FZRSTRUST

FirstSite® Quick Reference Guide: Initiating ACH Payments

FirstSite offers the ability to make payments via ACH (Automated Clearing House) transfer. ACH credits (disbursements) must
be initiated by 2 p.m. at least two business days before the date they are due (the effective date). ACH debits (collections) must
be initiated by 2 p.m. at least one business day before the effective date. FirstSite allows you to make one-time ACH payments
or make recurring ACH payments via templates. As a company, you have the option to set-up dual authorization for any ACH
transaction initiated. Call Firstrust Commercial Customer Service at 877-466-3343 if you would like this feature activated.

Create a One-Time or Repetitive ACH Payment:

Step 1: Create ACH Payment

« Click on(Payments)and the Create a New Payment
link.
« Select the Payment Type from the dropdown box.
» Business Disbursement (ACH Credit) - send
funds to a recipient. Initiate two business
days prior to effective date.
e Personal Disbursement (ACH Credit) - pay
expense reimbursement, bonuses, etc.

» Business Collection (ACH Debit)- direct debit
from payor’s account into your account.

» Personal Collection (ACH Debit) — collect
payments like: club dues, membership fees,
and association fees from individuals. Initiate
one business day prior to effective date.

« Direct Deposit — pay employees (payroll,
expense reimbursement, bonus monies, etc).

o Tax — (See separate Quick Guide for tax)
o Wire — (See separate Quick Guide for wires)
« |dentify your ACH payment by typing in a

Payment Description and click .

Initiate two business days prior to effective date.

Initiate one business day prior to effective date.
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Payments Templates Redpients

Select Payment Type

Use this screen to select the type of payment you wish to create.

* Required Field

Payment Information
Template Name: |Selecta Template ME

-OR-

—> Payment Type: |SelectPayment Type | *
> Payment Description: [ERENef=n voe |

Direct Deposit
Personal Collection
Business Collection
Personal Dishursement

ACCOUNTS | BavmENTS | _l?_usmess Dishurgement

’ ax
e
< Represent Check - i

Initiate two business days prior to effective date.

== F—r—w=—

N 1IWl] Payment Information§

- Memo field is an optional 40 character
alphanumeric field.

- Special characters (such as # * &) cannot be
used.

1) Payment Schedulep

- You can choose to make this a one time only
or recurring payment.

- If a repetitive payment is chosen, click on the
Frequency drop-down box to select the
proper frequency.

Payment Information
Payment Description: [One time ACH test *

Payment Type: Business Disbursement

Account Narme - Account Hurmber -- Company ID - Balance
Pay From: |SelectAnAccount -
"

Payment Schedule
Effective Date: [g3;12/2004 MM/DDAYYYY  *

© 1Day
& 2 Day

—> Frequency: |One Time Only hd I
t,
s |1

er notice

[One Time Only

Recipients

rdd; (FoOmESLD)

Pay To  Recipient Name Recipient TDEvery ear kmount  Addendum
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Step 2: Add Recipient (Beneficiary)

** If the recipient has already been created, skip to the Add Recipient From List instructions in the next section.

« If the recipient has not yet been created click
Create New in the [ section and follow
these procedures:

» Complete the [gEelo=iM qiielfaFLilelg] Section:

- The Recipient ID field is a required field and
must be used.
- The Recipient ID field is a 23 character

) -
Create Recipient
Use this screen to create a new recipient.

* Required Figld

Recipient Information

Recipient Type: Business

Company Name: [ADept of Corporate Loans *

Recipient ID: (5555555555 *
Contact Information

» Check the box next to the recipients who should
be added to the template.

« If multiple Recipients are needed, check the boxes
of each and click Submit Recipients). A confirmation

alphanumeric field, which can be used for Street Address:
social security number, tax I.D. or other
miscellaneous information. City:
- Do not use spaces between characters. Gountry: | Selecta County [
State: |SelectaRegion j
. . Zip Code:
« Complete the [®fegitzla 8 [gi{e){ggF=Nile]y] Section:
Phone Number:
Email Address:
NIl Primary Account Information} N Bhone Number: [
- Bank Identifier is the recipient’s bank ABA Email Address:
number (also known as Routing and Transit Primary Account Information
number) Account Type: Checking ¥
 Note: If this recipient will be used in additional I T e )
payments, check the Save To Master List box at Account Currency: [UED3]
the bottom of the screen under [3le[e[i{[e]aE1K®]o]{[o]gk] I
. . . Ell ame -- ganl -- odh e
in order to save it for use in other payments. Bank: |F‘,Sl,uslaaﬂk_1234567_ABAMUWES“5'3 .
. : o o
« Click on(Submit Recipient)to save the changes. Bankidentifer: [ »
_ i Bank ID Type: ABA (domestic
« You should get a similar message: Ao 000 :
Save: M Save To Master List
o Successful Submit: Recipient created
successfully.
» Proceed to Step 3: Create Payment below.
Add Recipient From List:
« If Recipient has already been created, click on Standard ank List
From List)to access list of Recipients. s -

Bank Name:

Street Address:

ciey: [
Country: |Selecta Country

State: |SelectaRegion ~|
zip code: [

Recipient

Add: [FremisiD) |

L

message W|” appear Rev|ew your Ch0|CeS and Recipient Name Recipient ID  Account Default Amount Addendum
click test recip 1234567890123 123456789 | [
'
¢ Proceed to Step 3: Create Payment below.
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Step 3: Create Payment

DR REWENY Payment Information and
SIeEe V][] for accuracy.

e |In the section:
- Fill in the/Amount!field.

up to 28 alphanumeric characters.

« ClickPreview Paymentlto save the changes.

- The /Addendum field is optional and can hold

Payment Type: Business Dishursement

&

Account Name -- Account Hurnber -- Campany 1D -- Balance

Pay From: |SelectAnAccount j

*

Payment Schedule
Effective Date: [n3/11/2004 MMDDAYYYY  *

& 1Day
© 2 Day

Frequency: |One Time Only hd S

1f a recurring payment,

& Mumber of Payments; |1

© Continue until further notice

Recipients
dc; (FOMUSED) [reateNewo)

Company 123456789

« Preview the payment for accuracy.

« If corrections must be made, cIick(Edit Payment).

Otherwise click Submit Payment)to send ACH.

A “Successful Submit” confirmation and
o transaction reference number will appear
at the top of the Payments page.

Preview Payment
Use this screen to review payment information,

Payment Information

Payment Description: one time ach test
Payment Type: Business Dishursement

& - COMML CHKG-Operating -- 1234567 -- 158 —-

[% Pay Frum:m&D2

Payment Schedule
Effective Date: 03/11/2004
Payment will be in effect in one business day.

Frequency: One Time Only

Test Co 222 123456789 $2.00 testing testing 123
Total Paid Recipients: 1 Total Payment Amount:  $2.00

<4 Cancel < Edit Payment

Submit Payment [

Create ACH Template:

Step 1: Create an ACH Template

» Click

e Click Create a New Template.
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Payments Ternplates Redipients

Payments
Use this screen to select payment options or review payments,

Create 3 New Payment =
Create a Mew Template ==
Wiew Templates »>
View Recipients »>

Filter Payments By:

Payment Type 2

Status i
4— Fram:

[0301/2004 1o [0302/2004  [Change Viewt)

Advanced Search

Payments between 03/01/2004 and 03/02/2004:

Send Payment
Haymentrrom Account 5
Dates PaymentFrom Account Tube StatusReference ID  Amount
Company ID -- Company Confirmation
Name Number
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« Type in a Template Name that will easily describe
the intended use of the template (i.e., Expense
Reimbursement, Cash Concentration, Direct
Deposit Payroll, Monthly Mortgage Payment, Club
Dues, Condo Association Fees, etc.).

« Select a Payment Type from the dropdown list.

« Click Continue) .
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Payments Templates Riecipients

Select Template Type

Templates are used to graup ane or more recpients for specific payment instructions. Use this screen to selact the type of template
ou wish to create,

* Requirad Field

Template Information
Template Name: |Weekly Cash Concentratior *

Payment Type: |Business Collection x| *
electa Template Type
" Caneal o e
ACCOUNTS | BAYMENTS |
MEMBER @
FNIE oo

« Open the Pay To/From dropdown box to select
the account you wish to make the payment.

« To - if the funds will be deposited into your business
account (collections), or

« From - if you are making a payment from your
account fo an individual or a business (disbursement)

« Total Maximum Payment Amount

« Filling in this field will restrict the total maximum
amount that can be paid to all recipients as specified
on the template.

« Leaving this field blank will allow Users to make
payments up to their Maximum Single Transaction
limit and/or your company’s approved ACH
Facility limit.

0 Messages © Admin O Help © Exit
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Payrments Templates Recipiznts

* Required Field

Template Information
Template Name:  |Carp Netlncame Tax

Payment Type: Tax

Account Name == Account Number -- Campany 10 -- Balance

—

Pay From:

P Total Maximum Payment Amount:
Recipients

Add: [FromList ) | [Create Newr) | (Inport t)

Prenote  Company Name
Company Tax ID

Period End Date
MM/DD/YYYY

Account Tax Type

Step 2: To Create a New Recipient or Add Recipient From List, please refer to previous instructions above.
Then continue on to Step 3: Create Template. If you wish to send a prenote, follow the directions below. If not, skip to

Step 3: Create Template.

MK#47B
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Prenoting:

« You may now choose to send a Prenote —
a zero dollar test file.

Caution: Sending a prenote will restrict you from
making any payments to the associated recipient

until the 6-day prenote waiting period has passed.

« To send a test file, click on the Prenote box.

- Fill in the Default Amount if you want the
amount field pre-filled for all future uses of
this template. The amount can be changed
from the default amount on the payment
page if needed.

- The field is optional and can hold
up to 28 alphanumeric characters.

« Click(Preview Template)to proceed to the next
step.
« Review template information and click@ubmit)

o A “Successful Submit” confirmation will
appear at the top of the Templates page.

Template Information

Template Name: |DOP Test Template *

Payment Type: Direct Deposit

Accaunt Name -- Account Nurnber -- Campany 1D -- Balance

Pay From: - |A-COMML CHKG-pering - 1234567 ~168-1312 ] »

Total Maximum Payment Amount: 2000

Recipients

Add: (FromList )| (Create Newr) | [ Inpart )

est reci 123456789
23094832743

r test recip2
329347343

123456789 I I
Route 1 to 23424324324

Preview Template

Step 3: Create Template

« Review |EolEiER el and [REReElIE] sections

for accuracy.

« Fill in the if you want the amount
field pre-filled for all future uses of this template.
The amount can be changed from the default
amount on the payment page if needed.

« The|Addendum field is optional and can hold up to
28 alphanumeric characters.

« Click(Preview Template)to proceed to the next step.

Template Information
Template Name: |ACH Template Test *

Payment Type: Business Dishursement

Account Name -- Account Number - Company ID -- Balance

Pay From: ICOMMERC\AL CHECKING - 123456789 - 158 - 8441 E?j *

Total Maximum Payment Amount: |50

Recipients

Add [Fromlist £) | (Create Newr) | | Import )

Preview Template [

« If corrections must be made, click on(Edit Template

and make the necessary changes, otherwise click

Submit Template).

o A “Successful Submit” confirmation will
appear at the top of the Templates page.

- The newly created template will also show
on the Templates list.

© Messages © Admin © Help © Exit
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Payments

Templates
this zers

select tamplate optio i existing templates,

o Succassful Submit:
Template Corp Net Income was successfully created.

Create 3 Mew Template >>
Yiew Payments >
Yigw Recipients =x

Templates:

From Account
Template NaMes  company 10 - company  Pavment Type Status Last Undated
2.0.2.2 PER COLL TEMP

Name
123456789
158 - TEST COMPANY A

Personal Collection  Approved BATCH_USER

Corp Net Income 123456789 Tax

153 - TEST COMPANY A

Pending Add
Approval

Customer
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Dual Authorization: This is an optional security feature requiring secondary approval of all

templates created. Call Commercial Customer Service at 877.466.3343 if you would like

this feature activated.

Dual Authorization of Template:

« If approval of ACH templates is required by a second
person, a link indicating Pending Additional
Approval will be highlighted on the Templates
page in the Status column.

» A second person authorized to approve Templates
must sign on using his or her own User ID and
password and navigate to the Template page.

» Next, the approver should click on the Pending
Additional Approval link.

« After reviewing the information carefully, choose
(1 Accept)or(l Decline).

O Messages © Admin © Help © Exit
ansrnusr | ACCOUNTS PAYMENTS TRANSFERS SERVICES
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Templates

Use this screen to select template aptians or review existing templates,

o Successful Submit:
Template Corp Net Income was successfully created,

Create 3 New Template >
View Payments »x
View Recipients s

Templates:

From Account Last Updated
Template Names  company 1o - company  Payment Type  Status B
Name
2.0.2.2 PER COLL TEMP ~ 123456789 Personal Collection  Approved BATCH_USER
158 -~ TEST COMPANY A
Corp Ket Incame 123456789 Tax—} Pending Add Customer

155 -- TEST COMPANY A AQQT’D\J&\

o A “Successful Submit” confirmation will appear at
the top of the Templates page.

 The template will show as ‘Approved’ in the Status
column.

» The template is now ready to be used for a payment.
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Payments Templates Redpients

Templates

Use this screen to selec template options or review existing templates,

o Successful Submit:
Template Corp Net Income is successfully authorzed

emplate Options:

Create a New Template ==
Yigw Payments =
VYigw Recipients »» [%

Templates:

From Account Payment Last Updated
Template Names ¢ D¢ Status

JLompany ompany Ty By
Carp Net Income 123456789 Tax Approved L& User

158 -- TEST COMPANY A

Creating an ACH Payment Using a Template:

Step 1:

« Click on(Payments)and Create a New

Payment.

» Select template by opening Template Name
dropdown box.

« Highlight template choice and click on.
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ansrnusrl ACCOUNTS | PAYMENTS | TRANSFERS | SERVICES |

BANKING LEADERS. SINCE 1534

Payments Ternplates Recipients

Select Payment Type
Use this screen to select the type of payment you wish to create.

* Required Field

Payment Information
Template Name: |Zelecta Template ha IR
Ligpuid Fuel Tax

Malt Beverage Tax Payment

Member Auto Deductions
Payment Type: il

Payment Description: MOk

Test Temp-PD
TEST WIRE TEMP
Wendor Payment
‘Weekly Payroll - Salary
wire tem =
ACCOUNTS | PAYMENTS | TRANSFERS | BERVICES

7 Caneen
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» Make sure all template information is correct.

eV uERIEsElel][SN details such as Effective
Date or Frequency can be changed here if
necessary.

o In REEME section, the dollar amount and
addendum can be updated if necessary.

« Click(Preview Payment)to go to the next screen.

« Check for accuracy and then{(Submit Payment).

A “Successful Submit” confirmation will
o appear at the top of the Payments page
along with a transaction reference number.

- The newly created payment will also show

in the payments list on the Payments page.

Payment Type: Business Collaction

. A - COMML CHRG-Operating -- 123456789 -- 158 --

Pay To: £13.02

Total Maximum Payment Amount: §10.00
Number of Approvers Required: Use Default Approval Settings

Payment Schedule
Effective Date: 030412004 * MM/DDAFYY

1 Day Processing

—_— > Frequency: (OneTimeOny | *

If a recurring payment,
& Number of Payments; |1
" Continue until further natice

Recipients

¥ Subsidiary 1 e s SR £ash concentiation
#*
<< Cancel . Preview Payment [
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