason 2

89540 ACH Eror The ABA must be 9 digits.

Viewing 1-1 of 1 records Display| 50 ~+ |perpage ~ Page| 1 ~ |of

14. Files in an Entered status are readyto be Approved and will appear in the File Import Historyand
the Payment List View.

Payment Center

Paymants List View *

Max display of info: 90 days @  07/06/2020 12:06 PM
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APPROVING AN ACH PAYMENT IMPORT FILE:

15. Navigate to Payments & Transfers >Payment Management to access the Payment List View and
locate the file to be approved.

a. The file can be Approved by using the dropdown arrow next to View in the Actions column

and selecting Approve or by checking the box next to the appropriate file and clicking
Approve under the List View.

Payment Center

Payments List View &

Max display of info: 90 days @ C 07/06/2020 12:27 PM

@ Add a New Payment @ Quick Entry @ File Import 8 o

Filter | Select fields - MlPayments v
Stats Entered X Clear

Oan Actions From Account Payee Amount Value Date Status Payment Type %

(m] View « muLTl 1,380.25 07/06/2020 Entered Consumer Payments
4 Approve
Vi | Delete
ewing 11 of 1 record Display| 10 = |perpage  Page| 1 = |of
Modify
Reject
Approve Unappmme — Delete

b. An OTP challenge will be requested to complete the File approval. Once the one time pass
code is submitted, the Payment file willbe Released in the next scheduled Batch Release.

Authorization Code Required

We need to take a moment to verify your identity.
A Passcode will be sent 1o the phone number or
email address you select below. Enter the code
when prompted to proceed.

Send passcode to Enter Code
7816058222 (sm..  « ( kSEnd\ng |
Re-send Code

16. Please note, any files remaining in Entered status after the 6:00 pm ET daily cutoff time will be
Rejected.



