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Accessing ACH Manager:
Login to Capital Express Business Online Banking

From the Main page, click Management Tools and Select ACH Manager

Help | Log Off

Home Accounts Management Toals

- CAPITAL
BANK @

The ACH Manager Window will Display:

Select External Transfer Criteria

I8} Inquire ACH Transfar

P

() Change ACH Transfer
() Mew ACH Transfer
() Maw ACH Transfer Using Existing Transfer
() Review ACH Transfer
() ACH Transfer Tamplata
() ACH File Import Template
() Review ACH Tamplate
Import ACH Transfar

() WACHA

() Non NACHA



Inquire ACH Transfer

Use Inquire ACH Transfer to view the details of an ACH transfer:

1. Select the Inquire ACH Transfer option button.
2. Click Submit
3. From the ACH List, click the Report icon.

Exsemal Tressfer

Lsar Mame

Chasge ACH Transfer Laar Code
b ACH Tranates Usar Tyme:
Lizs Asdtinral Sesnch Crisria

' Mew ACH Transder Unng Exising Trarder

Dakata ACH Tranefer

Transter Date Debit Amount Cradit Amount Transfer Status =

0032012 s$1we $10000  Saved




New ACH Transfer

The New ACH Transfer page allows users to create a new ACH transfer.

1. Select the New ACH Transfer option button.
2. From the ACH Type list, select the ACH Type.
3. Click Submit.

Select External Transfer Criteria

" Inquire ACH Transfer ACH Typs:

|Pzyrol (PPD)
Prearrangsd Deposit (PPD)
Prearrangsd Payment (PPD)

Change ACH Tranefer

o
& New ACH Transfer

Definitions:

Payroll (PPD) - Prearranged Deposit Entry to a Consumer Account for Payroll purposes

Prearranged Deposit (PPD) - an Entry initiated by an Organization based on a standing or Single Entry
authorization from a Receiver to transfer funds to a Consumer account

Prearranged Payment (PPD) - an Entry initiated by an Organization based on a standing or Single Entry
authorization from a Receiver to transfer funds from a Consumer account

Corporate Debit (CCD) — the code that identifies an Entry initiated by an Organization to transfer funds from
an account of that Organization or another Organization

Corporate Credit (CCD) - the code that identifies an Entry initiated by an Organization to transfer funds to
an account of that Organization or another Organization




4. In the Description box, type the name of the transfer.
5. Click the Effective Date calendar icon, and then select a date of the first transfer.

Note: The Total Credit/Debit amount will total as you complete the Transfer To section.

New ACH - Payrall (FPD)
- [ ReurngFremend
Effective Date: &

Tolal Gradt Amount S000 TaxMenibeaion Number.
Tolal Deit &mcurt 50.00

Transfes Type: Papeall

Disofay Details

Transfer From Banner

6. Select the offsetting account and type the amount.

Hekd Aot Ameurt

[ [Eeectacomn =] 0 Dessripion x

Transfer To Banner

7. In the Employee Name box, type the employee name.

8. |Ifapplicable, in the Employee ID box, type the Employee ID.
9. In the Account Number box, type the Account Number.

10. From the Account Type list, select the account type.

11. In the R/T Number box, type the Routing Transit Number (click the magnifying glass to search for a
Routing Transit number).

Note: If the number is in the correct format but does not match a financial institution, “NA” appears. If
the R/T number is not in correct format, a message appears.

12. In the Amount box, type the dollar amount of the transfer.
13. To add addenda information, click the Description link.

14. To prenote individual transactions, select the Prenote check box next to the transaction. Click the
Select All link to prenote all transactions.

15. If additional transactions need to be added, click the Add Row link.

16. Complete one of the following:
o To Save the file for pending status and allow modifications at a later date, click Save.
o To activate the file for validation and processing, click Process.

Hold ©  Employes Name © Employee 1D 5 Account Namber ¢ Account Type AT Number Amaunt ¥ Prenots

Setecl Al Setecl &)l
B ] [ I Hones) = | | F Deapsition *
B T I T L o emion X
. I [ | Hone) =1 T " 4] Desplolion s
[ I [ =) =] T "o (] Cescilion x
[ [ I tors) =] | L o Desaiblion %
0 I I [Mee =] [ L m Deseripian %
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B I I Weres =] | L Bl Desemon %




The Processing Status page appears.

17. When finished viewing, click Done.

Waming
Fencing Financial Institution Approwal: Limit Comaleted with Warnings

Lizer Exceeded Daiky Debt Theezhold By 1 93999 And Company Exceeded Daily Debi Theeshokd By §1 99903

Izer Exceeded Daity Credit Threshald By $4,999 .99 And Company Excesded Daily Credi Threshold By 1 239 99

Confinmation Munber: D84 7cTa09
Status Activity
o wetying Fie Format
) Storing File

o Checking For Dupicates
B tophing Limit Chack

Note: In this example, the file was stopped at the Apply Limit Check due to exceeding the limits identified
in the Limit Group specification.

Note: All ACH Transfers require Financial Institution review, each transfer will display a Warning
message that the Transfer is Pending Financial Institution Review.



Recurring Transfers

When creating a recurring transfer, from the New ACH section:

1. In the Description box, type the name of the transfer.

2. Click the Effective Date calendar icon, and then select a date of the first transfer.
3. From the Recurring Frequency list, select the frequency of the transfer.

4. Click the Recurring End Date calendar icon, and then select an end date.

Note: The Recurring End Date box will only appear if a Recurring Frequency is selected.

New ACH - Payroll (FPD)

Deescription Recurring Freguency: Draily A
Effective Date: 51 W Recurring End Daie: | | =)
Total Gragt Amount: 5000 TEx Kantification Numper: JEWELS BAKERY 101 [Rcc-xITa7]

Total Dbt Amount: T

Transfer Type: Fayral

DispBy Details

5. Complete the transfer by following procedures to create a new ACH transfer.

Hold Function

ACH Hold functionality provides the ability to quickly omit a transaction from processing without deleting
the transaction information.

When the Hold check box is selected for a transaction, the transaction will not be processed. This
enables corporate clients to improve record and account monitoring by excluding transactions placed on
hold from the debit and credit totals that are reflected for active transactions.

If a template transfer is put on hold, the review process is automatically initiated, ensuring an email
notification is sent to the authorized administrator to approve the hold.

e o Acmaree

Efecave Dove: |

Total Cendit Amount 50 Tax Mentifcaton Number

Total Debt Amount S0

Transter Type. Payroll

Display Detais

Hold Account Amount

Seled
[ [Sdect focount =T Desciiglion x

Ada Row

Hold © | Employes Name & Employee 1D < Account Number = Account Type RT Number & Amount < Prenote

Select MY Select A1
Al | [ [ ane) = | ®mog r Deszivicn x
o fr r [ [[iane) = T "o r Descripfon x
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Batch Holds

You are now able to place a hold on all transactions, even if there are multiple pages of transactions.
This feature enables you to quickly place a hold on an entire batch run and also remove a hold from
a specific item for processing. You can apply the Hold Batch to accounts that the system lists in the
Transfer From and the Transfer To sections. You can remove the hold on the batch by clicking on
the Unhold Batch hyperlink.

Transfar From

Hold ~  Account - Amount =
Select Al
Il D08, 2060 T25000  Description
|DDA 2060 200000 Descristion

210000 Description
190000 Description

| DO 2060
| DO8, 2060

I DOA, 2060 185000 Description

b G

J20000  Description

(KN [ EN RN JEAVENVEY

| DO, 2060

Hold ~  Emplgyss Mame ~ Empleyec 1D ~ Account Number - Account Type ~ RT Number = Amount * Prenote ~

Select Al Select Al
[ Geongs Washington 1776 [ 22330444 Cheeking =] [ zs4s7030 X, | 225000 I
v

Change Transfer

1.

Select the Change ACH Transfer option button.

2. Click Submit.
3. Click the Transfer Description link.

Select Exernal Transfar Criteria

ginduire ACH Tranalar Transfer Descripbon: |
v T p—T
£ Mew ACH Transier Ameunt Range: [ Te|
) Mew ACH Transier Using Exisling Tranesier ACH Typa [Fawaiprer =]
™ Deiele ACH Transter

T Reverse ACH Transter

) Rlgwienw AGH Trangfer

11 ACH Transfar Templabe

i) Review ACH Transier Template:
| impari ACH Transéer

) Impart ACH Using Templae

ACH Liat

Transfer Description Transfer Date Debst Amaunt = Credit Amount Transfer Status < Detats
Transfer
Type: Payiok
legiiad By

AKERYPAY] V32012 S100.00 510000 Saved GRAGE
CLAZED
Hesm Gount 2
Confimafion:
12MAMA0E

4. Complete any applicable changes to the transfer.
5. Click Process.



[ COPWI AR AT P g Mooty Mo o

T Oeat Aot T Mmdicobor Raster [mms uecwsiy [v]

Tatah Dot Avonen X

Tieste Trom B

Do Conla

Hetw © Ratow Aoy -

oo

- [Secmmsy 15 B ] Untiegte x
i
<<~<s— e —_—,—_—_—_,_———_—,—,—— ., e e — .
EE [—— [T Accant e Accouet Tppe - (L — - [
Zomisy P

ForT [rw ) =1 s A ww Crearsen =
I I = A : [ S—— x
I I [wove = f - Gexrn x
I [ T | [ . | R x
f r [ = I A oy x
[ I [owmi - " r Descroten x
I I [ =1 " oz X
I I | - " sty x
[ [ [wew 31 T " Oewtonn %
n | [ " pu— y

il
[ same l .lnmlc-m

New ACH Transfer Using Existing Transfer

1. Select the New ACH Transfer Using Existing Transfer option button.
2. Click Submit.

External Transfer

€ Inguire ACH Transfer Uszer Name: |

' Change ACH Transfer User Code:

™ MNew ACH Tranzier lser Type: Al ]
' Mew ACH Transfer Uszing Existing Tranafer [T Use ddtional Search Criteria




3. Complete the necessary changes.
4. Click Process.

[iTp—— m Rscamng Fraquascy [Henak -
Trarsfer Shart D [ =
Tax Eaifcasn Hanber et o]
Batoh 1 FRD
Tzl Btich, Creskt Araunt 500 0
Totel Baick Dabi Sresurt S0 00
I
Bach Hama SAccoud lumbar W RT numbar HAmaunt Pranots
Seinct 5y
! [croetng 1 [1m7zn | e I | e [ vz & mg [ Dlmmmion X
&k R
Bach  Mame Aonound amber  Aotount Typs  Wantifction AIT numbar Amasnt Pranote
Sskgia)
! | ep—— [pecanse [ehecing  [=]iza [ oomeseees 5| soege "
D prigfon: r-l-ldtldl
A Fojien
Sae N (dProcess cancel |

Hote: Once the file has been processed, it cannot be edited.

5. When finished viewing, click Done.
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Review ACH Transfer

To review ACH transfers:
1. Select the Review ACH Transfer option button.
2. Click Submit.

ESalact Exiamal Trarsfar Cmena

T g ACHTreraier i — |
& Crange ACH Trrader
0 Meve ACH Teraier

{7 Mawe A CH Trarclar Liieg Exidbing Trarcfr Aot Forg [ Te

™ Dimiedm BCH Trore
rmporl ACH |raneier
Submi

i import ACH lsing Terplals
3. From the Status list, click Approve or Disapprove.

Crarias Py i | T To | m

Note: Click the Description link to view the transactions.

4. Click Save.

Pl Trarsfer

Fiewiew ACH Transfors
Edatus Clierit Desariptien Fleaomend bals Destailz

Boorpee 81

Dmaperovm &1

Cutstinang = web pariral QA jegh pavrol Do 22, 2E05 Ussar Bunasded Daly Debt Trrasheld By 543, 555.50
L

Ubser Ewoesdied Dady Credk Threshold By 848 55555

Cragt Amount ]

Cuntsianging ri Chene 20 SCLO1E0G Dae o dirg Liger Euraoded Daiy Dot Thrash .|:-.Jﬂ.-:.-
Uner Excesdwd Duly Cradi Thrmbald By $1, 800 00
Issued By: Teak uaes

Cracit Amoent $500 08

Tistining Chert 2009 PETagtCo ™, 20 liser Exnanded Dally Debt Thresheld By 52,080 538

Ubser Emdesifiod Dady Credlk Threshold By 82, 03065

Iseued By Test imer

Daik Amsust £1.00

[0
i

Definitions

Status The status of the transfer.
Outstanding - In review.
Approve - Approved and will be processed.
Disapprove - Not approved and will not be processed.
Approved All - All transfers are approved and will be processed.
Disapproved All - All transfers are not approved and will not be processed.

Note: If you have more than 10 transfers to approve or disapprove, it is recommended that you save the
transfers in groups of 10 50 you do not time-out.

Note: This option is only enabled for Users that have been set-up for dual approval by the Financial Institution.
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ACH Transfer Template

To create a new template:

1. Click the ACH Transfer Template option button.
2. Click Submit.

3. Click the New icon.

" mguia ACH Trarmfar Terszini Hara |
™ Chasga ACH Trarmtar AH Type: |aa =
7 Wi LGH Transfer Tarnzinln Greup T

7 Msm ACH Transfer Using Exming Transbsr

" Calwis &CH Trarfar

7 Perwnis ACH Trangfer

7 Wt ACH Trasgis

7 gt ACH Uning Targlss

Tamplale List

4. From the ACH Type list, select the ACH Type.
5. Click Submit.

AH Trpe:

| Submil I Cumull
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Template Group Section

6. From the Template Group list, select a group to tie the template to.
7. To create a new group, click the New icon to create a group name, and link the template._

| - Payiall (R0} Templaie

™
Templaie Hame: Payrol Tampkia Aecareg Frequency: Il:llm- rl

Tax ideni fication Fumnber JEWWELS BAKERY ) B pounx§TS7] Tampiain Type Payrod
Tamplaia Grawg = ‘El i Hangs Tnl

User Access Section

&. Select all users that need access to this template.

Seleci &)

I” pLuepERRY vrrH F phaLez

I DOUGHNUT HaLE I JevELREIZ
| C duLec

T e sERascsess T JuLe TRARER

Transfer From Section

9. From the Account list, select the account nickname.
10. Type the Default Amount.

Transfar From

Accownt Dol Aumourit
|TReratic = TEEID &
| 2zt £ caunt = X
[5eect Ac oot = k4
[zetect 2ccoum = x
[5mect 2ot =1 | ®
S3d Baw

= Abea eddlional or npat & From Ascount

Hote: To allow users to perform maintenance on the template, select the Allow additional or input of
“From Account” check box.

Note: Templates are specific to the Tax ID Number that matches the Business Online Tax ID Mumber.
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Transfer To Section

11. Type information related to each transaction.

To add additional information:
12. Click the Description link.
13. Click Save.

Hote: To allow users to perform maintenance on the template, select the Allow additional or input of
“From Account” check box.

R
Emiplopes Aames Emphopes i Accoun Humber Arcouns Type RIT rasmber Defaull Amount
[rn azans [er [noran [crecng =l orioezier 4 | JEnos L K

ASCOCATED BAHK CHIRAAD
[Frmas madsan [iz= [10c7za [cheang  F[ oroemar M | PR R

A FE0CWTED BaNK CHICAGE0
[ [ [ [ thame = = tiahen W
[ | [ EECI- | L] (tartin X
| I | ||:HI:|1E: d | H | Eﬁltlhlll’l x
I | | [ Hnel = || M ot
[ | [ [inene; = M Desarpfen ‘¢
| I | |I:HI7I'IE: d | H | Eﬁltlhill’l k
I | | [ eme = M K
[ [ [ [Henes =] " Lesiiiin
sdd W
[ Alnw adgimesl g npet ¢! To Accoun .

| Sae ‘Cancal |

The template appears in the Template List.

Templata List

trarirg
Toamglabs Name ACH Type Starbu Bigwy Trap=dur Ecit Termnpisin Dnlote Templain
Byl Tempiaie Fayral (7RO} Parding Spprval - e A b
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Reviewing ACH Transfer Templates

To review and/or approve a transfer template:
1. Select the Review ACH Transfer Template option button.
2. Click Submit.

g S0H Tramier [CRR T
R ACH T L Addiiera)l Sasron Ciles
Tt SCH Tramalar

ot ACH Trasabfor Lsin g Existing Tosukar

Doimn A0H Tra e

Pt 0 ACH Trnaa o

ot e ACH Tra e

P i il & s

AL Tranaber Torvplais

Fin e oWl

g AL Trens ber

g AL Using Tanpiis
Frecaas g ERcapions

iecoaring 41

_ Babrad |

To approve the template, select the Approve check box.

To review the template details, click the Template Name link.
To make changes to the template, click the Edit icon.

Click Submit.

T o R

Review ACH Trangker Templales

Esatus tel Template Mams  [ute Last Updated Change By

Fending Aporowsl -
Changa

Moy IT, 2071 026 OHELEZ

Submin Cancel

Note: All ACH Transfer Templates must be approved by ancther. If the Lock @ icon appears, the
template is locked and must be approved by another user.
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Import ACH Transfers

To import an ACH Transfer:
1. Select the Import ACH Transfer option button.
2. Click Submit.

TepE ACH TraSred

ERRRjS GEH TIR

Nom SCH Trasako

Sgw &0H Trasatkor Vaig Ceimieg Tramafor
Julwiy ACF Trarafer

Ag=wwr SCH Tl

Swwiwer & CH Trarmrter

ACH Trarafar Tamz ke

R

ii

Step 1 - File Selection

1. To locate the file, click Browse.
2. From the Transfer Type list, select the Transfer Type.
3. Click Next.

ACH gt

o gy s e Do
FilrLenason Tesm wior T

| ) iwml:
-
Paorwmond Fraosd PR
P

Definitions
File Location The directory path where the ACH files are located for import.
Transfer Type Standard Entry Class descripions appear as defined in NACHA guidelines.
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Step 2 - Import

The Batch ID value displays the identification number of the ACH file being imported, along with the
number of debits and credits.

n  Click Finish.

1- Fila Selaction

Ettactren Dutw Cmp 20, 2(H D
[oedst Toksds k2000 00
Crucll Tolulx L eda i ifui]
hrwben OF Cedils: 1
i P Off Caeclis: 2
Pl Dz

Fik= De=gi: Terkak 2000 00
FiaTred Tolsk ¥2000 00

m Finizh Canca

Step 3 - Import Confirmation

The Import Confirmation page shows that the file was successfully imported.

n  Click Process.

ACH Fnpon 1 - File Salaciion 2 - npor 3 - Impart Confrmalion

S1ep 3 - Import Confmmation
Ths Faloeaing fbs weas suc e sarfully g ot

Bk I oo
Efreciive Daba: Eep 30, 20
[mbd Toluis 2 00000
Crault Tobalz: 200000
Hurmbar o Cubdx 1
Murnbeer o Crealba 2
Fie Summan:

Corlrrathan ks TES4358809
Fil e Fobr Tolst Tz, 0on
Fie Crecll Toiet =

| Ramaw | Pracass |I Cancal |

Hote: The Company Mame & Company 1D in the ODFl Header Record must match the Company and
Source ID in Access Manager.
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Duplicate File Verification

The program now performs duplicate file verification by default when you establish a new transfer,
establish a new transfer using an existing template, make changes to an existing transfer file or
recurring transfer, or import a transfer. Duplicate file verification helps reduce false-positive
duplicate warnings that the system identifies.

In the event that the system flags a file as a duplicate, it displays a warning message with
information about each suspected duplicate file and sends an email notification to the recipient you
have designated. Click Cancel or Done to stop the file from processing, or click Process to enable
the file to continue processing.

ACH Manager verifies the following fields to determine whether transfers are duplicates:

« Effective Date
+« Company ID
« Debit and Credit totals

+ Toftal of the routing transit numbers in the transfer

[ Close = Print @) Help

i\. This file is an exact duplicate of a previously used file. SFelect 'Cancel" #o not process or select "Process " to continue origination
Submitted File:

Fig Mame: PPD PMT 051 54&00
Subimited Bry: BAMNK ADMIM on Behalf of Jobn Ldams
Date Submitted: 051572015

Previously Preoces=ed Files(s):

Flz Mame: PPD PYMT 031 88a00
“ubmited By: BANK ADMIN on Behalf o Jobn Ldams
Date Subnitted: 051552015

Cancel

PRPD PYhT 08184200 subrmitted for process

Debit Totsls: $125.00
Credil Totals: Fi125.00
MUmEEr OF Detts: 1

MNumker Of Credits: 1

Referencs Mumber: 44245bed6t

To Delete or Cancel an ACH Transfer:

Please contact Capital Bank’s Operations Department by phone at (301) 468-8848 or via email at
Operations@Capitalbankmd.com
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