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ACH: Keying Manual Entries

& Trust Company
The Bank That Puls You First

N o4 5] *x

My Finances MNew Dashboard Settings

ACH Wires ARP Users Reporting File Status Transactions Stop Payments
A

° Cl iCk IICaS h M a n a e rll Batch List Upload Tax Payment Import Layout Activity Search
g The First Bank and Trust Co- P O Box 1000 Abingdon W& 24212-1000 - (276) 623-2265

(from main et s v sl
dashboard)

Create a new category for: Select Company -
e Select y mpany [Select Company
pany
e e C O u r CO a n Status Category Name £ Omar Testy Process Date Debit Credit Recurring Scheduled Date

Omar Testy PPD

n a m e fro m th e (] Ready Correction 12 PPD  Omar Testy $5.00 $5.00 None Select option... v

”S e | e Ct CO m a n ” O Ready Payroll2 PPD  Omar Testy PFD $375.21 %375.21 Naone Select option... v
pany
(] Ready Sarah Test PPD Omar Testy £1.00 $1.00 None Select option... v
dropdown b
ro OW n OX [0 Uploaded Sarah Test 2 PPD Omar Testy $525.95 $525.95 None Select option... v
(] Ready Test 02/07 PPD Omar Testy £1.00 $1.00 None Select option... v
O Ready Test 070721 PPD  Omar Testy PPD $352.70 $352.70 None Seleer option... v
Total $1,260.86 %1,260.86

Select All Delete Selected Initiate Selected



ACH: Keying Manual Entries

Enter Category Name — This
is informational and is for
your reference as to what
the file is for

The Category should be
marked PPD — Prearranged
Payments and Deposits

The Discretionary Data and
Entry Description fields are
already pre-filled based on
what we have set up on our
system. These can be
changed by the customer or
the default fields by Back
Office, if needed.

Click Submit

**If you need to key a reversal, the Entry
Description/Discretionary Data fields should be
Bank REVERSAL (in all caps)

& Trust Company
The Bank That Puts You First

£ X
& M i B, x
Bill Pay My Finances Mew Dashboard Sertings

ACH Wires ARP Users Reporting File Status Transactions Stop Payments
&
Batch List Upload Tax Payment Import Layout Activity Search

The First Bank and Trust

Category Name *| 15th Payroll Category “| PRD - Prearrznged Payments and Deposic
Company  Omar Testy PPD Company Id 1430000000
Discretionary Entry Description *| PAYROLL

Data

Restrict Batch [

Ca r":EII m

* The Entry Description field is a description of the transaction and will show on the
receiver’s bank statement.

* The Discretionary Data field is an optional field used to describe the batch and is for
internal accounting purposes only.



ACH: Keying Manual Entries

& Trust Company
The Bank That Puts You First

7 N k2 B, X
Bill Pay My Finances Mew Dashboard Settings
ACH Wires ARP Users Reporting File Status Transactions Stop Payments
&
Batch List Upload Tax Payment

Import Layout Activity Search

The First Bank &
pLTLN WS L Y DR Category 15th Payroll successfully added// edited

Click “Add Multiple” at the
Record nfrmason bottom of the screen

Mame * Addenda Type 00-Mo Addenda Informaticn A
D Mumber Addenda
Amount * 0 oo
Prenote [J

Creates a separate $0 record of this entry.

Receiving Financial Institution Infermation:

Routing * Saarch for ABA # Account Type Chedking
Account Mumber * Transaction Type (7 Debit @ Credit

Status  ® pActive O Hold

Quick Add Add Multiple Import Record Cancel m



ACH: Keying Manual Entries

Enter the information
for the record(s) that
need to be added for
each entry:

* Name

 |D#(if

applicable)

* Routing #

* Account #

* Account Type

* Dollar Amount

* Debit or Credit

ACH
I

Batch List

> & Trust Company

The Bank That Puts You First

Upload

Users

Tax Payment

oy

My Finances MNew

Reporting

Import Layout

B

Dashboard

File Status

Activity

Transactions

Search

X

Routing &

[ -
Sertings

Stop Payments

Accoun t &

Addenda

Addenda

Addenda

Addenda

The First Bank and Trust Co- PO Box 1000 Abingdon VA 24212-1000 - (276) 623-2265

Prenote [| Creates a separate 50 record for each entry

Sa Amoun t DR CR
® O O ®
w0 (o
- O O ®
- O O ®



ACH: Keying Manual Entries

Bill Pay My Finances MNew Account/Loan Dashboard Settings The |ast entry ShOUld be the

ACH Wires ARP Users Reporting File Status Transactions Stop Payments
E

Barch List Upload Tax Payment Import Layout Activity Search Offsetti ng e nt ry Wh iC h Wi | |

The First Bank and Trust Co - P O Box 1000 Abingdon VA 24212-1000 - (276) 623-Z265 be yo u r CO m pa ny
IS information. The opposite
Prencte [] Creates a separate $0 record for each entry D R/CR b u b ble Wi | | be

MName D & Routing # Account # Chk Sawv Amount DR CR
marked based on what each
1 Chucky Cheese 051404464 )k 1234 ® O 500 || 00 O @
o record entry was for. So, if all
2 Mickey Mouse 0514044564 xxxx5678 ® O 125 | 00 O @® records were Credits (CR)I
Addends the offsetting entry would
3 Daffy Duck 051404464 3000c9988 O ® 225 || 00 O ® be a d@blt (DR) The amount
Addends of this record will be the
Ia ABC Company 051404464 x000c1122 ® O 850 || 00 ® O I total of the file.
Once all entries are keyed,
: oe | e click “Submit” at the bottom
Addenda

of the screen.



ACH: Keying Manual Entries

=] s b B X
Bill Pay My Finances MNew Account/Loan Dashboard Settings
ACH Wires ARP Users Reporting File Status Transactions Stop Payments
¥
Batch List Upload Tax Payment Import Layout Activity Search

The First Bank and Trust Co - P O Box 1000 Abingdon VA 24212-1000 - (276) 623-2265

4 rows added successfully
You will see a list of all

Category Mame *| 15th Payroll Category  PPD rOWS that Were added.
Company  Omar Testy PPD Companyld 1430000000 Ver|f‘ , the information iS
Discretionary Data Entry Description *| PAYROLL

correct and click
“Submit” again.

Restrict Batch [

Mame ID Number Account Routing Amount CR/DR Held

Chucky Cheese .- 1030 051404464 $500.00 CR Edit Delete
Mickey Mouse 1030 0314044564 $125.00 CR Edit Delete
Daffy Duck 1030 051404464 $225.00 CR Edit Delete
ABC Company 1030 0351404464 $850.00 DR Edit Delete

Total Debits $850.00 Total Credits $850.00

Cancel m Add Record



ACH: Keying Manual Entries

You will be taken back to the ACH Batch List where you can then initiate the file. If the dollar amounts are in red the file is out of
balance and you will need to verify that the offsetting entry has been keyed and the credit and debit totals match and are in black.

& W
Bill Pay My Finances

ACH Wires ARP Users
-

Batch List Upload Tax Payment

Reporting

IL

New Account/Loan

Import Layout

File Status

Activity

5]

Dashboard

Transactions

Search

I EGGL NS  Category 15th Payroll successfully added/edited

Create a new category for: | Select Company

K

Settings

Stop Payments

The First Bank and Trust Co - P O Box 1000 Abingdon VA 24212-1000 - (276) 623-2265

Status Category Name # Type  Company Process Daty Debit Credit  Recurring Scheduled Date
O Ready Correction 12 FFD  Omar Testy $5.00 $5.00 None Select option... A
] Ready Payroll2 FPD  Omar Testy FPD $375.21 $375.21 None Select option... v
O Ready Sarah Test FPD  Omar Testy $1.00 $1.00 None Select option... v
[J Uploaded SarahTest2 PPD  Omar Testy $525.95 $525.95 None Select option... v
[0 Ready Test02/07 PPD  Omar Testy $1.00 $1.00 None Select option... v
O Ready Test 0209 PPD  Omar Testy 51.00 $1.00 None Select option... v
O Ready Test 070721 FPD  Omar Testy PFD $352.70 $352.70 None Select option... A
I O Ready 15th Payroll FPD  Omar Testy FPD $850.00 $850.00 None Select option... v I
Total $2,111.86 $2,111.86

Select All

Delete Selected Initiate Selected

Select option... v

Select option...
View
Download
Edit

Selected Quick Edit

Copy
Import

(R —

Select “Initiate” from the dropdown menu

Multiple files can be initiated by selecting each batch and
clicking “Initiate Selected”.

** If initiating multiple files the effective date has to be
the same




ACH: Keying Manual Entries

] W o B X
Bill Pay My Finances  |New Account/Loan Dashbeard Settings

ACH Wires ARP Users Reporting File Status Transactions Stop Payments
r s
Batch List Upload Tax Payment Import Layout Activity Search

The First Bank and Trust Co - P O Box 1000 Abingdon VA 24212-1000 - (276) 623-2265

Category Name 15th Payroll Category PPD
Company Omar Testy FPD Company Id 1430000000
Discretionary Data Entry Description PAYROLL

Restrict Batch

Name ID Number Account Routing Amount CR/IDR Held
Chucky Cheese 10301030 051404464 $0.05 CR
Mickey Mouse 10301030 051404464 $0.05 CR
Daffy Duck 10301030 051404464 $0.05 CR
ABC Company 10301030 051404464 5015 DR

Total Debits $0.15  Total Credits $0.15

* On the Initiate screen, verify the
information is correct, Select the Effective
Date, and then click Initiate.

e If you are issuing Credits (i.e.
Payroll), the file should be initiated 2
business days prior to the Effective
Date by the 3:00pm cutoff.

* If you are processing a Debit file (i.e.
Rent Payments), the file should be
initiated 1 business day prior to the
Effective Date by the 3:00pm cutoff.

* If you mark “Reset amounts to $0.00 after
processing batch”, the dollar amounts will
change to S0.00 after the file is processed
but keep all other file information as a

I Select Effective Date Friday, February 11, 2022 - I ‘

Reset amounts to $0.00 after processing batch [ <

Cancel I Initiate I

template.

e Lastly, click “Initiate”



ACH: Keying Manual Entries

Each user will establish security questions during setup and will be prompted to
answer security questions before receiving the confirmation message that the file was

initiated.

The First Bank and Trust Co - P O Box 1000 Abingdon VA 24212-1000 - (276) 623-2265

For your protection, we ask that you verify your identity by answering your perscnal questions below. Once verified, you will be directed to the page you requested. Answers are not case sensitive.

Challenge Questions:

Question One: What was the make of your first car?

Answer:

Question Two: Which state did you first visit (outside the one you were born in)?
Answer:



ACH: Keying Manual Entries

e ege . N o B X
O n Ce I n Itl atEd yo u WI I I Bil%a;.f - My Finances New Account/Loan Dashboard Settings

1 ACH Wi ARP u R in File & Tran ion 5 Paymen
See the Informatlon N ires sers eporting ile Status ransactions top Payments
. Batch List Upload Tax Payment Import Layout Activity Search
M essage d |Sp I ay a CrOSS The First Bank and Trust Co - P O Box 1000 Abingdon WA 24212-1000 - (276) 623-2265

the top Of the Screen | Batch 15th Payroll initiated. Confirmation: 0209220058

providing the

confirmation number.

Create a new category for: | Select Company v
Th e BatCh Statu S Wi | | Status Category Name # Type  Company Process Date Debit Credit Recurring Scheduled Date
h ”| .t. t d” O Ready Correction 12 PFD Omar Testy $5.00 $5.00 None Select option... -
SNOW as Initiated .
O Ready Payroll2 PFPD Omar Testy PPD $375.21 $375.21 None Select option... -
O Ready Sarah Test FFD Omar Testy $1.00 $1.00 None Select option... v
[ Uploaded Sarah Test 2 PFD Omar Testy $525.95 $525.95 None Select option... b
[ Ready Test 02/07 FFD Omar Testy $1.00 $1.00 None Select option... -
] Ready Test 0209 PPD Omar Testy $1.00 $1.00 MNane Select option... b
(] Ready Test 070721 PPD Omar Testy PPD $352.70 $352.70 MNone Select option... b
|:| 15th Payrell PPD Omar Testy PPD $0.15 50.15 MNane Select option... b

Total $1,262.01 $1,262.01



ACH: Dual Control Keying Manual Entries

If dual control is turned on for a user and that user keys up the manual ACH batch, the system will require

=]
Bill Pay My
ACH Wires ARP Users
il
Batch List Upload

f Finances

Tax Payment

a second person to initiate the file.

NV 4 8 X

Mew Account/Loan Dashboard Sett

ngs

Reporting File Status Transactions Stop Payments

Import Layout Activity Search

The First Bank and Trust Co - P O Box 1000 Abingdon VA 24212-1000 - (2768) 623-2265

Information Message: Category '0000022° cannot be initiated (You cannot initiate ACH, since you created it.)

Trirs g
& Trust Company

The second person
will need to sign in
and initiate the
batch to receive the
confirmation #.

Thea Bank That Puts You First

X N e B X o
Bill Pay My Finances New Account/Loan Dashboard Settings EPS
ACH Wires ARP Users Reporting File Status Transactions Stop Payments
i
Batch List Upload Tax Payment Import Layout Activity Search

I ER LNl -l Batch 0000022 initiated. Confirmation: 0211220033

The First Bank and Trust Co - P O Box 1000 Abingdon VA 24212-1000 - (276) 623-2265



ACH: Keying Manual Entries

3015 Mone Select option...

(J  Initiated 15th Payrell FPPD  Omar Testy PPD 3015

Select option...

Total $1,262.01 $1,262.01 View
Download
Delete

Delete Selected MELLIENE

Select All

* If you should need to Un-initiate the file before the cutoff time you may select “Uninitiate” from the

dropdown.
There is also an option to view, or download (as a list — PDF format or NACHA — TXT file) the Initiated file.

* Once the file processes, the batch will remain on the ACH Category List and the status will show as “Ready”
and can be reused and initiated again if needed.



ACH: Sending a Secure Message

After a file is initiated you will need to send a secure message to the bank via our Secure Message
Center in Cash Manager.

* C(Click Contact > New

Bank
& Trust Company

The Bank That Puts You First

Contact Info Exit

= = N < B X
Bill Pay Cash Manager My Finances MNew Account/Loan Dashboard Settings
Message Center MNew
&

The First Bank and Trust Co - P O Box 1000 Abingdon VA 24212-1000 - (276) 623-2265

You have no messages.

Refresh



ACH: Sending a Secure Message

2] = N o B §
Bill Pay Cash Manager My Finances New Account/Loan Dashboard Settings
Complete the following fields: Message Center | New

The First Bank and Trust Co-P OB

+ Subject—Giveyourmessages |

subject of your choice, (i.e.

From: 703800000022/ /Brittan

”Paer””I ”vendor Payments”l etC) Your Email: ;poe@firfthankco:'l y
e Urgency: Leave as is. (All messages vourName: | Chuck Smith
are viewed periodically throughout o
) Subject: Chuck Smith Test
the day, up until the 3:00pm
Attachments:

CUtOff) Urgency: O High © Medium ® Low

* Message: Your message must — Message:
include the total dollar amount of
the file and the effective date.

* Click “Submit” —

£8534.23 effective for @2/14/2022

* Your email address will be used to notify you when you receive a reply.

o o



ACH: Sending a Secure Message

You will receive an Information Message at the top of the screen confirming that the message was successfully sent.

= > NV < 8 X
Bill Pay Cash Manager My Finances MNew Account/Loan Dashboard Settings
Message Center MNew
&

The First Bank and Trust Co - P O Box 1000 Abingdon VA 24212-1000 - (276) 623-2265

‘ I EnD R EEEED I Successfully sent message £123881730

You have no messages.

Refresh



