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Creating an ACH Transfer

Payments & Transfers I
To create a new ACH transfer, select Payments & Transfers

from the main menu. Then select ACH Payments Payment Activity

ACH Payments

Wire Transfer
Account Transfer
Payee Maintenance

Import Maintenance

Select to use a Free-Form Batch. Select the ACH Company, whether you are sending a credit or debit,
and the Batch Type.

ACH Payments

Current Progress E] Select Request Review E] Complete

Select Template Free-Form Batch

Select exdsting ACH Batch template.

ACH Company | MPB Test v
R Debit Credit | Cradit Only |
Batch Type

Business

Customer Initiated Entry [CIE)

Extanded Addenda (CTX)

Businass (CCD)

Child Support (CCO+DED)
Individual

Customer Initiated Entry [CIE)

Internet Auth (WEB)

Payroll (PPDY)

Individual (FPD
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Complete the required fields, Payment Date, Company Entry Description and select the Offset Account if
you would like to save this batch as atemplate to be re-used later, check the box Save as Template.

Create Batch

Current Progress Select Request @ Review @ Complete

ACH Batch Details

Payment Date i Company Discretionary Data
ACH Company MPBTest * Company Entry Description |Payroll|
Batch Type Payroll (PPD) - Credit Only & Notify Me Pending Actions: Notify via EMAIL
* Offset Account  t (Secondary DDA) - $317.92 (UsD)(@ System Events: Notify via EMAIL
Complete - Unsuccessful: Notify via EMAIL
Save as Template [] Complete - Successful: Notify via EMAIL
Early Action Taken: Notify via EMAIL
Total Credits $0.00 (0) Total Debits $0.00 (0) Early Action Removed: Notify via EMAIL
Expired: Notify via EMAIL
Page Credits $0.00 (0) Page Debits $0.00 (0)

Exdclude $0.00/empty items [ ]
during batch submission

Add the payees you would like to include and the amount you want to pay or collect for each Payee. To
create a new payee, select Create New Payee. Once you have completed all payment details, select
Request Batch.

Payees

Payee Account * Amount  Addenda Remittance + / -
(X] (7] Tempayee e 500.00 ] Remittance
@ @ George Washington ol 500.00 [0 Remitance
(%) L [None Selected V| 0 Remittance
(%) pel [ Remittance
(%] pe [0 Remittance
@ £ [None Selected v 0 Remittance
(%] e ] Remittance
(%] P [0 Remittance
) O [emsseadV] a Jo—
(%) e [ Remittance

['.,) Add Payees ] ' o) Create New Payee

" Request Batch [§ X Cancel |

i
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Review the details and Confirm the batch

Create Batch

Current Progress E] Select Request Review E] Complete

ACH Batch
Recurring Frequency One-Time Payment
Batch Type Payroll {PPDY) - Credit Onky
ACH Company MPB Test
Offset Account *4268 - Demand Deposit (Secondary DDA) - Mid Penn Bank. [253170279)
Total Credits $1,000.00 (2)
Company Entry Description Payroll
Payment Date

Motify Initiator Options Pending Actions: Motify viz EMAIL
System Ewenits: Motify via EMAIL
Complete - Unsuccessful: Motify via EMAIL
Complets - Successful: Notify vis EMAIL
Early Action Taken: Motify via EMAIL
Early Action Removed: Motify via EMAIL
Expired: Motify via EMAIL

» Search Payee Records

Payes Account ABA Amount Addenda

1) Go to page 1 Showing 1-2 of 2 Ttems to display:(10)[20)[50]
Test Paye= (*2) *1234 (DDA) 253170279 $500.00
George Washington (*3) #5578 (DDA) 253170279 £500.00

1 Go to page 1 Showing 1 - 2 of 2 Items to display:(10](20)(50]

Reguits returmed in 0,005 seoands

I +F Confirm I[ &~ Edit Batch |[ X Cancel
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Once you see that the transaction is completed, select Return.

Create Batch

‘,?whmﬁmwmmcﬁmwnb«iswm?sl.
Request has been socepted as of Mar 17, 2015 &:14 PM EDT.

Current Progress Select @ Request Review Complete

ACH Batch
Transaction Humber ACH-DODOOTSL
Recurring Frequency One:Time Fayment
Batch Type Payrol (PPD) - Credit Only
ACH Company MPETest [ 111224444
Offset Acesunt *4268 - Demand Depasit (Seeondary DOA) - Mid Penn Bank [253170279)
Total Credits $1,000.00 (2)
Company Entry Description Payrod
Payment Date 03/15/2015
Hotify Initiator Options Pending Actions= Netify via EMAIL
System Events: Not¥y via EMAIL
Complate - Unsuccessful: Notfy wia EMAIL
Complate - Sucoesshul: Notify vis EMAIL
Earky Action Taksen: Nesify vis EMAIL
Early Action Removed: Motify via EMALL
Expirad: Notify via EMAIL

» Search Payee Records
Payee Account ARA Amgunt Addenda
6] Gotopage 1 Showing 1-20f2 Trems to display:[10) (23] (51)
Tast Payes ("2} *13M (D0A) EILNTT $500.50
George Washingron (*3) *5678 (DDA) EILI0ITS £500,00
[ Go to page 1 Showing 1 -2 of 2 Inems ta displayz(30) [20) 50)

Rty retuened in 0,017 seconds

ﬁlmm ._‘f,i}nml
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Creating an ACH Transfer from a Template
To create an ACH transfer from a template, select Payments & Transfers from the main menu. Then

select ACH Payments. Begin totype in the name of the template in the Select Template tile:

ACH Payments

Current Progress Select

@ Request

E Review E:] Complete

Select Template

Select existing ACH Batch template.

o]

Free-Form Batch

Test

ACH Company |MPBT::.t Vl
Thﬁt&ecﬁt [ |

Edit the Payment Date, Offset Account, Company Entry Description and amounts if necessary and select

Request Batch
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Create Batch

Current Progress Select @ Request @ Review E] Complete

ACH Batch Detadls
Payment Date 03/15/2019 ® Company Discretionary Data
ACH Company .MPB Test
Batch Type Payroll (PPD) - Credit Only

* Company Entry Description  Payroll
of Mosty e Pending Actions: Notiy via EMAIL

= ty088 . . System Events: Notify via EMAIL
Offsat Account *1086 - Demand Deposiz (Main DOAR i ok Moty via EMAIL
Template Name Test Complete - Successful: Nofy via EMAIL
Early Action Taken: Notfy via EMAIL
Total Credits $65.00 (3) Total Debits $0.00 (0) Early Acticn Rarnoved: Noc#y via EMAIL
Page Credits $65.00(3) Bage Debits $0.00 (0) PN

during batch submission

» Search Payee Records
P Payee Account Z Amount Addenda ..Iu;nl.unu

('~ Gotpage1  Showing1-3of3 Ttems to display:(10](29) (50
O George Washington ("3} [F5678 (0DA) v 25.00 O remiance
0 Test Payee (*2) 25.00 [0 Remitance
O Thomas Jefferson (") 2363 (0DA) V] 15.00 [ Remiwance

E]‘ Go to page 1 Showing 1-3 of 3 lhmshodbhy:

Results retumed in 0.018 seconc
» Additional Payees

[\/ MuﬂtBa:da][ - C)r-cnI]
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View and Approve ACH Transfers

To view or approve ACH transfers, select Payment Activity and then Future Payments. Click on the link
to view the details of the transfer. Please note that if you have initiated the ACH you cannot also
approve it.

Payment Activity : Future Payments

Payment Activity

Current &ctivity
Futore Payment=
B E < » | Mar18—22 2019 - m
Mo e Mon 3/18 Tue 3/19 Wed 3/20 Thu 3/21 Fri 3/22
|l ACH-0DODD751

ACH Payments
Wirs Transfer
Account Transfar
Payee Maintenance
Import Mamtenanca
Tax Payments

Positive Pay

Future payments are shown for
00 days

Click View to view the details and Approve toapprove the ACH transfer. Itis possible to Edit from this
page; however, the transfer will have to approved by another user.

(L)2)(Next] Go to page 1 Showing 1 - 10 of 13 Items to display:(10)(20)(50
+ /- |  Approve || o Release || o Approve And Release |
¢ 4  ACH-00000751 $1,000.00 5 view I Aoprove ) 7 €9t ) (€ Concel |

Payment Date / Processing Date: 03/15/2019 - 03/18/2015
Initiator: Test User
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View Payment:

View Payment

ACH Batch Details
Transaction Number ACH-00000751
Import File Name

Import Batch ID
ing F One-Time Pay

Total Credits $1,000.00 (2)
ACH Company . wraves (111224444)
Batch Type Payroll (PPD) - Credit Only
Offset Account *4268 - Demand Deposit (Secondary DDA) - Mid Pany fank : (253170279)
Company Entry Description Payroll
Notify Initiator Options Pending Actions: Notify via EMAIL
System Events: Notify via EMAIL
Complete - Unsuccessful: Notify via EMAIL
Complete - Successful: Notify via EMAIL
Early Action Taken: Notify via EMAIL
Early Action Removed: Notify via EMAIL
Expired: Notify via EMAIL
Payment Creation Date Mar 17, 2019 6:14 PM EDT
Processing Date 03/18/2019

Payment Date 03/19/2019

» Search Payee Records

[%¢

Payee Account ABA Amount Addenda
@ Go to page 1 Showing 1-2 of 2 Items to display: 10
Test Payee (¥2) #1234 (DDA) 253170279 $500.00
George Washington (*3) #5678 (DDA) 253170279 $500.00
A Go to page 1 Showing 1 -2 of 2 Items to display: 10
Resuts returned in 0.015 seconds
Status History
Timestamp Status Initiator Description
Mar 17, 2019 6:14:51 PM EDT Created @ 1001/ pshelton (Pamela Shelton) Batch Creatad.

[ X Close ][&Pn’n(][ -GExpm]
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Importing an ACH Transfer

From the Payments & Transfer menu, select ACH Payments, then choose Transaction Import

ACH Payments

Payment Activity
ACH Paymentz
Create Batch

MManagze Batch Templates Current Progress E] Select Request Review E] Complete

ITransar:limI.mpnrt I

Wire Transfer

Select Template Free-Form Batch
Account Transfer
. Select existing ACH Batch template.
= ACH Company | MPE Test ~]
Import Maintenance [ =] Debit Credit [ |

Tax Payments

From the import page click on Select Accounts and answer the question ‘Does your file contain
offsets?’

MNACHA Import Preferences

[ + HTB Test ]

Dioes your file contain offsets?

|® ves O 1o |

What offset accounts should we look for in the file?

Accounts Select Accounts
No Tterns Selectad,

Remember to click SAVE.
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Select the offset account in the file and OK

Select Accounts

Filter Accounts

Display 2ll zccounts F@J Account Number I:I
S s O peseomrmmen [
entitlzd

Display accounts not ()
entitled

+ [ - Account Number « Type Account Description Bank

Go to page 1 Showing 1- 3 of 3 Items to display: 50
[ 98741234 DEMANDDEROSIT Szcondary DDA Mid Penn Bank - (252270273)

Go to page 1 Showing 1 - 3 of 3 Items to display: 50

[ Select All Accounts ] [ Unselect All Accounts: ] [ Cancel ]

Next, select Upload toimport the file.

Data Import : ACH Transaction Import

File Maps

Reqults returned in 0003 seconds

Is Active

EDTE20 ACH Transfer Import
TSO20022 ACH Transfer Import

NACHA ACH Transfer Import

[ (&) Create File Map ][ & Help l

& oo
5 s
B oo

Select the file from your computer and select Upload File

Data Import : ACH Transaction Import

* Select Fle sample_account_transmit_credit.box

[ upload File [ X Cancel

OCTOBER 2020

Page | 12



®
MID PENN BANK COMMERCIAL CENTER ACH GUIDE

Once you receive the message that your file was uploaded successfully, select OK

File Load Successful Vahdation

B Mid penn Bank

Traramisgion Data
Recaiving Bank Mid Penn Bank
Transmiting Coenpany 1001
Tranamitling User Teutlirer
Recaned Dale/Time Miar 17, 20019 T:3317 PM EDT
Data Validation and Processing Service |0 ACHP AYMENTSIMPORT
Upioad Method e
Stalus Complele

Mae 17 208 T3 T MU EDT  information  Siapping fingerprnt chick:

Mar 17, 2019 73317 PMEDT  Inforamon  Owmascen 6 magper sachel by e
e 1T 208 FIIT M EDT  indorrasion. flw racper

Mar 17, 2010 73217 PREDT  informusion  ACH Fila Vialicsicn semmpiens

Mar 17, 2019 73317 PMEDT  indoramion  Deteced 1 ACH Debis 28 ofset Tansacsons.
Mar 17 X TINT PMEDT  informasion  Cistectid 0 ACH Credity an ofaet Sansactions.
Mo 17, 2090 7337 PR EDT  indormusion  Tiesl ACH raraactions foundiin S 7

Mar 17, 2019 3317 PMEDT  indormamion  Cressed 7 ACH Fayments in 1 HACHA lormased taches
Bae 17, 2078 TI31T PMEDT  informaion Imporied T ALH Credits valang S48.00

Mo 17, 2040 73317 P EDT  indormusion imponied 5 Peancoms

Mar 17, 2019 3217 PMEDT  indamon  bmponed O Zare Dok Tramsactans

e 1T 08 TINIT MU EDT  indoorasion  imponied § ACH Delbits vaiting 89 50

Ma 17, 200 TI2T PREDT  ieforamon Adgred 1 vasaacson ID

Mae 17 2078 TIT MM EDT  informasion  Wumber of A baches. reguinng acorovat §
Ma 17, 2010 TIIT PUEDT  ieoranon  Fild sorrgieted valdases

(=]
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Create an ACH Transfer from Existing Payee
To create an ACH transfer from an existing payee, go to the Payments & Transfers menu and select

Payee Maintenance

Payee Maintenance

Payment Activity
ACH Payments
Wire Transfer
Account Transfer
Payee Maintenance
Import Mamtenance
Tax Payments

Positive Pay

Retum to my home page

Search Payees
Display Name
Payee Type
Account Number

Show 10 results per page, sorted by Display Name in ascending order, induding summary

&~ Search Payees [L:“’ Print H \/ Create Payee |

Payee ID

Payee Name

. Display Name ~ Payee ID Payee Name Payee Type
Help for this page
@ Go to page 1 Showing 1-6 of 6 Items to display:
Print this page .
Tosissad doaditecns @ George Washington *3 George Washington Individual [ & Edit ]E_-_jf Mazke Payment ¥ ]
Prvacy policy (X] 1wrest *0002 IW Test Individual (&7 Edit ] (LF Make Payment ~ |
Contact us (%] Testpayee ) Test Payee Individual (7 Edit ) [ Make Payment ~ |
@ Wire Test *101 Wire Test Individual (&7 Edit ) (g Make Payment ¥ |
@ Go to page 1 Showing 1-6of 6 Items to display:
Select Make Payment and choose Payee and ACH Payment
Display Name « Payee ID Payee Name Payee Type
Go to page 1 Showing1-7 of 7 Items to display:
@ George Washington %3 George Washington Individual [, ” Edit ][ o Make Payment ¥ ]
3 - , ACH
(X] 1wTest 0002 TW Test Individual d I 1
Complete the batch information
Create ACH Batch x
Select Batch Settings
ACH Company | WAIPE Te Vl
Payee Accounts | 5675 (DDA) W
Debit Credit [C w|
Batch Type | |
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Complete the required fields and select Request Batch

ACH Batch Details

Payment Datz 03/19/2019 e Company Discretionary Data
ACH Company MPBTest I * Company Entry Description I
Batch Type Payroll (PPD) - Credit Only «f Nty e Pending Actions: Notsy via EMATL
* Offset Account m I System Events: Notify via EMAIL
Complete - Unsucoessful: Motify via EMAIL
Sawve s Template [] Complete - Successful: Notfy via EMAIL
Early Action Taken: Notify via EMAIL
Total Credits Total Debits Early Action Removed: Motify via EMAIL
Expired: Notify via EMAIL
Page Credits Pzge Dehits " oefy

Exclude $0,00/empty items []
during batch submission

Payees

Payee Account * Amount Addenda Remittance + [ -
(%) George Washington o | I O Remitmnce
B o O vemiance
B o O semieanee
x) o O Remitance
X 9 O remitance
x) o O Renitance
) o O Remitance
(%) je O Remittance
B 2 O remieane
E] ,O Monie Selected W [ Remittance

[Q Add PayEP_r.] [ &) Create New Payes ]

IVREqum.‘tB-ahchI[XCanoE ]
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