Barrington Corporation Software License Agreement

IMPORTANT: READ THIS LEGAL AGREEMENT BEFORE USINGHIS SOFTWARE.

Opening this package indicates your agreement with all of the folloWiypou do not accept this binding agreement, do not use this softivare.

you do not agree to the terms below, return this software anccathpanying materials to Barrington Corporation within 30 days of saeftdf refund.

Barrington Corporation (Barrington) provides this copy of one or more pfdfgrietary programs (the Programs) and accompanying user
documentation (Documentation) only on the condition that each user agresgect, protect, and preserve Barrington's rights as stateéd A&greement.
You (the User) make such agreement by opening this package.

License: Barrington hereby grants you a nonexclusive license to usedbsed copy of the Programs and the Documentation subject to the
terms and restrictions set forth in this license agreemeninBton retains ownership of this copy of the Programs and Documensathjact to your
rights under this license.

Confidential Relationship: By opening this package, you accept this ctlpy Bfograms and Documentation with notice that the techniques,
routines, structures, and processes in the Programs, and any poeidract from them, are the confidential information and tradetsesf Barrington.
You thereby acknowledge and agree that a confidential relationship masstaklished and that you will use your continuing best efforts temrany
unauthorized use, copying, or disclosure of the Programs or Documentation.

Authorized Use; Restrictions: You may use the Programs or anyofdipgm (complete or partial) on a single computer serving onearsen,
a single file server managing access to the shared resougce§ilés, disks, printers) in a local area network (LANpthfer intelligent nodes (e.g.,
workstations, intelligent terminals) physically linked by dedicatgdles to the single file server, provided that no more than osech)nodes are using the
Programs at any one time, unless Barrington has authorized additionslumoie a separate agreement. If the Programs are provided othamose
media format for your convenience, your use of the programs igtedtto one such media at any one time. You may also make additimies of the
Programs for your own backup purposes, provided that you retain all such leapiegpin your possession and reproduce the copyright notice from the
original disks on all such backup copies: Copyright 1990-2009 Barrington Corporation.

You may not assign or sublicense any rights hereunder nor disclos@gnarf®s or any copy to or for the use of any person, except when
authorized by Barrington Corporation. You may not export or re-exporrdigeans, Documentation, or any products or services produced diretily by
use thereof to any destination or person which is not authorized teerélvein under the export control laws and regulations of the Unitegb Sta

You may not decompile, dis-assemble, cross-compile, reverse enginenake or distribute any other form of, or derivative wasknfrthe
Programs. You may not obscure, alter or remove any Barrington copyragtémark, or proprietary rights notices.

Barrington's Rights: Barrington retains all rights and title te@lyrights, patents, trademarks, trade secrets, and other @prights in the
Programs and the Documentation. If you fail to comply with your obtigafithe license set forth herein will automatically terminataddition,
Barrington may bring civil actions for fines, damages, attorfieg’s and injunctive relief, and criminal prosecution may akatreshere Barrington's
copyrights are infringed or trade secrets are appropriated.

Limited Warranty: Barrington warrants to you, as the initiaétJthat the Programs will substantially conform to the currenighgul
specifications therefore and to the Documentation, provided the Prograrased in unaltered form with functioning equipment and operatingnsykie
which the Programs were designed. Barrington also warrants tottaklilsier that the diskettes and the Documentation are freedief@ats in materials
and workmanship under normal operating conditions. Barrington will replaeetidefdiskettes or Documentation or correct substantial Prograns at
no charge, provided you return the defective item to Barrington with pfqfyment WITHIN 90 DAYS of your acquisition of this package.wdiranties
expire at the end of this 90-day period. If Barrington is unable toceplefective items or correct substantial Program errorsyaanbave so returned the
items within the 90-day period, Barrington will refund the amount youfpaithis package. THESE ARE YOUR SOLE REMEDIES FOR ANREBACH
OF WARRANTY.

EXCEPT AS EXPLICITLY STATED ABOVE, BARRINGTON MAKESNO EXPRESS OR IMPLIED WARRANTIES (INCLUDING ANY
WARRANTIES OF MERCHANTABILITY AND FITNESS) WITH RESECT TO THE CHARACTER, FUNCTION OR CAPABILITIES OFHE
PROGRAMS, THE DOCUMENTATION, OR THEIR APPROPRIATEISE FOR ANY OF USER'S PURPOSES.

The Programs are inherently complex and may not be completelyf feeers, so you should verify your work. Barrington will not be
responsible for any costs or damage associated with loss of iigeRybigrams or any other resources, loss of business or profilssaoy data, any third
party claims, or costs of substitute programs. IN NO EVENTIWBARRINGTON BE LIABLE FOR ANY INCIDENTAL, INDIRECT, SPECIAL,
CONSEQUENTIAL OR PUNITIVE DAMAGES SUFFERED BY THESER OR ANY OTHER PERSON OR ENTITY, WHETHER FROM USE
THE PROGRAMS OR DOCUMENTATION, ANY FAILURE THEREOBR OTHERWISE, EVEN IF BARRINGTON OR ITS AGENTS ARENVARE
OF THE POSSIBILITY OF SUCH DAMAGES. IN NO EVENT WILBARRINGTON'S AGGREGATE LIABILITY TO YOU OR ANYONEELSE
EXCEED TWO TIMES THE LICENSE FEE YOU PAID FOR THEROGRAMS AND DOCUMENTATION IN THIS PACKAGE.

This warranty gives you specific legal rights, and you may alge bthner rights which vary from state to state. In some cistamees, some
states do not allow the exclusion or limitation of the duration of edplarranties or exclusion of liability for incidental or consequedéimages, so the
above limitation and exclusions may not apply to you in those respects.

Barrington has not authorized any agent to make any representatiormamtwéor Barrington, and Barrington will not be bound by any
statements, warranties, or commitments made by such persons.

General: Barrington retains all rights not specially granted hereuBdgington has not hereby waived any of its rights under the copyright
laws, trade secrecy laws, or otherwise. This Agreementeisded as a legally binding agreement which will be enforced, in whatepart, to the greatest
extent permissible under law.

Additional terms for Barrington Corporation Software: You will regedirst year licensing with initial software purchase. enising fees are
due every year on anniversary date of purchase. Barringtomvaite in advance of license expiration. Software holders must ddorigarrington’s
web site (www.barringtoncorporation.com) to validate license and upgtdelast once a year. |If the license is terminatedrereted for any reason, no
fees that have been already debited will be refunded. When yotngagpropriate licensing fee annually, Barrington grants you a non-egdligsinse to
use the purchased software, options and documentation within the Untesd Stau may not use the updates except with the original softwaxe may
only use or install updates to the software on the computer(s) ugsadivigual(s) for whom you have purchased a license to the softWide license to
use the software may be terminated by Barrington immediatelwiimolut notice if you fail to comply with any term or condition of tagreement or if
Barrington is unable to receive annual license fees.

YOU ACKNOWLEDGE THAT YOU UNDERSTAND THIS AGREEMENTRND AGREE TO BE BOUND BY IT IN ALL RESPECTS. THISSITHE
ONLY AGREEMENT BETWEEN YOU AND BARRINGTON CORPORATN. IT CANNOT AND SHALL NOT BE MODIFIED UNLESS IN
WRITING SIGNED BOTH BY YOU AND AN AUTHORIZED OFFICR OF BARRINGTON CORPORATION.

Barrington Corporation
1700 42° Street SW
Fargo, ND 58103

Copyright 1990-2010 Barrington Corporation
All Rights Reserved.
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| Welcome!

Dear Customer:

Thanks for choosing ACH for the PC for Windows. Véesure that you'll be pleased with its ease-of-use
power, and performance.

ACH for the PC and the ACH (Automated Clearing Heesystem will save you time, money, and
headaches.

Pay your employeesvithout ever cutting another check simply trangferds from your business
account to your employees’ personal account(s).

Automatically debit your customers’ account(syather than use the usual mail-and-wait method.
You'll reduce the time required to prepare a béljuce the cost of postage, and get your moneiyran t
Your customer will appreciate the convenience otheck-writing, no postage, no bother.

Better manage your cashYou'll get your money, where you need it, when ymed it, quickly,
inexpensively, and with a minimum of fuss and pajoek.

Until recently, only companies with expensive mariputers or mainframe computers could use the
ACH-system. That's changed. Now, any company, digas of size, with ACH for the PC, an IBM PC-
compatible computer, and an arrangement with a lathkaccess to the ACH-system can profit from the
tremendous potential of this service.

With ACH for the PC, you can use those serviceckviare most likely to benefit you. Cash Concerurati
or Disbursement (CCD) can consolidate funds fromr ywanch offices, franchises, agents, and the like
Or, you can also perform the opposite task andudssbfunds from your main office to your branch
offices, franchises, agents, etc. Prearranged Rayanel Deposit (PPD) can directly withdraw from or
deposit to your customers’, suppliers’ and empleybank account(s) with their permission of course.

ACH for the PC asks you for some of the informatiegarding your transactions, fills in the resthaf
information, performs calculations, and writes anrgpted ACH-file to disk. Give your diskette touo
bank, or transmit via the internet to your bankul¥bank and the ACH-system will take care of tha.re



Welcome! [/ i

Thanks again for choosing ACH for the PC. If yowdany suggestions for improving ACH for the PC,
please, let us know. Seriously. Paraphrasing LdarB we're not doing you a favor by serving you.
You're doing us a favor by giving us the opportund do so. Because we're truly committed to your
welfare, we're always interested in your comments.

Sincerely,

Barrington Corporation

P.S. For your convenience, we have a toll-free@@®ber. So, if you're outside the Fargo-Moorhead
metropolitan area, please, call us a 800 779-008%erwise, call us at 701 293-0040. Or, if you eref
fax us at 701 241-9930 or E-Mail us at Barringtorgooation.com.

P.P.S. We also provide custom-programming andousfta-processing. We can either write a program
for you and your computer-system, or we can perfihenactual data-processing for you on our system.
you need a custom program, data-processing, ostarowersion of ACH for the PC, Please, let us know
We'll be glad to talk with you about it.
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ACH for the PGor windows

Program Overview

Introduction:

We've arranged this manual in the order of youiahsetup. For instance, you will first instalkth

program and enter your Originator information, CampMaintenance information, Receiver Maintenance
information and so on. If you don't understand ose of a particular word, phrase, or keyboard-key,
please check Appendix, Definitions or Appendix, Keilelp will likely be there.

Please, read the following sections, before youAGH for the PC.

Once you have installed the software, go to Toolspplication Settings. You will need to
enter your Registration Key and Serial Number hergo get the application running with the
appropriate options ordered. You may also define the Application Login requients and a
Time-Out Type.

Conventions:

Although ACH works with financial institutions other than banks such as savings and loans and
credit unions, we shall use bank to refer to any such institution. Occasionally, weliffasent

terms for the same thing. For example, entry and record are synonyms as areadethientry

detail record, and transaction. Also, capitalized terms usually refer to @ispecific field of a

data entry screen, an option from a menu of ACH for the PC, or a specific section ofrihés. ma

Note: Because ACH for the PC will create and use files with Filenaneesans that are
IDX, CDX and the 2 digit year (00), please don’t use those extensions for files which you
may create in any directory specified in ACH for the PC where you place your data.
These directories are described in Appendix, Installation.

A field highlighted in blue means that it is a required field and mustontain information.



Overview:

For security reasons, before you use ACH for they®Gr bank must assign you a unigue three-digit
Personal Identification Number (PIN). The main mehACH for the PC is set-up as follows,
File Input Reports Tools _elp

Eile, consists of, Wite an ACH File_inport, Send-ile, S& Originator, ®lect Default Printer,
Print Set-up, and Bk

Input, is where you enter your data and consists dfjikator Maintenance, Corapy
Maintenance, Bceiver Maintenance, ancaigh Entry.

Reports, consists of a &alog which allows you to define a specific repat wish to see and
sends it to the specified output device.

Tools consists of Preferences, Change Password, Sgseurity, Calendar, Application
Settings, Communications Settings, and Fix Datdegalnder System Security you have some
additional options, Btch Level Security, Eer Maintenance, Uselidhts, Goup Maintenance,
and Rotected Item Maintenanc#alicized options are not available yet.

Help, consists of &chnical Support, andb®ut ACH for the PC.

Originator Maintenance:

When you first start ACH for the PC, there are ehbar of things you must do prior to actually cnegta
file. From your main menu of the ACH Screen, seleptit and execute Originator Maintenance. This
contains your banks information and is requiredu Yimy set-up more than one originator if you are
sending files to more than one bank.

If you have used the DOS version of ACH for theiR@he past, you can think of this as your
Defaults information.

Company Maintenance:

Next, enter your company information and set-upryplications (direct deposit of payroll would dre
application, automated bill collection would be e type of application). At the main menu of &eH
for the PC Screen, select Input; choose Companptela@nce and enter in your company data.

If you have used the DOS version of ACH for theiR@he past, you can think of this as your
Batch information.

Receiver Maintenance:

Next, enter your receiver information. At the maienu of the ACH for the PC Screen, select Input;
choose Receiver Maintenance and enter in yourviecdata. For example, if your application is Direc
Deposit of Payroll, the receiver(s) will be yourm@oyees.



Batch Entry:

To complete your Input, you will need to set-up yBatches. At the main menu of the ACH for the PC
Screen, select Input choose Batch Entry, and siledatch (Application) you wish to work on. For
example, if your application is Direct Deposit @yroll, you will add your receiver(s) (employees)iie
Direct Deposit batch/application.

If you have used the DOS version of ACH for theiR@he past, you have not had to deal with thisoopt
ACH for the PC for Windows has somewhat dividedhgpDetail screen in DOS and converted it into
two.

Once you have set-up your Batch, you are now readyite an ACH file. Your data will remain as a
reoccurring batch until you change or delete iyolfi need to add a receiver (employee) to yourdDire
Deposit Batch/Application, you will need to go baokReceiver Maintenance, add the new receiver then
go to Batch Entry and add the receiver to the gmate batch/application. Dollar amounts can béas
changed in the Browse Screen of the Entries tab.

Writing an ACH File:

A file may consist of multiple batches for a speofompany. To write a file, at your main menugsél
File and execute Write ACH File. Select (highligthtg batch or batches you wish to write. To chahge
effective date, simply select the batch you wishhtange and right mouse click on the current date
displayed. A calendar screen will appear, selectttsired effective entry date and close. To get a
summary of what a particular batch contains, selexbatch and execute the Summary option. If yeu a
satisfied with the accuracy of your data, you aay to write your file. With the desired batches
highlighted, execute the Write option, a Save AGId Rs screen will appear, specify the destinatod
save. Your file is now written to that destinatienmd is ready to be sent to your originating bank.

File Import Option:

With the File Import option, and you have enterathdnto other applications (accounting packages,
spreadsheets, payroll packages, and so-forth) vdaintcreate certain types of ASCII files, you woréed
to manually enter or re-enter those data into AGHlHe PC. You can add new receiver/detail records
change existing receiver/detail records by impgrtiata from your other software applications.

At anytime, you can get a summary of your batch @etdil records by executing the Summary button
located on various screens throughout ACH for t@e ®r, execute the Report option, and you'll besabl
to create various reports on files written. Finaliyien you're satisfied with your entries for a dfie
batch, you are ready to create your ACH file. Tahls, at the main menu of the ACH for the PC Stree
select File and execute Write an ACH File.

Capacities:

Currently, the maximum number of detail recordsaihACH for the PC may write on a given
Transmission Date is the lesser of 8,999,999 ontlmber which will fit on one disk. ACH for the R@n
write up to 9,999,999 batches within one file apda 36 files per Transmission Date per data dirgct



Authorization:

Authorization is an agreement between you and angarty (receiver) which authorizes you to debit
(take money from) or credit (add money to) thatysibank account. After you obtain authorization,
you'll enter much of the information from the autization into the Receiver’s (Detail-record) infaation
screen of ACH for the PC.

The form of the authorization may vary depending/oar company’s needs, basically you'll need the
following information:

your Company ldentification

the name(s) of the authorizer(s)

the date and signature(s) of the authosger(

the account type (savings (SAV) or demambdit/checking (DDA))

the Receiving Depository Financial InstibatiDFI) Identification Routing Number
the DFI Account Number

oOahswWNE

Someone at your bank can advise you regardingptine &f the authorization and the rules to which you
must follow.

For demand accounts, the Receiving DFI Routing Nemailnd DFI Account Number can often be found
as the preprinted characters near the bottom ofdedl check. However, because such numbers taken
from a sharedraft of a credit union may not wonkA@€H-transactions, you may have to obtain this
information elsewhere.

Upon request, you must provide a copy of the aithtion to your bank or the bank of the other party
And, if the transaction will be a debit, upon resfugou must provide a copy of the authorizatioth®
other party.

Pre-note (pre-notification record):

Pre-notes (pre-notification records), are spea#itirecords in which no funds are transferredesehare
no-longer mandatory but can be very important &tain applications such as Payroll. Pre-notesised
to check the accuracy of the transactions, to enssibest we can the monies will be paid in a jimel
manner and to the appropriate accounts. Once yaeident a pre-note in to the ACH-system, you will
need to wait 5 business days before you can séwe dollar amount transaction. If there is a pesbl
with the pre-note, your bank will be notified okthbroblem and in turn, should notify you so it ten
fixed. After you're confident of a pre-note’s acaay, change it to Bive transaction.

With ACH for the PC, you are able to create preeaafirtually the same way as you'd create live réso
Actually, ACH for the PC will automatically set acord you have just created to pre-note statusf Gou
edit the bank account information, specifically fkecount Type, Routing Number or Account Number (or
any combination of), ACH for the PC will automatlgaset the status of that record to pre-note. o

able to easily override the system and re-settttassto live simply by un-checking the checkmark
currently set to pre-note.



Reports:

Reports are available throughout the program, fipalty, a Summary report. A summary report can be
one of two types of reports for a specific Batchibe. You may select Summary and the report will
provide you with only the File and Batch totalsyill not include each individual entry within a 8 or
Batches in a file. However, if you select Detaé tieport will include every individual entry witheach
batch in the file.

You may choose to get additional reports by selgdReports on the Main Menu then select Catalog. A
screen will appear in which you may select the tpeeport you wish to create and where you wish to
send it (such as a printer, file, or screen).

A new feature we added in ACH for the PC for Windas/the ability to print out credit/debit vouchers
These can be used, for example, in a Payroll Agtitin for those people on Direct Deposit who don't
currently receive a paycheck, ACH for the PC willanprint out a non-negotiable paycheck identifying
their specific electronic transaction.



ACH for the PC for Windows

Last update: April 1, 2010

The first thing you need to do is install the pamgr(see Appendix A-1 for help). Before you caratgean
actual ACH file, you first need to enter your dathere are three areas you will need to fill in the
appropriate information. Under [Input] on your maireen there are four options; Originator
Maintenance, Company Maintenance, Receiver Maintanand Batch Entry.

Originator Maintenance

Primary Originator Data: (Required)

The first thing you need to do is go into Origirradtéaintenance. This screen contains the information
regarding your originating financial institution third party processor. In the Primary Originatat®
Tab, you will fill in the following:

=] Originator Maintenance g|§|@
Primary Originator Diata Secondary Originatar Data : Browse
Originator NameE:I_'IfestElahk
Immediate Crigin Nameé
Immediate Originf’_E!Eﬂ 21484?’ [[1ManBank Immediate Origin
Immediate Destination Name|
Immediate Destinatinnfﬂm 0ooosa [ MonBank Immediate Destination
Mumeric File ID Modifier Range | 0 To 9
Alphabetic File 1D Madifier Range| 4 | To [Z | ARG I f i B
Trace Murber Range | 1 Ta "__ 4993993 | Reset Trace Mumbers []
Batch Mumber Rangei 1__- Ta 8999999 Reset Batch Numbers []
Reference Code| -

LastFile Creation Date| 09/12/2006 | Pit (128

Select Originatar...

ACH for the PC, Originator Maintenance Screen

Originator Name: This will generally be the name of the bank pesiayg files for a specific company. If
you have purchased the option to handle multiglgirators, you may use ACH for the PC to process fo
multiple financial institutions (originators).

Immediate Origin Name: This field generally contains the name of theriicial institution you are
sending the ACH files to for this originator. Itas optional field and contains up to 23 characters



Immediate Origin Routing Number: This is either the specific Routing Number giveratfinancial
institution by the Federal Reserve Bank or an lindial ID Number. If you don’t know what the number
is, please contact your financial institution aheytwill provide it to you. This field is a requéitdield and
must contain 9 numerals when using a Routing Nurab&0 numerals when using a Individual 1D
Number.

Individual Immediate Origin: If you check this box, ACH for the PC will assuthe data in your
Immediate Origin Name is your company name anditia in the Immediate Origin Routing Number will
be some other number such as your Tax ID Numbemdhthen contain up to 10 numerals.

Immediate Destination Name: This field generally contains the name of thaficial institution you are
sending the ACH files to for this originator, hoveeyyour financial institution may want you to uke
Federal Reserve Bank instead. Contact your finaimgtitution for their preference. It is an optarield
and may contain up to 23 characters.

Immediate Destination Routing Number: This is the specific Routing Number given to afigial

institution by the Federal Reserve Bank. If you'tknow what the number is, please contact your
financial institution and they will provide it tay. If your financial institution wants you to utbe

Federal Reserve Bank as the Destination, each &dfeserve Bank has its own Routing Number, be sure
to ask your financial institution. This field is@quired field and must contain 9 numerals.

Numeric File ID Modifier Range: This is the range of File ID Modifiers used bydincial institutions
and the Federal Reserve Bank. We have set theltdet@a® thru 9. Ask your financial institutionttiey
require something different. This field can contaire numeral per field. If left blank, ACH for the
will automatically begin by using the alpha range assigned.

Alphabetic File ID Modifier Range: This is the range of File ID Modifiers used biydncial institutions
and the Federal Reserve Bank. We have set theltdea thru Z. Ask your financial institution they
require something different. This field can contaire alpha character per field. If left blank, A@H the
PC will automatically begin by using the numeringa you assigned.

Allow Writing of Same Day Files This is only to be used by Financial Institutions ér writing on us
items and then to be loaded into ACH Bind.If you are not a financial institution and chehls box
files written will either be rejected by your fingal institution or the Federal Reserve will chatige
effective entry date to the next available effectntry date. Writing of same day files is nobatkd
through the ACH system.

Trace Number Range This is used by your financial institution andtbe Federal Reserve Bank. We
have set the defaults to range from 0 to 9999989 rttaximum range), use these unless your bankresqui
you to change them. This is a required field andatain up to 7 numerals.

Reference CodeThis is an optional field and may contain up tdh@racters. It is reserved for
information pertinent to the Originator.

PIN: Personal Identification Number. This is a reqdiifield and must contain 3 characters
(alpha/numeric). This is used to identify the seur€the file and to prevent duplicate file nantest t
could create problems when sent to the bank. Ask lgank for your own specific PIN.



Secondary Originator Data: (Optional)

This is all optional; simply fill in the pertinedta in each field. This is currently used onlyyour
reference.

E= Originator Maintenance M= Ed

Primary Originator Data | Secondary Originator Data | | Browse

Qriginatar Address 1 |1D1 maln STREET

Originator Address 2| P.0. BOX 111

Originatar City| FARGO

OriginatDrStatelND vl
OriginaeripI 58103-

Primary Cantact| DAYID SMITH

Frimary Contact Phone Numberm
Secondary CDntactIJANE LARSOM
Secondary Contact Phane Numberm
Originator Fax Numberm
Originator 800 Numberlw
Data Line Numberl (7011 555-1214

E-Mail Address |

Select O[iginatnr...l

ACH for the PC, Secondary Originator Data Screen

Notes: When you have completed this screen, selectgaginator by clicking on the [Select
Originator] button found on the bottom right harmreer of the screen and selecting the desired
Originator.

I Select Onginator

QK Cancel |

ACH for the PC, Select Originator Screen

If you are sending files to only one bank, you willly need to set up one originator.



Company Maintenance

Now that you have completed the "Originator Maiatece" you now need to complete the "Company
Maintenance". From the Input option on the maimmehoose "Company Maintenance". Your Company
Information screen will appear.

Primary (ACH) Company Data Tab: (Required)

= Company Information =1 E3

{ Primary (ACH) Company Data | Secondaty Company Data | Accounts | Applivations | Briasze

Company's Assigned IDI A5-0255098

Company's Name | ACME BABY CARE COMPANY

Company's Short Narme |ABC COMPANY

Maximum DUIIarAmDuntI $10,000.00

ACHID Typel Emplover [dentification Mumber j

Company's ACH IDI H50255098

ACH for the PC, Primary (ACH) Company Data Screen

Company's Assigned ID: This is used as a reference field to searchum)) as your Fed Tax ID
Number. This is not a required field and may cantg to 10 characters.

Company's Name: This field contains the name of your companysTitia required field and contains
up to 40 characters. Because the company namdrfield ACH file is only 16 characters and your
company's full name may exceed that, this providegour complete company name on reports or other
items available.

Company's Short Name: This field contains the name of your company aiibdbe used in your ACH
file. This is a required field and contains up 6characters. This field is one of four fields whahould
show up on the receiver’s monthly bank statement.

Maximum Dollar Amount: This is an optional field which contains up ta@merals. This is used by the
bank for risk management. Your bank may wish toeagh batch you write at a certain dollar limiteTh
bank may have that number set in their system wgriem that you have exceeded their cap. This may



result in you giving a call from your banker letfigou know you have exceeded the authorized amount
and the file may not be processed.

ACH ID Type: This field contains a pull down menu giving y@wptions, a IRS Employer Identification
Number, a Data Universal Numbering System Number dser Assigned Number. Generally you will
choose the Employer Identification Number. Thia i®quired field and must be one of the three optin
the pull down menu.

Company's ACH ID: This is a required field and contains the actuahber of the "ACH ID Type". If

you chose Employer Identification Number you wotlidn type in the actual tax ID number (no dashes).
Otherwise, this field must contain 9 letters andafomerals.

Secondary Company Data Tab: (Optional)

This is all optional simply fill in the pertinenath in each field. This is currently used onlyyour
reference.

=" Company Information [_ O] =]

Brimary (ACH) Company Data Secondary Company Data | Accaunts | Anplivations | Bowize

Company's Address Line 1 |111 First &venue Morth

Company's Address Line 2| Suite #200

Company's Cih,rISDmecity

Company's StateIF'A 'I Campany's Zip |12345—
Telephone Numherl (775551212 Fax Numherl (7718551313 Data Linel (777) 5554321

Fritnary CnntactIGeurge Washington E;;t_l
Secondary Cnntactlhﬂar\; Srmith E}ﬁ_l

Company's E-mail Addressl

Motes

[

ACH for the PC, Secondary Company Data Screen



Accounts Tab: (Required)

The next step in setting up your Company Infornmaisoto set up your bank accounts. To do thiskdic
the Accounts tab, two additional tabs appear wjtBsnk Accounts and Browse. To activate these tabs,
click on the Bank Accounts tab, you should seesgmoutline around the two tabs; this means thase t
are now active. To create a new Account, click ewhn your Data Entry Toolbar and a blank form will
appear. To edit an existing Account, just go tofiblel you wish to edit and make your changes, tere.
It is used to automatically create an offset redordh particular application.

= Company Information MI=] E3

Brimary (ACH) Comparny Data | Secondary Company Data Accounts | Sy =y s | Hraee

ACME BABY CARE COMPANY
550255095

Bank Accounts Browse

Bank Namel FIRST MATIOMAL BANK

Routing Numberl 091214847
Accourt Nurmber | 5555555
AccnuntTypelChecking j

Account Description | MAIN CHECKING ACCOUNT

Prenote? v

ACH for the PC, Company Accounts Screen

Bank Name: This field contains the name of the bank whengryazcount is located. (i.e. if your
application is payroll this would be the name a&f bank where your payroll account is located.) Tikisl
is optional and contains up to 40 characters.us&d for your reference in other areas of thenaragnd
reports.

Routing Number: This is the specific Routing Number given tarehcial institution by the Federal
Reserve Bank. If you don’'t know what the numbepisase contact your financial institution and tiély
provide it to you. This field is required and mashtain 9 numerals.

Note: This field has a validation routine to verify dideRouting Number. If the system rejects the
number you put in, please verify with the finanéfedtitution. If the system does not reject the
number you put in, it doesn’t mean it is the appiaip routing number, it only means that it's a
valid routing number.



Account Number: This field is a required field and may containtadl7 characters. This is your account
number at the bank stated above. It is used toraitcally create an offset record for a particular
application.

Account Type: This is a required field and must contain onehefaptions in the drop down menu
provided. This identifies whether the account tisédove is a checking or savings account (or antgpe
of account available).

Account Description: This is an optional field and may contain up @ocBaracters. This is used for your
reference in reports or other screens to ident#fgexific account by its description.

Prenote: This box is used to flag whether this record W@l Prenoted or not. If you would like the next
transaction to be prenoted, click on the box anfkpwill appear. If you want the next transactimnbe
live, click on the box to remove the [X].

Note: Whenever you add a hew account the system witinaatically set the next
transaction to prenote. If you change the RoutimghNer or Account Number it will reset
the next transaction to prenote. If you do not whatnext transaction to prenote, click on
the Prenote box and it will clear the [X] and yoxt transaction will be live.

Browse: This will allow you to see or browse all your anats on one screen. You are not able to edit any
of the fields in the Browse Screen. If you wistetit an item while in the browse screen, doublekaline
item to select and edit.



Applications Tab: (Required)

Here is where you can set up all the types of agfitins you need or want (i.e. you may want taiped
direct deposit/payroll application, an accounteiegble application, tax payments application @hca
management application.) You can have multipleiagpbns. Again, to activate the two tabs withie th
Applications tab, click on the Application tab, yslould see a green outline around the two taiss; th
means these tabs are now active. To create a nelicAjon, click on New on your Data Entry Toolbar
and a blank form will appear. To edit an existingpfication, just go to the field you wish to editda
make your changes, then save.

= Company Information

Brimary (RCH) Company Data Secondary Company Data | Accounts Applications Browse

ACME BABY CARE COMPAHY
550255098

Application | Browse

Cormpany Discretionary Datal Direct Deposit

Carmpany Entry Descriptionl PAYROLL

Standard Entry Classl Prearranged Payment and Deposit Entry j
Bank Account| MAIN CHECKING ACCOUNT -]
Recipient Transaction Typel Depaosit (credif) j

Qriginating DFII 09121484

ACH for the PC, Company Applications Screen

Company Discretionary Data This field is an optional field and may contajmto 20 characters. It
contains any information that may be useful to yoampany describing the purpose of the current
Application and will be used solely by your company

Company Entry Description: This field is a required field and may containtadO characters. It
contains a brief description of the purpose ofdleent Application, for example SALARY, MISC EXP,
FEES. This description will be displayed on theereers’ monthly bank statement.

Standard Entry Class: This is a required field and must contain onehefavailable options in the pull
down menu. You will generally use one of two Clas$PD (Prearranged Payment and Deposit), used
when dealing with an individuals account or CCDgE&oncentration and Disbursement), used when
going from corporate to corporate account.

Bank Account: This is a required field and must contain onehefavailable options from the pull down
menu provided. This refers to the account you waabffset record created from for the current
Application.



Note: An Offset record is the offsetting transactiondagroup of transactions. For
example, if you are processing a payroll you maxeHEO records paying $1,000 each for
a total credit of $10,000. To balance the file, yall need a $10,000 debit (from your
payroll account) to offset the credits you haveatad.

Note: If when entering your accounts, you left your aggodescription blank, you will
see your account number, if you filled in the AagbDescription Field, you will see the
Description. When you pull down the menu on Bank&umt, you will see both the
Description (if available) and the actual accownnber.

Recipient Transaction Type:This is a required field and must contain onehefavailable options in the
drop down menu provided. If you are crediting areer’'s account such as in direct deposit of payrol
choose Deposit (credit). If you are collecting féesn a receiver’'s account, choose Payment (debit).

Originating DFI Routing Number: This is a required field and contains only thetf8 numerals of the
bank’s 9 digit routing number. This is the specificuting Number or ABA Number given to a financial
institution by the Federal Reserve Bank. If you'tdknow what the number is, please contact your
financial institution and they will provide you iit.

Browse: This will allow you to see or browse all your Ajgiations on one screen. You are not able to edit
any of the fields in the Browse Screen.

Browse Tab:

Allows you to see all Companies and select the Gomyou wish to work in.

Applications Calendar Button: Allows you to create a file containing expectefietive entry dates for
that specific Application. For example, if you payployees on the T5and the last day of the month, |
would simply mark the projected pay dates, crediie,aand provide it to your processing bank (tkaly
need to be using ACH for the PC for Windows). Thewld then load it into their system and then be
reminded, one business day prior to the projectgtdate, to expect a file from you for that specifi
Application.



Receiver Maintenance

The next step is to add your Receiver Informatmmaf particular company and assign them to a jpdatic
Application. This information is used to create tfegail records in your file. You will add all obyr
receivers here regardless of their assigned Agita To do this, choose Receiver Maintenance fitzen
drop down menu under Input from the main menu. YReceiver Information screen will appear.

Note: All of your receivers will be entered here regasdl of their assigned Applications.
Let’'s assume you have set up two applications yeoR@pplication and a Fees
application. All your receivers for both applicatwill be entered and commingled here.

Company: First, chose the company you wish to add/ed#iwees to from the drop down menu
provided.

Primary (ACH) Receiver Data Tab: (Required)

=" Heceiver Information _ O] x|

Carmpany|ABC CORPORATION -]

SMITH, DOHALD
001

| Prirmary (ACH) Receiver Data | Secondary Receiver Data | Accounts | Application Setup | Browse

Identification Nurmber | 001
Receiver's Namel ShITH, DORALD

Discretionary Datal

ACH for the PC, Receiver Primary (ACH) Receiver Dat a Screen

Identification Number: This is an optional field and may contain up toch&racters. This field contains
a specific number to identify a specific recordr Ewample, if processing direct deposit of payni

may use an individuals Social Security Number,;oEaployee ID Number to identify that particular
employee. These numbers should not be duplicated.

Receiver's Name:This is a required field and may contain up tacBaracters. This field contains the
name of the receiver (company or individual) withom you are transacting. For example, if you are
processing a direct deposit file, this would bedh®loyee you want to pay.

Discretionary Data: This is an optional field and may contain up tcharacters. This field may contain
data which may be used by you or your bank. Gelyethls field is left blank.
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Secondary Receiver Data Tab: (Optional)

This is all optional; simply fill in the pertinedta in each field. This is currently used onlyyour
reference.

Accounts Tab: (Required)

A receiver may have more than one account. Theywigtyto split their paycheck into multiple
transactions thus allowing them to put money intdtiple accounts. Or, a receiver may be set foramor
than one Application and depending on the Applaattheir Primary Account or Splits may be diffaren

= Receiver Information

Commpany| ACME BABY CARE COMPANY |

John Smith
o

Erimary (ACH) Receiver Data | Secondary Receiver Data | Application Setup | Bromze

Bank Accounts Browse

Bank NameINatiDnaI Bank

Mame an Accnuntl

Routing Number| 081509737
Account Mumber| 00000001
AccuuntT\;pelChecking j

Account Descriptinnl Checking Account

Prenote? [

ACH for the PC, Receiver Accounts Screen

Bank Name: This field is an optional field and may containtopl0 characters. This field contains the
name of the bank where the specific account igéatdt is used for your reference in reports atteio
screens in the program.

Name on Account:This is an optional field and may contain up tocBaracters. This field contains the
specific name on the account being added. You e to fill in this field if the name on the acobis
different than the name in the Primary (ACH) Reeeiata information. For example, if you are settin
up a direct deposit file, your employee will be gremary receiver however he or she may wish toodep
an amount into his or her child’s savings accouat the name on that specific account will be défer
than that in the Primary Receiver Data.

11



Routing Number: This field is a required field and must cont@inumerals. This field is referring to the
Routing Number of the bank where the Receiver'®actis located. This is the specific Routing Numbe
given to a financial institution by the Federal &g Bank.

Account Number: This is a required field and may contain up tcch@racters. This field is referring to
the account number at the bank (associated rontinger) the receiver wishes the transaction to take
place.

Account Type This is a required field and must contain onéhefoptions in the drop down menu
provided. This identifies whether the account tisédove is a checking or savings account (or antgpe
of account available).

Account Description: This is an optional field and may contain up @ocBaracters. This is used for your
reference in reports or other screens to ident#fgexific account by its description.

Prenote: This box is used to flag whether this record WélPrenoted or not. If you would like the next
transaction to be prenoted, click on the box anfXamwill appear. If you want the next transactitimbe
live, click on the box to remove the [X].

#" Receiver Information

Cumpan\;lACME BABY CARE COMPARNY j
John Smith
o
Primary (ACH) Receiver Data | Secondary Receiver Data Accounts | Application Setup | Browse
Bank Accounts Browse
Grid is not editable
Account Description Routing Mumber jJAccount Mumber Account Tepe |
Checking Account 031408737 noooooot Checking
Mary's Checking Account 091900164 11111 Checking

ACH for the PC, Receiver Bank Accounts Browse Scree n

Browse: This will allow you to see or browse all of ydreceivers on one screen. You are not able to edit
any of the fields in the Browse Screen.
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Application Setup: (Required)

Here is where you will assign your receivers ta#ipular Application and assign a Primary Accotmnt
that Application. You may also designate the Sjfitounts either fixed or by percentage on this stree

=" Receiver Information

Cnmpan\,rlACME BARY CARE COMPARNY j
Kim Anderson
002
Primary (ACH) Receiver Data | Secondary Receiver Data Accounts Application Setup | Browse
Application | PAYROLL =
PrimawAccnunt|44444 j
Secondary Arcounts
Bank Mame Routing Mumber |Accoant Mumber JAccount Tyvpe Amount|Fixed § [~
State Bank 091214847 f54555 Savings §250.00 (W
State Bank 091214847 499499 Savings 10.00%
-

ACH for the PC, Receiver Application Setup Screen

Note: The receiver you are currently working on will alyg be listed (in blue if you have
a color monitor) by name and ID Number above thm&twy (ACH) Receiver Data Tab in
the top left hand corner of the Receiver Informmasiareen regardless of what tab you are
in.

Company: First choose the company you wish to work withu¥dll do this by using the drop down box
provided and selecting one of the companies lidtede company you wish to work on is alreadydit
continue to the next step.

Application: This is a required field and must contain onenefaptions provided in the drop down box.
This field selects an Application to assign the édear’'s Primary and Secondary accounts too. You are
able to attach a Receiver to more than one Appdicaimply by repeating the process and selecting a
different Application and assigning its Primary/8edary Accounts.

Primary Account: This is a selection field and contains a list\idikable Accounts. This field refers to
the Primary Account you would like the transactioriake place for the associated Application. If yo
have setup more than one account for a Receivemilbsee the remaining accounts listed in the gri
below called Secondary Accounts.

Secondary Accountslf you wish to create Split Transactions (cregmultiple transactions from one
transaction) you define your splits here.

13



Fixed Amount Splits: For each additional account you wish to transachffor a specific Application,
and you know the specific (fixed) amount, simply the desired amount in the amount field locateth@n
grid provided, then check the box in the Fixedefdfi For example, if you are setting up a payroll
Application and a Receiver wishes $100.00 to ga $econdary account (savings account), put $106.00
the amount field and mark the box in the Fixede®ifi This will put $100.00 in the receivers’ sasng
account and the remainder in the receivers Prihacpunt.

Amount Split by Percentage:For each additional account you wish to trangachffor a specific
Application, simply put the desired percentagenim Amount field located in the grid provided anave
the check box blank in the Fixed $ field. For ex&nif you are setting up a payroll Application aad
Receiver wishes 50% (fifty percent) to go to a sel@wy account (savings account), put 50 (leavéheff
percent sign) in the amount field and leave thekh®x blank in the Fixed $ field. This will put B0of
the total amount in the receivers’ savings accamdtthe remainder in the receivers Primary Account.

Note: If the total amount of the Secondary Accounts edlsghe total amount of the entire
transaction, ACH for the PC will first attempt teeate as many of the Secondary Account
transactions as it can and place the remaining atrioto the Primary Account. Fixed and
Percentage may be used together in a transacti@nP&rcentage accounts are always
calculated before Fixed amount accounts.

Caution: If the Primary Account is prenoted, the Receivérmot get the entire
transaction amount.

Browse: This will allow you to see or browse all your Re@rs on one screen. You are not able to edit
any of the fields in the Browse Screen.

#" Receiver Information

CnmpanylACME BABY CARE COMPANY j
John Smith
001
Erimary (ACH) Receiver Diata | Secondary Receiver Data Accounts | Application Setup | Browze
Bank Accounts Browse
Grid is not editable
Accaunt Description Rauting Mumber |Account Murmber Account Type [~
Checking Account 081809737 ooooooo Checking
Man's Checking Account 091900164 11111 Checking

ACH for the PC, Company Batch Maintenance Screen
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Batch Entry

Now that you have completed the Originator, Compamy Receiver Maintenance portion of the program,
it is now time to set up your Batches. Here youadtaching the Company and a Receiver, or a grbup o
Receivers, to a specific Application. For examlgpu wish to create a Direct Deposit batch, yalh w
need to go to the Input option on the Main Menu elmabse Batch Entry, your Company Batch
Maintenance screen will appear.

The Company Batch Maintenance screen consistses tabs, Batch, Entries and Browse. Selecting the
Batch tab allows you to choose the Batch you waslvdrk on. The Entries tab consists of all the Rexrs
(detail records) for the current batch. The broalgavs you to see all Batches for a particular Canyp

First, choose the company you wish to work on Igyctimg one of the options in the Company drop down
list at the top of the screen. Next, choose thelBth. To create a new batch, select the Newiittme
tool bar and choose an Application from the avédldist of options provided.

Batch Tab: (Required)

= Company Batch Maintenance E”El

Cnmpan\;i Weh Dermo

Batch | Entries Browse

Application :.__r:Ja_&._frDII (_F_'F'D_)_
Campany Entry Descriptiaon ::payrull
Company Discretionary Data iF‘avraII
Effective Entry Date DSH 5I2IZID?
Descriptive Date Il avoznr
Account 2 _v:;
Recipient Tranzaction Type :Depnsit (cradity

Offsetting Entry Discretionary Data
Balanced Batch Completed and Active

Surmmary.. ][gmbamhange...][ MUIt-Add...

ACH for the PC, Company Batch Maintenance Screen
Application: This field contains the name of the ApplicatioistBatch is associated with. It is taken from

the Company Maintenance information you filled neyiously. Here you can Add an Application or edit
an existing Application (Batch).
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Company Entry Description: This field is automatically filled in and takerofin the Company
Maintenance information you filled in previously.

Company Discretionary Data: This field is automatically filled in and takeroin the Company
Maintenance information you filled in previously.

Effective Entry Date: This is the date you wish the transactions tancEthis date can not be today’s
date or a date earlier than today. For creditst pank may send files to the federal reserve eitheror
two banking days prior to the effective date. Febits, your bank may only send your files one bagki
day prior to the effective date. Keep in mind, werads and Federal Reserve holidays are not banking
days.

Note: You may send files to your bank as early as youlavbke, as long as your file is to
them no later than one day prior to the EffectiaeDof the Batch.You may need to talk to
your bank with respect to timing issues they mayeha
Descriptive Date This field is not a required field and is usedyour reference only.
Account: This field is automatically filled in and takerofn the Company Maintenance information you
filled in previously. This refers to the accounuywant the offset record created from for the auirre
Application.

Recipient Transaction Type This field is automatically filled in and takerof the Company
Maintenance information you filled in previously.

Completed and Active This field will be checked when you wish to writee Batch to a file. If it is not
checked, it will not show up as an available batctvrite.

Note: Make sure all your entries for a specific bata arcurate prior to checking this
box. You can do this by getting a summary of thielna
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Available Buttons on the Company Batch Maintenance Batch tab:

Summary: When you execute the Summary option, a form wiiear named Totals.

If you choose Summary, you will receive a summaidzeof what is contained in the batch. If you cb@o
Detail, you will receive a detailed descriptionvdiat is contained in the batch. These reportsfinsh
show to the screen and give you the option to piietn out to a printer.

ACH FOR THE PC SUMMARY
eacsom? s raly
e
Compny Copry st rmgome  oateoupin_ obrctonayvn

TestCo 06220305 o 03122007 Paral Payroll

Resipient Nene Respiert D Raing o socunt No, socmunt Type amaunt
Dee Jane [ =) Saings. $15W00CR
Fif, Barney 0214847 saBz2sET Saings. BIVOOR
mith, Mary 1111118 12854852 Checking 270K
Test 0520395 081214847 1238548 Savings. $5,700.0008
Do, dchn aBrgE om214847 123 Checking 1 5WO0CR

Batch Total Debits: 1970000
Batch Total Credits: $9,700.00
Batch Total Entries: 5
Batch Addenda Entries: 0

Total Debits: $9,700.00
Total Credits: $9,700.00
Total Entries: 5

Addenda Entries: 0

ACH for the PC, Summary Screen

Global Changes:When you execute this option, a form will appeamed Global Entry Changes. Here
you can make global changes to a specific batathbgsing one of the options and clicking [OK].

= Global Entry Changes

Action
&) Prenote All
O Update Al

O Live

Mo Update All
) Fero Armounts
) Remaove All Addenda
) Delete Offset Entries

ACH for the PC, Global Entry Changes Screen

Prenote All:Changes all entries to Prenotes.

Update All: Changes all entries to Updated Records.

No Prenote All:Changes all entries to Live transactions.

No Update All:Changes all entries to Not Updated Records.

Zero AmountsChanges all entries to contain Zero Dollar Amounts

Remove All AddendaRemoves all Addenda Records within the selectedrBa
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Multi-Add: When you execute this option, a formhaippear named Add/Remove Multiple
Entries. This is a quick way to add and removeiento a batch.

i Add/Remove Multiple Entries
Excluded From Batch Included In Batch
003 Henry Walters: = 001 Johin Smith =
. Joo4 Lori &nderson 002 Him Anderzon
- | 005 Frank Melzon
- - |
| _<|
<< |
Close Cancel |

ACH for the PC, Add/Remove Multiple Entries Screen

Once you have chosen a Batch, you will need tooadlit your entries. First you will need to actevéhe
Recipient Amount Entry tab by clicking on the t¥lmu should see a green box appear. You are now able
to add or edit your Entries. To Add, you have tyatians, one is to choose Multi-Add, this gives yba
ability to add multiple Entries (Receivers) quickkou may also add by clicking on the New iconhie t

tool bar, a blank record will appear, simply clak the drop down menu next to Recipient ID and skoo
your Recipient. The remaining fields will be filléd automatically, then Save the record.
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Batch Entries Tab: (Required)

= Company Batch Maintenance Hi=lE3
CDmpanylACME BABY CARE COMPARY j
Batch | Entries | | Browse
All Entries
Recipient Amount Entry | Browse

Apnplication Mame  PAYROLL {PPD)
Batch Description  PAYROLL
Discretionary Data  Direct Deposit

Recipient ID| 001 ]

Recipient's NameI.JDhn Smith

Primary Account Routing Numberl 081609737

Frimary Account Numberl ooooooo

Amount| §876.78 Addenda... |

Updated Entry W | 0141811939 Split Transaction

Offset
Prenoted Account ™ —

summary... QIDbaIChange...l Multi-Add... | Entry Filter... Splitﬂmnunts...l

ACH for the PC, Company Batch Maintenance Entries T  ab Screen

To edit an existing record, go to the record yoshatb edit, choose the desired field to edit, make
changes, then save.

Recipient ID: This is the ID Number as entered for this recipia Receiver Maintenance.
Recipient's Name:This is the Recipient’s name as entered in Recéilantenance.

Primary Account Routing Number: This is the banks routing number where the rectpidPrimary
account is located as entered in Receiver Maintanan

Primary Account Number: This is the recipient’s Primary account as entémd®eceiver Maintenance

Amount: This is the desired amount of this transactiara payroll application, this would be the amount
of the employee’s direct deposit.

Update Entry: This is used to mark specific records for use eRifiter option. It also dates the last time
you updated the record.

Prenoted Account: This will allow you to send the transaction as enmte and not a live transaction.
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Available Buttons on the Company Batch Maintenance Entries Tab:

Summary: When you execute the Summary option, a box witlesgp named Totals. If you choose
Summary, you will receive a summarization of wisatdntained in the batch. If you choose Detalil, you
will receive a detailed description of what is @ned in the batch. These reports will first shovthie
screen and give you the option to print them owt pinter.

Global Changes:When you execute this option, a box will appeanea Global Entry Changes. Here
you can make global changes to a specific batathbgsing one of the options and clinking on [OK].

Prenote All:Changes all entries to Prenotes.

Update All: Changes all entries to Updated Records.

No Prenote All:Changes all entries to Live transactions.

No Update All:Changes all entries to Not Updated Records.
Zero Amounts: Changes all entries to contain Zewtidd Amounts.

Multi-Add:  When you execute this option, a box will appesamad Add/Remove Multiple Entries. This
is a quick way to add and remove entries to a batch

Entry Filter : This will allow you to select a detail or a groofpdetail records you wish to work with in
your current batch. When you execute this optiosmall window similar to the one immediately below
will appear.

= Fntry Filter M= E3

" All Entties

& IUpdated Entries

" MNon-Updated Entries

" Live Entries

" Live Updated Entries

" Live Mon-Updated Entries

" Prenate Entries

" Updated Prencte Entries

" MNon-Updated Prenate Entries

cancel |

ACH for the PC, Entry Filter Screen

You may choose to work with all of the detail reg®wvithin your current batch or a subset of those
records. For instance, if you select Updated esjtead Apply, the next time you execute the Add,
Browse, Previous, or Next options, only the recavtisse status is updated will appear. The redief t
records will be filtered out. This filter will rermain effect until you change it with the Filtertag of one
of the various screens.

When in the Browse screen under Recipient AmoutyBou are able to edit the cash amount by
selecting the record and make your changes inrttoaiat field. This will automatically update the oed.
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You are also able to change the Update statusléstisgy or un-selecting the check box in the Update
column (having it marked indicates an updated @cor

Split Amounts: This allows you to see how your current recorslit among multiple accounts as set-up
in your Receiver Maintenance. You are not ablediothis screen; it is only used for information

purposes. If you need to edit any of the amourts,will need to go to Receiver Maintenance andctele
the record you wish to edit, make your changessané the record.

Split Trangzaction Amounts |

o001

John Smith

Account Description Routing Mumber (Account number Amnuntl;
Mary's Checking Account 091900164 11111 F312.50
M Checking Account 081509737 Qoooooo F937.50

ACH for the PC, Split Transaction Amounts Screen

OFFSET: The offset button allows the user to create a iiffeoffset than the company’s. This is used if
the company is posting to different accounts. Raneple of this would be loan payments, where each
receiver is paying a different loan account numbdris file will contain multiple debits and credits.

= Offset Maintenance =10 =]
Recipient D |
Recipient's Marme I [Enter the offset recipient’s ID]~
Routing Numherl
Account Number | Close |
Account Type I 'l — |
Amuuml $0.00 —
Discretionary Data I Add

ACH for the PC, “Offset Maintenance” Screen

Once you have completed your data entry, you nowwmiie an ACH file. Your Batch data will remain as
a reoccurring Batch until you change or delet jtou need to add a Receiver (employee) to youe®i
Deposit Batch/Application, you will need to go baokReceiver Maintenance, add the new receiver then
go to Batch Entry and add the receiver to the gpate batch. Dollar amounts can be easily chamyed
the Browse Screen of the Entries tab or on the Raitipient Amount Entry Screen.
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Writing an ACH File

To Write an ACH file, at the main menu of ACH ftwetPC, select File, then select the Write ACH File
option.

ACH for the PC, Write ACH File Screen

Here, only the batches marked Completed and Activihe Batch Entry Screen will show up as an option
Select (highlight) the Batch(s) you wish to writedaselect the \ite button to continue. The Save ACH
File As Screen will appear. Here you can definedibgtination and the file name you wish to use.ajtxd
Date refers to the desired Transmission Date ofildnéo write.

ACH for the PC, Save ACH File As Screen

Note: ACH for the PC will name your file automaticallggiring no duplicate file names.
For example, if the file name BSDA0901.01the first 3 characters (CSD) come from the
Personal Identification Number (PIN) assigned dsred in the Originator Maintenance,
the 4" character (A) comes from the first available Lefgjé ID Modifier as entered in the
Originator Maintenance, the next 4 characters (p@6tnes from Date
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as entered in the Write ACH File screen and theresion (.01) is the Year the file is
written.

If you write more than one file in a day, the Leg#dé ID Modifier will sequentially
increase as defined in the Originator Maintenaceesn. For example, if you entered A to
Z, your first file would contain Legal File ID Mdiier A, your second file would contain
Legal File ID Modifier B and so on.

Once you have defined your destination and verifiedfile name, execute thev@a
option and ACH for the PC will write your ACH file.

Available Buttons on the Write ACH File Screen:

Entry Filter: Allows you to select the group of receiver (déteglcords within the current batch you wish
to write.

Summary: Allows you to view a batch of detail records priomwriting them. By selecting Summary you
will only view the total credits and debits andalatumber of transactions, by selecting Detail wilisee

a complete report of all the information by recoreéu may also select to send it to your screerend st

to a printer.

Send File:By executing the Send File option, this will cgll your communications program and or script
file used to send your file to your bank via the@pé line. This will only work if you have set it up
correctly under Tools| Communication Settings.

Close: This will close the form.
File Output Types:

DOS Bind Format: If your financial institution that you are sendifilgs to is using the
DOS version of ACH for the PC, create your filegigghis format. This file is an
encrypted ACH file which only the DOS version of AGor the PC can read.

Windows Bind Format: If your financial institution that you are sendifilgs to is using
the Windows version of ACH for the PC, create yiiles using this format. This file is an
encrypted ACH file which only the Windows versiohACH for the PC can read.

ASCII: When you select this format, ACH for the PC wiktate a non-encrypted ACH
File (ASCII file) that consists of a 94 characieelfile containing carriage return/line
feed characters at the end of each line. Thisayiée is used mostly in a PC
environment.

Streaming: When you select this format, ACH for the PC wittate a non-encrypted

ACH File that consists of one long string and d&esmtain carriage return/line feed
characters. This type of file is used mostly inmfii@me system environment.
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END OF DAY PROCESSING

After all files have been written for the day, EBfiDay Processing must be done. End of day proagss
moves the written files to history (See AppendiXhe written files that are moved to history caedde
accessed and viewed. To get to end of day proggsstlect process, then select end of day progessi
Highlight file(s) to be moved into history and clseahe move to history command located at the iotto
of the screen. End of day is done to ensuredahfites have been written for the day.

ACH for the PC, End of Day Processing screen

Available Buttons:
Delete File: Highlighted file will be deleted.
Delete Batch: Highlighted batch will be deleted.

Move to History: Highlighted files will be moved tostory.
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ACH for the PC for Windows
Installation and System Recommendations

Setup and Installation

The following are the recommendations and insiatieprocedures foACH for the PC for
Windows If you have any problems or questions duringitiséallation, or have any questions specific to
the software itself, please call us at 800 779-0183

System Recommendations

100% IBM Compatible running Windows 98,NT,2000,MP X ista

Recommended: Pentium 133 + Minimum: 486/66

Recommended: 64MB RAM Minimum: 32MB RAM

Disk Space: 15MB (this will increase as your dataeéases)
Monitor

15" Monitor set to 800/600 Resolution with 2MB (g mem)

Installation Procedures

CD-ROM Installation:

Click on Start

Choose Run

Place CD-ROM in you're D Drive (or approprialdve)
Type: DNACHForPC\SETUP [Enter]

Follow the instructions given on the screen.

agrwnE

Once you have completed the installation, if yowlddike to make an icon on your desktop, simplyt@o
your desktop and click on your right mouse buttoamn empty area. A menu box will appear, select New
and select Shortcut a Create Shortcut box will appgour Command Line should read
[C:\Barrington\ACHforPC\Achforpc.exe ] and seleligit]. Select a Title for the Program [ACH for the
PC] and select [Finish]. Now you are ready to u€H#or the PC.

A-1



HISTORY

History Report:

History report is a query that will enable the useview files that were placed in history. To tehistory
reports select process. Then select history, sk#ett history report. To select files to be \@ewselect
the appropriate parameters. ACH for the PC wily@earch within the parameters set. To view all
records, simply select the run query button locatettie bottom of the screen.

ACH for the PC, History Report screen

Available Queries
Company ID: Search query will look only for customers withathD.
Effective Date Range Date range for a query to be searched.
Amount Range: Amount range for a query to be searched.
Recipients Routing Number Search only on specific routing numbers.

Recipients Account Search only on a specific account number (Routiingber must be
filled in to make this query work).

Recipients ID: Search query will look for a specific ID.

Recipients Name Search for a specific name.
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History Maintenance:
History maintenance will allow for the user to viéiles that have been placed in history. To getistory
maintenance, select process, then select histag,delect history maintenance. Select file teiewed

and the batches within the file will appear onftiigbt side of the screen. Files can also be debleten
History Maintenance using the delete file or delatch.

ACH for the PC, History Maintenance screen
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File Import:

This option allows you to import data into ACH thie PC from comma delimitetiSCll files, tab
delimitedASCII files, fixed lengthASCII files, or ACH Files (Single and Multi batch) writtdrom other
applications. This will prevent you from havingrtmnually enter in your data resulting in less dguty
errors and allowing you to create your files innagly manner.

To know if you are able to take advantage of tpisom, you must first find out a few things aboog t
application you wish to import from. Please chduk following:

Can your current application export data?
If so, what type of files can it export?
Are you able to specify the fields you wish to est3

Once you have determined these factors, you wilkif you are able to utilize this option.

ACH for the PC, Import Screen
Prior to importing records into ACH for the PC, ymst first make sure the application is set-upoiar

Company Maintenance and Add the Batch in the Batdhy screen. Once you have done this, you will be
able to import data into that batch.
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Import File Type: This refers to the type of file you wish to import

Comma-Delimited: This is a file which uses commas and double quedteld separators. For example;

if you were to import the following fields, Tran @e, Routing Number, Account Number, Dollar Amount

ID Number, and Name (Last Name, First Name), itheeihay look something like this:
22,091214847,000555000,1,500,80001,Doe, John

If a comma is meant to be a comma and not a fegbdusator, use double quotes to separate the field s
as in the name and/or dollar amount fields

Note: The required fields needed to Update recordsharédD Number field - to match up
the appropriate record, and Dollar Amount fielddéplace the existing amount The fields
may be arranged differently than shown above yearsted the same way.

Tab-Delimited: This is a file which uses Tabs as field separatéwss example; if you were to import the
following fields, Tran Code, Routing Number, Accotvumber, Dollar Amount ID Number, and Name
(Last Name, First Name), a tab would separate felch

Fixed Length: This is a file that defines a field by the lengftthat field, for example, lets assume the
fields are in the following order, Tran Code, RagtNumber, Account Number, Dollar Amount, ID
Number, and Name (Last Name, First Name), thedingdd look like this:

220912148470005550001500.5000001Doe, John

Tran Code Field 1 Characters 1- 2
Routing Number Field 2 Characters 3-11
Account Number Field 3 Characters 12 - 20
Dollar Amount Field 4 Characters 21 - 27
ID Number Field 5 Characters 28 - 32
Name Field 6 Characters 33 - 48

Note: The fields may be arranged differently than shalave. The maximum field
lengths (number of characters) allowed are asvislland are identified in the
documentation as well as in the Definitions section

Maximum Field Lengths:

Tran Code
Routing Number
Account Number
Dollar Amount

ID Number

Name
Discretionary Data

Maximum Length
Maximum Length
Maximum Length
Maximum Length
Maximum Length
Maximum Length
Maximum Length
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2 Characters
9 Characters
17 Characters
10 Characters
15 Characters
22 Characters
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Single Batch ACH File: If you wish to import a file already in the Standi&NACHA (ACH) format, and
the file contains only one batch, choose this optmimport the file. ACH for the PC will importéhdata
into the Company and Batch you have selected.

Multi-Batch ACH File: If you wish to import a file already in the Stand NACHA (ACH) format, and
the file contains more than one batch, chooseoiti®n to import the file. ACH for the PC will usiee
Company ID Number and Company Entry Descriptiothabatch header record from the file you are
importing, to match the appropriate batch to impaort

Note: If ACH for the PC can’t match one or more of tladhes in the import file, it will
not import that batch and will note the failed impaon the Import Report. To import these
records successfully, you will need to go into A@iHthe PC and create the
corresponding Company and Batch information andnrgour import.

Update Entries: When selecting Update Entries, the system willdrhpnd update the desired fields into
the designated batch and leave the remaining feddhey were. The status of the records which have
been updated will then be set as Updated recdrtterk are entries in the batch that have not been
updated, the status will remain as it was prich®import.

Note: If you choose to write All Records as set by tiiteF, you would then be writing
your Updated as well as your Not Updated recordakevbsure you set your filter and
verify through the Summary option of what you doew to write. You may be writing
records you don't wish to.

Replace Entries:When you select Replace Entries, you will remdlexasting entries in the designated
batch and replace them with the entries from theoitfile. This works well as you won’t need to
maintain the database in ACH for the PC. Your sgstdich creates the import file will maintain your
database thus the risk of including entries youtdmish to send is greatly reduced. However, thetamn
which creates the import file must contain and ekge following fields:

Tran Code
Routing Number
Account Number
Dollar Amount
ID Number
Name

Unfortunately, most systems don’t contain the T€ae, Routing Number and Account Number fields,
they do however contain the Dollar Amount, ID Numbaed Name Fields. In this case, you will need to
manually key in the other information (Tran CodeuBng Number and Account Number) and create your
database (batch). Then when importing recordstiisobatchyou must use Updateand not Replace

Company: Here you will select the Company you wish to impaur records into by using the drop down
list provided.

Batch: Here you will select the Batch you wish to impgotir records into by using the drop down list
provided.

Note: If there are no Companies or Batches availablaendrop down lists provided, you

have not completed you data entry in Company Maariee and or Batch Entry prior to
importing records.

C-3



Included Fields: This is where the user defines the fields and fmasition within the file ACH for the PC
will import form.

Available Buttons on the Import Screen:

Import: Once you are satisfied with your data, execute hrjpdbegin the proces8.CH for the PC will
provide you with a report of total items succedgfiumhported along with a more detailed list of iteimot
successfully imported.

Close: This will simply close the form.

Save Template:Once you have entered in your data and this wilk beoccurring process, to eliminate
the need to enter the information in the next tisimply select Save Template and a form will appear
asking you to name the Template thus saving tterimdtion for the next time you wish to import this
same file.

Select Template:lf you have created templates in the past, bywiagthe Select Template a drop down
list appears with the available templates. Selezbine you wish to use and your information will
automatically appear. All you should need to deeisfy the information, specifically the Import Eil

Name and execute Import.
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Import Data Routine

If you are currently using the DOS version of AGH the PC, and wish to transfer your data into the
Windows version without re-entering all the infotioa, please do the following;

Exporting Records from the DOS version of
ACH for the PC

Prior to importing data into ACH for the PC for Vdiows you will need to export the data from your
current DOS version. To do this, at the Main Mehthe DOS version of ACH for the PC, select Import,
select Export, a screen such as the one belovappiéar. Enter the destination and name of thgdile
wish to create in the Export File: field. For exdeap

Export file: C\ACH\ACHXPORT.DAT

Following the example above, this will create a tihlled ACHXPORT.DAT and place it in your ACH
directory on your C: drive (you may chose to wiit® any drive).

ACH for the PC (DOS version) Import Screen.

Once you have entered the destination and file name, hit [Enter]. You will now be asked if you
wish to Attach batch-record data to detail records? Choose N (NO). You will then be asked if you
want to Attach addenda records to detail records? if you have addenda records, choose Y
(YES), if not, choose N (NO). It will now create your export file.
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Addenda and Standard Entry Class Options

ACH for the PC comes standard with the Free Formehda option. All other available options are
available for an additional fee. The following aescriptions of the available options.

Free Form Addenda:

The Free Form Addenda allows you to attach to aildetcord, information which may pertain to that
specific detail record such as invoice numbersisr @ not such as Happy Birthday. This may showrup
the receivers’ monthly statement along with the @any Name, Company Entry Description, Date, and
Dollar Amount. This record is considered anothansaction by the Federal Reserve and will be cldarge
accordingly.

ACH for the PC, Free Form Addenda Screen

TXP Format (Extra Cost Option):

The TXP format is used for payment of your Fed&e Liabilities also referred to as EFTPS (Eleciton
Funds Transfer Payment System). If you wish to npegegnents or are required to file electronicaltyyy
may use ACH for the PC with the TXP Formatter Optio create the files required by the Federal
Government. You do have the option to use the Foem Addenda in which case you will format your
own addenda in the required format, however, bygidie TXP formatter, it takes the guess work ot a
eliminates possible errors in trying to formatauyself.

You may also use the TXP Formatter to pay certéteSand Local taxes assuming the tax authority
accepts the standard NACHA TXP Format.

To be able to use the TXP Formatter, you must pavehased the option. If you have, you will need to

first create a CCD (Standard Entry Class) Applarain your Company Information screen. Fill in tiest
of the information as desired. Then add a recoir Receiver Information screen (referring
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to the taxing authority you wish to pay) with thpeopriate information provided by the taxing auityo
Finally, add the batch in Batch Entry and add #word in Entries.

Once you have completed the usual set up, youave@ady to create your entry. On the Entry tab you
will find the button Addenda, selecting it will bg up the Addenda Screen. Select TXP (Federal) fhem
drop down list provided. The following screen veippear:

ACH for the PC, Addenda, TXP Formatter Screen
Taxpayer Identification: This field contains you federal tax ID number aodtains 9 digits.

Tax Type Code:This field contains the 5-digit conversion numbsed for your tax type on the TXP
addenda record. It is required by the IRS (andtateSand Local taxing authorities) in order to psxyou
payment correctly. The last two digits indicate tyy@e of tax you are reporting under the tax number
example: If you are reporting a 940 Federal Taxd3épthe conversion code is 09405. If you are
reporting a 940 Payment Due on a Return or an IB®&| the conversion code is 09407. A more
common 941 payment would require a conversion cd@&105. For additional information regarding
conversion codes, contact your Financial Institutio the Taxing Authority you are paying.

Tax Period End Date This field contains the tax period ending of tIR& Return for which the liability
is being paid in. Use only 01" for the day of thentih. For example: If you are paying 941 tax liiei,
you will use one of 4 dates which will refer to tygpropriate quarter liability is being paid. Us#01/98
for the first quarter, 06/01/98 for the second trrai09/01/98 for the third quarter and 12/01/98tle
fourth quarter. Other tax types, either FederalieSor Local may require something different, pteas
contact the Taxing Authority for their requirements

Amount Type: There are three sub categories which can beinse@XP Addenda Record. In a 941 Tax
Payment an Amount Type of 1" refers to the FICAiIlity, Amount Type 2" refers to the Medicare
Liability and Amount Type 3" refers to the Fedafdthholding liability. You will enter the correspding
amount in the field to the right of the Amount Ty@her tax types are either Federal, State or ILayoé
may require something different. Please contacidxing Authority for their requirements.
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Tax Payer Verification: This field refers to some type of verification iath the taxing authority either
requests or requires you to use. In a 941 tax pagrties field is not used.

Total: This field contains the total amount of the taxem paid in this addenda record. ACH for the PC
will use this amount and update the amount in thead detail record corresponding to this addenda
record. If you edit the amount field in the Entrieasb or the Browse screen, ACH for the PC will wgon
when the amounts don’t match.

Note: If from the Addenda drop down list you chose TARv¢ Amount) the first two sub
categories will act the same way and the thirdeatbgory will be a total of the first two.
Here, the total amount paid will be within the adtaddenda record as well as in the
associated detail record sent. For example: Irstage of California, when paying state
income taxes, they require the total amount ofdagment to be included in the addenda
record. Other tax types are Federal, State orllmag require something different, please
contact the Taxing Authority for their requirements

RCK Format (Extra Cost Option):

This Standard Entry Class refers to RepresentediCBetry. This is used when a commercial customer
receives an NSF paper check. You now can représese items electronically up to two times.

You will need to go through the setup procedureggimr Company Information screen, setup the
Application however, here you don't have to setapryRecipients you may go directly to Batch Entry,
add your RCK batch and start entering your data.R&K record contains no Addenda record. You will
enter your data by going to the Entries Tab anectialg New. The following screen will appear.

ACH for the PC, Free Form Addenda Screen



ENR Format (for Financial Institution use Only):

To create ENR Addenda record(s), you first neesktaip your Company, Company Account and
Company Application information in the Company Maimance menu. Then go to Receiver Maintenance
and set up your Receiver Information. Go to CrggilNR Records in the Appendix (E-1) for more
detailed instructions.

ACH for the PC, ENR Addenda Screen



TRC Format (Financial Institution Only):
To set up a TRC transaction, you need to set wgiahkin the company maintenance. Your entrieshill

added in batch entry. At the entries tab in batatny, click the new record button. The followwwindow
will appear.

ACH for the PC, TRC Entries screen
Check Serial Number This is an optional field that you would entee thumber of the check as it appears
on the actual check.
Item Research Number:Enter the MICR locator number for check item reskear
Routing Number of Check: Enter routing number as it appears on check.
Account Number of Check:Enter account number of customer that appearsandbcheck.
Face Amount of Check:Enter the amount of check.

Process Control Field:Enter transaction code.



WEB (Internet-Initiated Entry) :

Web transactions occur when a transaction has torer the internet. Web transactions will hiave
entries. The WEB transaction will be a debit ameld¢redit will be a PPD entry class. CreatingWieB
batch is like creating any other batch, but ajafir entries are entered in Batch Entry When angai

WEB entry, select the batch in batch entry, théecs¢he entries tab. At the entries tab clickniegv
record button. This will activate the followingwadow.

ACH for the PC, WEB Entry screen
Recipient ID: This a number given to the receiver to identifysoer.
Recipients name:Name of the person transaction will be occuringuigh
Routing number: Routing number of the bank that holds the recigi®ank account.
Account number: Account number of the recipient of the transaction.

Account Type: Type of account that the recipient is using forttiamsaction. Use drop down menu to
choose type.

Amount; Amount of transaction.

Payment Type Code:Code will either be a R or an S. The R code isdourring and the S is for single
entry.
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TEL (Telephone Initiated Entry) .

TEL transactions occur when a transaction has oeduwver a telephone. TEL transactions will have t
entries. The TEL transaction will be a debit ame ¢redit will be a PPD entry class. CreatingThe
batch is like creating any other batch, but ajatfir entries are entered in Batch Entry When angai
TEL entry, select the batch in batch entry, thdactehe entries tab. At the entries tab clicktiegv
record button. This will activate the followingwadow.

ACH for the PC, TEL Entry screen

Recipient ID: This field refers to the check number of the peilisitiating the WEB transaction.
Recipients Name:This field refers to the name of the person iriitiathe WEB transaction.
Routing Number: This field is the banks routing number of the WEBne.

Account Number: This field is the account number of the personatiiig the WEB transaction.
Account Type: Drop down menu describing what kind of accountaemb used.

Amount: This is the amount of the WEB transaction.
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POP (Point of Purchase)

The POP entry is a debit entry initiated by an idetsource such as a merchant or vendor to pay for
services or merchandise. The person will get lieek back. The check provides information for the
electronic transfer. The credit entry will be alT@ the company with a debit entry to the custonies
create a POP batch, select Input, then select Qoyridaintenance. Go to the Applications tab anctere
your batch. After the batch is created, selectiinihen select Batch Entry. Activate your batokeoby
pressing the “Add a New Record” button. SelectBhéies tab and press the Add a New Record button,
the following window will appear.

ACH for the PC, "POP Entry" screen

Check Serial Number Check number of the check being used to iniftd@d entry.
Name of the Check Writer. Name of the check writer of the POP entry.
Routing Number of Check: Routing number of the check writers bank.
Account Number of Check: Account number at the check writers’ bank.

Face Amount on Check Amount of POP entry to be debited.

Fee: Amount of fee to be collected for using POP.

Terminal City and State: 6 digit field; first 4 are city identifier an@st 2 are state designator. All six
field spaces are required.

Please note that POP and ARC entries are limited t$25,000 per NACHA guidelines and you will
receive a warning if you try to create a file ovethat amount.



ARC (Accounts Receivable Check)

To set up an ARC transaction, you need to sethggeh in the company maintenance. Your entriels wil
be added in batch entry. At the entries tab ictbantry, click the new record button. The follogi
window will appear.

ACH for the PC, ARC Entries screen

Check Serial Number: Enter the check number for ARC check.

Name of the Check Writer: Enter the name of the writer of the check.

Routing Number of Check: Enter the routing number that appears on the chveitdrs’ check.
Account Number on Check:Enter the account number that appears on the check.

Face Amount of Check:Enter the amount of the check appearing on thekchec

Please note that POP and ARC entries are limited t$25,000 per NACHA guidelines and you will
receive a warning if you try to create a file ovethat amount.
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Automated Enrollment for
Social Security Benefits:

Creating an ENR record

In order to create an ENR Addenda Record(s), ydiuneed to prepare your Company Maintenance,
Receiver Maintenance and Add it in Batch Entry. Blakire you have done this prior to trying to create
ENR Addenda Record. There are only potential 4 Receyou may setup for ENR, Representative Payee
for a Social Security Beneficiary, and Single PaSeeial Security Beneficiary use the same detail
information, SSI Beneficiary (Supplemental Seculrityome) and RRB Beneficiary (Railroad Retirement
Board) each will use their own detail informati@ach Receiver can have multiple addenda recor@s on
given day. The following is what you will need to tb prepare ACH for the PC for creating your ENR

file.

Company Maintenance:

ACH for the PC, Company Information Screen
(For ENR Entries)

Company's Assigned ID This is used as a reference field to searclsingh as your Fed Tax ID Number.
This is not a required field and may contain ufp@ccharacters.

Company's Name: This field contains the name of your financiatitution. This is a required field and
contains up to 40 characters. Because the comgang field in an actual ACH an file is only 16
characters (this being the Company’s Short Namé)yanr company's full name may exceed that, this
field provides for your complete company name @orts or other items available.

Company's Short Name: This field contains the name of your financiatitution and will be used in
your ACH file. This is a required field and contsimp to 16 characters.

Maximum Dollar Amount: This is an optional field which contains up ta®@merals. For the purpose of
ENR, this field will be left blank.



ACH ID Type: This field contains a pull down menu giving y@wptions, either an IRS Employer
Identification Number, a Data Universal Numberingt®m Number, or a User Assigned Number.
Generally you will choose the Employer IdentificatiNumber. This is a required field and must be afne
the three options in the pull down menu.

Company's ACH ID: This is a required field and contains the actuahiber of the "ACH ID Type". If

you chose Employer Identification Number you wotlidn type in the actual tax ID number (no dashes).
Otherwise, this field must contain 9 letters andvomerals.

Company Information, Accounts Tab:

For the Purpose of ENR, this information is notdjssther create a Dummy account (a non existing
account) or use an available existing account. Bsx¢here will be no offset, whatever account yaad,
ACH for the PC will not use it for anything.

ACH for the PC, Accounts Screen



Company Information, Applications Tab:

For the purpose of ENR, fill in the information this screen as stated below.

ACH for the PC, Applications Screen

Company Discretionary Data: This field is an optional field and may containto20 characters. It
contains any information that may be useful to yimancial institution describing the purpose o th
current Application and will be used solely by ydimancial institution.

Company Entry Description: This field is a required field and may containtafd.0 characters. For the
purpose of ENR, the required information is in tieéd should read, AUTOENROLL. ACH for the PC
will automatically fill in this information once yohave chosen the Standard Entry Class ENR asreelqui

Standard Entry Class: This is a required field and must contain AutordéEarollment ENR.

Bank Account: This is a required field and must contain onehefavailable options from the pull down
menu provided. Select the Bank Account you cretiieBNR. Again, for the purpose of ENR, this
information will not be used.

Recipient Transaction Type:This is a required field and must contain onehefavailable options in the
drop down menu provided. For the purpose of ENRpsk Deposit (credit).

Originating DFI Routing Number: This is a required field and contains only thetf8 numerals of the
bank’s 9 digit routing number. This is the speciicuting Number or ABA Number given to a financial
institution by the Federal Reserve Bank.

Browse: This will allow you to see or browse all your Ajgiations on one screen. You are not able to edit
any of the fields in the Browse Screen.



Create your Receiver(s) for ENR:

To setup your Receivers for ENR, select Input, tReneiver Maintenance and select New. Again, keep i
mind there are only 4 Receivers you may setup MiR FRepresentative Payee for a Social Security
Beneficiary, Department of Veterans Affairs, SShBfciary and RRB Beneficiary (Railroad Retirement
Board), Office of Personnel Management (Federal Service).

Primary Receiver Information:

ACH for the PC, Receiver Information Screen

First, Select the Company you wish to add the vecéd). For the purpose of ENR, this will be your
financial institution. Then enter the following orMmation.

Identification Number: This is an optional field and may contain up toch&racters. This contains a
unique number which identifies a specific recorllisTlhumber should not be duplicated within a
Company.

Receiver's Name:This is a required field containing up to 22 cletees. Use one of the following

There are 4 main receivers: 1. Social Security ivibtration 2. Department of Veterans Affairs

3. Railroad Retirement Board. 4. Office of Parsel Management Within these 4 receivers therseavreral
options from which to choose. You must use theembiReceiving Company Name/ID,They are as follows.

For Auto Enroll transactions to SSA Social Security Benefits, use SOCIAL SECURITY.
For Auto Enroll transactions to SSA for SS| Bersefitlse SUPP SECURITY.

For Auto Enroll transactions to Department of Vater Affairs for Veterans Compensation &
Pension, use VA COMP/PENSION

For Auto Enroll transactions to Veterans Educatti®IB, use VA EDUCATN MGIB

For Auto Enroll transactions to Veterans EducaSefécted Reserve, use VA EDUC MGIB/SR

For Auto Enroll transactions to Veterans Life Irmure, use VA LIFE INSUR

For Auto Enroll transactions to Veterans VocatidRahabilitation & Employment Benefits,

Use VA VOC REHAB EMP



For Auto Enroll transactions to the Railroad Ratiemt Board, use RAILROAD RET BD.
For Auto Enroll transactions to Railroad Retiremegnemployment Sickness Benefits,
Use RAILROAD UISI

For Auto Enroll transactions to the Office of Pensel Management for Federal Civil Service
Retirement/Annuity, use CIVIL SERBSA

For Auto Enroll transactions to the Office of Pensel Management for Federal Civil Service
Survivor/Annuity, use CIVIL SERVSE

Discretionary Data: This is an optional field and may contain up tcharacters. This field may contain
data which may be used by you or your bank. Foptirpose of ENR, this field is left blank.



Receiver Accounts Tab:

Depending on which of the 4 Receivers you are waykin, enter their appropriate account information
here.

ACH for the PC, Receiver Accounts Screen

Routing Number: Use one of the following numbers for the corresfiog benefit:

Use 655060042 for Automated Enrollment transactiorf8SA for Social Security Benefits.

Use 111736991 for Automated Enrollment transacttori3epartment of Veterans Affairs.

Use 111736991 for Automated Enroliment transactiortbe Railroad Retirement Board.

Use 111736991 for Automated Enrollment transacttortbe Office of Personnel Management.
Account Number: Use the number 0" (zero), ACH for the PC will iiil this field with blanks.
Account Type Use Checking.

All other fields are optional, you may put whateirdormation you feel necessary or leave them hlank



Receiver Application Setup Tab:

Here is where you will assign your receivers toAlpplication AUTOENROLL, assign a Primary Account
to that Application and save the record.

ACH for the PC, Receiver Applications Screen

Adding your ENR Application and Receivers to a Batch
In the Company drop down menu the Bank will be“tbempany”. Next, choose the Batch tab.

To create a new batch, select the New icon (wiigetsof paper in the data entry toolbar) and chtduse
Application AUTOENROLL (ENR) from the list of optits provided and save.

ACH for the PC, Receiver Applications Screen



Adding ENR Addenda Records:
Now select the Entries tab, then select the Addésialat the bottom of this window to input receiver
information. When you have completed an addendardeselect New to create another. Remember, you

may have multiple Addenda Records per Entry (D&aitord). However, make sure you are adding the
appropriate addenda for the corresponding Entfyetail Record.

ACH for the PC, ENR Addenda Screen
Recipients Social Security NumberThis field contains the Social Security Numbethsf individual
enrolling for benefits.
Recipients Last Name This field contains the last name of the indixtlenrolling for benefits.
Recipients First Name: This field contains the first name of the indivéd enrolling for benefits.

Recipients Account Type: This field contains the type of account, eitheeeking or savings, in which
benefits will be placed for the individual enrotin

Recipients Routing Number: This field contains the routing number of the finiah institution where
the Individual enrolling for benefits maintains loisher account.

Recipients Account Number This field contains the account number in whiteh individual enrolling
for benefits wants his money to be transferred.

Representative Payee Indicator0" means authorization is initiated by the Recipie.g., Social
Security Recipient), 1" means authorization idanétd by a person other than the Recipient. Youorayn
useaO"oral"



System Security

Your System Security can be found by going to trenvMenu and selecting Tools | System Security.
ACH for the PC will then provide you with two addital options, Batch Level Security and User
Maintenance. The first thing you may wish to dadsl your users.

Adding a User:

At the Main Menu, select Tools | User Maintenatege you can add, edit and delete users. The fioltpw
form appears.

User Maintenance:

ACH for the PC, User Maintenance Screen

Users - General Information: Fill in the name of the desired user, the Firsttdand Last Name fields
are required, the Phone and Fax number fieldsgirenal. The ID field refers to the name you widle
when starting ACH for the PC, also referred as yogin name. The Password field is also a required
field. This is a set of characters, case sensitiad,only you will know and only the proper cormdtion of
the User ID and Password will allow you into ACH fbe PC.

Note: If you check Supervisor you will have access wwnole system for the purpose of
adding users, assigning batches to users, ancycoinfy the system, etc.



Batch Level Security:

Batch Level Security allows the supervisor to aallpw specific users into specific batches. Fomepie,
if you have a Payroll (Direct Deposit) batch anddameounts Receivable (Automated Bill Collection)
batch, you could set it up so only your payrollguer could get into the Payroll batch and not int t
Accounts Receivables batch.

ACH for the PC, Batch Level Security Screen

ACH for the PC allows a supervisor to choose whebth@ot you wish to use Batch Level Security. Bele
Batch Level Security Enabled to use it, select Baievels Security Disabled if you don’t wish to utse
WARNING: If you choose not to enable Batch Levet @y, all users will have access to all the batch
setup in ACH for the PC.

If you enable Batch Level Security, a supervisdl sglect a User ID from the drop down menu prodide
All the available batches will show up on the sidi@atches with No Access Allowed. To provide this
particular user access to a specific batch, s@hghlight) the desired batch and move it over &adBes
with Access Allowed by selecting the appropriatédiu (greater sign button) located in the centdhef
form, select Apply to save the permissions. You meaove access to a specific batch by reversing the
process and saving the permissions.

New Batches set up by a User with the Batch Sechlrifibled will allow only that User to access tean
batch. All other users will have to be given acdgsan authorized user in the Batch Level Security
option.



Change Password:

If all you want to do is change your password,@the Main Menu and selecting Tools then selecting
Change Password. ACH for the PC will then provide with two screens, the first will ask for the rsse
Old Password, if correct a second screen will apped ask for your New Password and you will need t
re-enter for verification.

ACH for the PC, Change Password Screen 1

Note: Your Password is case sensitive (upper andrloase does matter!) So check
if your Caps Lock or Num Lock is on.

ACH for the PC, Change Password Screen 2
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Calendar:

Because the Federal Reserve doesn’t process orengskACH for the PC automatically recognizes
weekends and will warn you if you try to write kefivith the effective date or transmission date of
Saturday or Sunday. The Federal Reserve also dgescess on Federal Holidays, these include;

New Year's Day Martin Luther King Jr. Day President’s Day
Memorial Day Independence Day Labor Day
Columbus Day Veteran's Day Thanksgivin@ay

Christmas Day

Because some of these Federal Holidays fall oerdifft days from year to year, ACH for the PC wilt n
automatically detect them. For each year, the wikneed to Add the Federal Holidays to the Calmd

ACH for the PC, Calendar Screen

To do this, first select Tools then select Caleridarscreen above will appear. For a list of Fddera
Holidays select the Holiday List button. To Add aliday, select the correct date, enter the Holigaye
in the available box below and select Add HolidayEmnter].
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To remove a Holiday from the list, select (hightigtihe desired holiday from the available box bekovd
execute the Remove Holiday button. If you wisheimove or hide the list of Federal Reserve Holidays,
execute the Hide List button and the list will gipaar.

Note: This should be done no later than the beginnirgvefy year to ensure that the files
you create will be processed in a timely mannern8yentering your Federal Holidays
you will run the risk of creating with the effeatientry date on a holiday in which case
your files would become effective the following mess day.

Re-license software:

If you are running version 4.1.4 or newer go tohliblp menu and select About ACH for the PC. Ctink
the re-license software option and exit the progndren prompted to apply the new license. Thitufea
only applies the new license it does not updatesdiigvare version you are currently running. Tdate
your software version you will need to downloackparate update file located on the Barrington
Corporation website. If after following thesepste/ou still get a message your license has expiesate
call Barrington Support at 1-800-779-0183. Fomsisenning older versions (3.27.7 or older) of the
software you will need to follow the steps outlingtler the re-license software link on the Barongt
Corporation website.

Please note that you must be running either Windéwg.0 with service pack 3.0, Windows 2000 or XP
to run the newer versions (4.1.4 or newer)of theiBgton Software. If you are not running any toé t
Windows versions mentioned above you can renew lgemse but you will not be able to upgrade your
Barrington Software.



Trouble Shooting

Fix Data Tables:

In most cases, when you are having a problem in A&zkthe PC for Windows, it seems to be an indexing
problem. Many things can cause a table to becomeu@ted, but in our experience, the most common
reasons are users rebooting, applications hanfpngr(g the user to reboot), or certain types divoek
problems. Most of the time the damage is limitethenheader of the DBF, and possibly the record the
user was on. Sometimes, the memo head also getpta.

We have provided you with a tool which enables tgofix these types of problems. Whenever a problem
occurs, go to the Main Menu and select Tools, 8aect Fix Data Tables, the following screen will
appear.

Note: Alwaysmake sure all users have logged out of the systfardrunning any of
these tasks.

ACH for the PC, Fix Database Screen

Reindex: This is the primary Fix-All solution when runningtd® problems in ACH for the PC. By
selecting Reindex, ACH for the PC will reindex ddita tables you have selected from the list prakide
prevent problems with corrupted indexes, it re@gall the indexes from scratch, deletes all exgsiags
for each table before recreating the index(s) arstiies all relationships with other tables aremeth



Remove Deleted RecordBy selecting Remove Deleted Records, ACH for thenlremove all
records you have deleted from the tables you heleeted from the list provided. It will also reindihe
selected tables.

Repair: Repair is a data-driven method that can recreatemed DBF and FPT headers and reindex the
table. Although it can be done, we recommend aggmsdoing this automatically when there is a
problem or a table appears to be damaged. You dlicstl perform a backup before running Repair.

Update: The Update option updates table structures to ntaihdefinitions in the extended database. It
also automatically reindexes tables if necessasyUpdate is running, it creates tables that don&te
Thus, Update can be used as either an installatian updating routine. Since a table structure is
automatically updated when you select the Savebuttthe application, Update is not normally used
update tables on your system.

Note: You may select all items (Reindex, Remove Del®&edords, Repair and Update)

at once as well as all data tables. ACH for theaHyo through the list and perform all
functions on all selected tables.

Novell Technical Information

If you are using Novell as your network softwarel gou have problems with the program hanging or
there is a message that states that maximum nurhfikys have been exceeded, you might have togdan
the parameters. Novell Client uses file and reducls in the database files and the default ligit
exceeded very easily.

Solutions:

Here are the set parameters you need to modify:

Maximum Record Locks per Connection (default 50@ysa10-100000)
Maximum File Locks per Connection (default 250gari0-1000)
Maximum Record Locks (default; 20000 range 100-40)0
Maximum File Locks (default 20000 range 100-100000

Double all of the parameters and monitor if thebjgo persists. The parameters can be set in gtadiu
You can also use servman.nlm or monitor.nim:seivenodify these parameters.

To view more information on Novell and record locks this link:

http://support.novell.com/cgi-bin/search/searcbtji2/10019363.htm
Disclaimer

The origin of this information may be internal atternal to Novell. Novell makes all reasonabl@dff to
verify this information. However, the informatigmovided in this document is for your informationly
Novell makes no explicit or implied claims to thalidity of this information.



Definitions:

ABA Routing Number:

Also referred to as Bank or DFI Routing NumberustjJABA Number. This is a unique 9 (nine) digit
number given to each Financial Institution by tieel€ral Reserve Bank which identifies that specific
Financial Institution. The leftmost eight digitearonsidered the actual Routing Number, the lashr({g")
digit is called the check digit. ACH for the PCaahtes a number based on the first eight digits an
compares the calculated value with the check tligg must match.

When dealing with demand (DDA or Checking) accouiis number can often be found as the leftmost
preprinted number near the bottom of a check.

ACH:

Automated Clearing House. ACH is the abbreviatibthe Automated Clearing House, an electronic
payments network established for the purpose ofimgownoney electronically among consumers,
corporations and their financial institutions.

ACH ID Type:
This number is an alphameric code used to ideatifriginator and is a mandatory field. There hred
options available. If you use a:

IRS Employer Identification Number, ACH for the PC will lead it with a 1" in the ACfile.
Data Universal Numbering System ACH for the PC will lead it with a 3" in the ACfie.
User Assigned Number ACH for the PC will lead it with a 9" in the ACfile.

Account Type:
This refers to the type of account you are tramsgdtom. Currently, ACH for the PC only allows ytwo
types, Checking (DDA - Demand Deposit Account) &adings (SAV - Savings Account).

Addenda:

Additional data which is attached to the end abagaction (detail record). Addenda’s supply tloeireer
with additional information about the transactidhe Federal Reserve Bank treats each Addenda line,
which consists of a string of 80 characters, likether transaction from the standpoint of cost.

Application:
This refers to the type of Application you wishcteate such as, Payroll or Accounts Receivables. with
then setup/add a Batch (in the Batch Entry formefch Application.

ASCII:
This refers to a type of file format. In ACH forefPC, if you chose to create a file in this fornitayould
not be an encrypted file instead, it would be irA8CII text/NACHA format for anyone to read.

Batch:

A Batch consists of a group of Detail Records (EestReceivers). When a file is created, the batehade
up of a Batch Header Record consisting of all tragany information and effective date of the specif
batch, a single or group of detail records consgstif all individual entries and a Batch ControkcBel
containing a summary of entry and dollar amouralschmong other items relevant to your Financial
Institution and the Federal Reserve Bank.
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CCD:
Cash Concentration and Disbursement. This is ad&tdrEntry Classsed when processing electronic
credits and debits through corporate accounts.

CCD+:

Cash Concentration and Disbursement Plus addendai€the NACHA format that accommodates the
payment amount and is accompanied by one addeodaln@ payment related ASC X12 structure
containing single invoice or payment

CTX:
Corporate Trade Exchange entries accommodatesteudiiidenda records. CTX addenda utilize variable
length field and relay information formatted in aatance with NACHA rules.

Company:
This is referring to the Company or Individual dieg the entries and sending the files to theiafficial
institution.

Company Discretionary Data:

This field may contain any information that mayuseful to your company for the purpose of identifybr
describing a specific application or batch. It veil used by your company and/or your originatingriicial
institution to help identify a group of transactsott may contain up to 20 characters and is aiomagit
field.

Company Entry Description:
This is a required field containing up to 10 chéeexcand will be part of the batch header recohis Tield
will show up on the receiver monthly statement glanith the Company Name, Date and Dollar Amount.

Effective Entry Date:

This will be the date the transactions will be pdsio the receivers accounts. Effective Entry Diies
credits may be processed (transmitted to the FeReserve) 2 business days prior to the EffectinyE
Date and debits may only be processed (transniiitéte Federal Reserve) 1 business day prior to the
Effective Entry Date.

ENR:
This is used by financial institutions or third fygprocessors for the purpose of automating eneitnfor
Social Security Benefits, Supplemental Securitpie Benefits, and Railroad Retirement Board Besefit

Entry:

Also referred to as Detail Record, Item or TransactThese are made up of receivers transactions, f
example, if you were creating a direct deposittfile employees being paid would be the EntrieshEac
Entry points to a specific account at a specifickbfor a specific receiver. One receiver may hawoeem
than one Entry, if they have half their money gdimg a checking account and the other half insadngs
account, that would take 2 entries to accomplish.

File:

A File may contain a single batch or multiple batehit is made up of a File Header Record which
identifies the Immediate Destination, Immediateg®riand the file creation date. Under that you firilt
your batch or batches followed by the File ConRetord which is made up of total number of batches,
entries, and dollar amount along with other itemssduby your financial institution and the Federas&ve
Bank.

Filter:
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The Filter allows a user to work with a selecteolugr of records within a batch.
Prenote All
Update All
No Prenote All
No Update All
Zero Amounts

Fixed Amount Splits:

By selecting this option, the amount transferrethis account will be based upon the Fixed amount
indicated in the Amount field. For example, if tio¢al payroll is $1,000.00 and you have split byefi
Amount and in the amount field you have entered @50550.00 would be placed in that account.

Global Changes:
A function in ACH for the PC which allows the usemmake changes in all records for a specific hdtnh
example, you would be able to change all dollaram®for a specific batch to $0.00 quickly.

Immediate Destination:

The Immediate Destination may mean something d@iffedepending on your financial institution.
Generally, the Immediate Destination refers toglaee they are sending the file, in most casedshise
Federal Reserve Bank. In some cases, they theraselg be the Immediate Destination due to theyiaat
are sending the file to them. Ask your financiaititution for their preference.

Immediate Origin:

The Immediate Origin (Originator) may mean someghdifferent depending on your financial institution
Generally, the Immediate Origin refers to the ficiahinstitution that is sending the file to thedeeal
Reserve Bank. In some cases, the financial inistituhay want you to be the Immediate Origin duthto
fact you are originating the file and sending itttem. Ask your financial institution for their feeence.

Legal File ID Modifier:

Is a single character provided in the File HeadsedRd to permit multiple files being created on$hene
date and between the same participants to beglissimed. Only upper case A-Z and numeric 0-9 are
permitted.

Multi-Add:
A function in ACH for the PC which allows you tochdr remove a group Receivers to and from a
particular Batch.

ODFI:
Originating Financial Institution. A financial ingttion that transmits ACH files to the ACH systéon
clearing to Receiving Depository Financial Insiibas (RDFI'S).

Originator:

The Originator may mean something different depsgdin your financial institution. Generally, the
Originator refers to the financial institution thatsending the file to the Federal Reserve Bamkome
cases, the financial institution may want you tahmeOriginator due to the fact you are originating file
and sending it to them. Ask your financial insiibatfor their preference.

H-2



Trace Number:
A 15 character code uniquely identifying each entithin a batch in an ACH file. The first eight chaters
of the trace number constitute the routing numibén@ Originating Financial Institution.

PIN:

Personal Identification Number filed can be foundhie Originator Maintenance screen. Your financial
institution should issue you this ID and should betduplicated. ACH for the PC will use this numizer
the file names it creates. For example, if your RINI11, the first 3 characters of your file nanik be
111.

PPD:

Prearranged Payment or Deposit. This is a Starteainy Clasused when processing electronic credits
and debits through consumer (individual) accounts.

PPD+:

Prearranged Payment or Deposit Plus addenda erttig NACHA format that accommodates the payment
amount and is accompanied by one addenda recoiglisTé Standard Entry Classused when processing
electronic credits and debits through consumeiiiddal) accounts and allows one 80 character adialen
record attached to a transaction

Prenote:

A Prenote or Prenatification is a non-dollar entansmitted through the ACH Network by an Origindto
a Receiving Depository Financial Institution (RDEd)verify the accuracy of the Receivers Account
information.

Primary Account:

This is referring to the Receivers account whiclrgthing is based from. For example, if the Reaeiaes
only one account, all funds will be transferredchirthat account. However, if in a payroll applicatibe
Receiver has more than one account and wouldhi&ertoney to go into multiple accounts (Split
Accounts), the Secondary Accounts will be paid fsd the Primary account will receive what's tefer.
As a result, if you absolutely need money placed énspecific account and you have Split Transastio
make sure the account needing the funds is a SegpAdcount.

Percentage Amount Splits:

By selecting this option, the amount transferrethis account will be based upon the percentageateti
in the Amount field. For example, if the total palyis $1,000.00 and you have split by percentagkia
the amount field you have entered 50%, $500.00 évbalplaced in that account.

RDFI:
Receiving Depository Financial Institution. A fir@al institution that receives ACH transactionsfirthe
ACH system and then posts those transactions todirstomers (recipients) accounts.

Recipient:

Also referred to as Receiver. An individual, cogtan, or other entity who receives an electromibitl
and/or credit to their account at their bank thiotlge ACH system. A Recipient must give the Origina
(the company or individual creating the file) authation to debit and/or credit their account.

Recipient ID:

This is a unique number, such as a Social Sedutityber or Employee ID Number, which identifies each
Receiver within a specific Application/Batch. Thesenbers should not be duplicated within a paricul
Company.
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Standard Entry Class:
This refers to a three character code within an ABkhpany/batch header record that identifies paymen
types within an ACH batch (e.g., PPD, CCD, and GIX).

Streaming: This refers to a type of ASCIl NACHA Formattecefivhich does not contain any Carriage
Control/Line Feed characters in it. Generally uigeghain frame systems. The term Streaming refeon&
long string instead of a 94 character line file evhtontains the Carriage Return/Line Feed chamathters
resulting in a 96 character line file.

TXP:
This is referring to the Standard Entry Class fat&and Federal Tax Payments.



Converting a File

In ACH for the PC you are able to convert a filmidifferent formats. You are able to convert ybiler
into DOS Bind format, Windows Bind format, ASCIltr&aming and Comma Delimited. To convert a file,
select File, then select Convert File. The follogvivindow will appear.

ACH for the PC, Convert File screen

Select the file you would like to convert by selegtthe open folder button to browse your compftdethe
file. Select the output type that you would likeuse. After you have selected the file outpuefgelect
the Convert button. This will convert the fileadrthe file format that you have chosen. The faene will
not change, only the file will be changed.

DOS Bind Format: This conversion format will change your file toile that contains a DOS encryption
scheme.

Windows Bind Format: This conversion format will change your file toile that contains a Windows
encryption scheme.

ASCII: This conversion format will decrypt and create eCA formatted file.
Streaming: This conversion format will change your file tataeaming file.
Comma Delimited: This conversion format will create a comma delinhifiée that you can than import

into other existing software applications. Thegvemn will create a new file with an extension @v.c This
file can also be used as a Fixed Length File.



Comma Delimited Format

When you select the file output type of comma didic) the file will be saved as a .csv file in #ame
location as your current file. The format of tlile fwill contain Company Batch Header informati@mtry
Information and Addenda information. The origifild remains intact and unconverted.

The batch header information exported will be atlikeginning of each entry within the comma delidhite
file. The following fields will be exported in thiorder;

Company Name , Company Discretionary Data , CompanySEC , Company Entry Description,
Company Descriptive Date , Effective Entry Date (MMDD)

The Entry Header information will be contained aftee Company Batch information. The followingldig

will be exported ;

Tran Code , Routing Number w/Check Digit , Accollinimber , Amount in dollars, Recipient ID ,
Recipient Name , Discretionary Data , Trace Numbmlicates Addenda

Exceptions:

CBR and PBR: the Foreign Exchange Indicator, For&gchange Reference Indicator,Foreign

WEB:

POS:

POP:

RCK:

SHR:

TRX:

TRC:

XCK:

Exchange Reference and ISO Destination Country @dltlee in Company
Discretionary Data field.

ISO Originating Currency code and ISO Destinatiorrency code are in the
Company Descriptive Date

the Payment Type Code is in the Discretiorizaya Field.

the Card Transaction Type is in the Discnetip Data Field.

the Check Serial Number is in the RecipiPriEield.

the Check Serial Number is in the Recipiéhfield.

the Card Expiration and Document referenceber are in the Name Field,
Individual Card Account Number is in the ID FielddaCard Transaction Type
Code is in the Discretionary Data Field.

the Item Type Indicator is in the Discretiop®ata Field.

the Check Serial number is in the RecipiénFleld, the Process Control and Item
Research Number are in the Recipient Name Fieldt@mttem Type Indicator are

in the Discretionary Data Field.

the Check Serial Number is in the RecipidhtHield and the Process Control and
Item Research Number are in the Recipient Name Fiel



Fixed Length File:

You are also able to import the comma delimitegl di$ a fixed length file use the following table to
determine length of fields.

Field Start End Length
Company Name 2 17 16
Company Discretionary| 21 40 20
Data

Company ID 44 53 10
SEC 57 59 3
Company Entry 63 72 10
Description

Company Descriptive | 76 81 6
Date

Effective Entry Date 85 90 6
(YYMMDD)

Transaction Code 94 95 2
Routing Number 929 107 9
w/Check Digit

Account Number 111 127 17
Amount in Dollars 131 145 15 (12.2)
Recipient ID 149 170 22
Recipient Name 174 195 22
Discretionary Data 199 200 2
Trace Number 204 218 15
Addenda 222 301 80




