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Welcome

Thank you for choosing SELCO Community Credit Union for your business banking needs. This
guide provides everything you need to get started using business banking for Automated
Clearing House (ACH) transfers, from creating templates to ACH reversals—and everything in
between. To navigate to specific instructions, click a topic or feature in the Table of Contents.

Questions?

If you have additional questions, call us at 541-744-7787. We’re available Monday through
Friday from 8:00am-5:00pm and always happy to help.
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Managing ACH Recipients

ACH recipients can be added several ways, including under the Recipients menu, during
template creation, individually, or in bulk by importing a template.

Adding a New Recipient

1. To add recipients:

a. During template creation, once all the template attributes have been entered and
saved, select the Recipients tab on the template. Select Add or Import Recipients
or Select Add Recipients.

SELCO

Q. What are you looking for?

Manage ACH
€ Back 1o Templates

@ Templates .
@ Newbies [ Schedule ! More

© upioad Pass-Thru

© Approvais -]

Recipients @ Details

Scheduled © Add or Import Recipients
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b. From the Recipients menu, select Add a New Recipient at the top right.
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2. Fill in the recipient information, then select Save. (Note: Name, account number, and
routing number are required.) A banner will display at the bottom indicating the
recipient’s information has been saved.
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Uploading a New Recipient File

51

1. During template creation, once all the template attributes have been entered and saved,
select the Recipients tab on the template.

2. Select Upload Recipient File.

3. Select the file format from the drop-down menu, either NACHA or CSV.



4. Select Select a File or drag and drop the file, then click or tap Import. A message will
indicate that the file was successfully uploaded and recipients imported. To complete the

process, select Done.

5. To see your new list of recipients, select Recipients from the left-side menu.

Q. What are you looking for?

View my Make a Pay my Manage
Accounts Transfer Bills Users

Manage ACH

@ Templates

0 Upload Pass-Thru
O Approvals

© scheauted

@ History

O Recipients

O Limits & Cut-off Times

Editing Recipients

& Back o Test

9 Import Recipients

File format
NACHA v

NACHA

Comma separated values {csv)

Drag and drop your file here

m Coneel

Locauons Privacy Policy Desclosure

n v+ 0o m o

Copyright © 2023 SELCO Community Credit Union.

@ Howtoimport

Routing & 323274445

1. In digital banking, select Manage ACH from the top menu, then Recipients from the left-

side menu.

2. Select the desired recipient from the list. Note: If you have more than 10 recipients, click
Show More to view the full list.

3. Click or tap Edit, make your edits to the recipient's information, then select Save. A
banner will be displayed at the bottom of the screen indicating the recipient's information

has been saved.
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Deleting Recipients
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1. In digital banking, select Manage ACH from the top menu, then Recipients from the left

menu.

wn

Select the desired recipient from the list.
Click or tap Edit, then select Delete at the top right.
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Back to Table of Contents

reating Single ACH Transfers

Follow these steps in digital banking to set up a single ACH transfer:

Q. What are you looking for?

8|

1. Log in to digital banking.

2. Select Manage ACH from the top menu, then Single ACH from the left menu.

3. Fillin all the fields and click Next. Note: Only transaction types that SELCO enables for
your business will display. Here are all the transaction type permissions that can be set:

Credit Businesses (CCD)

Debit Businesses (CCD)

Corporate Trade Exchange Debit (CTX)
Corporate Trade Exchange Credit (CTX)
Payroll Direct Deposit (PPD)

Debit Consumers (PPD)

Telephone Authorized Collection (TEL)
Internet Authorized Collection (WEB)

S@moo0oTy

4. Review your information and click Submit.

View my Make a Documents
Accounts Transfer & Statements

Manage ACH @ Single ACH

Templates

Transaction Type

?9 Single ACH ] ‘ Credit Businesses (CTX) v |
| S — J
@ Upload Pass-Thru Company Name Description
‘ SELCO BUSINESS T v | |
Q Approvals g 5
Offset Accoun t
© scheduled
© BUSINESS MEMBERSHIP SAVL... $0.00 _,
History *65-501

Recipients

Recipient Details
O Limits & Cut-off Times

Recipient

Account No. 99202061
a NOCY Retims ‘ ABC Associates Inc ~
\ Institution YOUR BANK
O Prenote
Amount Deliver by
| 5 100000 | | = oman025 v

@ sends on 10/10/2025

Back to Table of Contents




Creating ACH Templates

Follow these steps in digital banking to create a new ACH template:

1. Log in to digital banking.

2. Select Manage ACH from the top menu, Templates from the left menu, then Create a

New Template at the top right.
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Q. What are you looking for?

Manage ACH @ Templates e i Tkl

(@ Templates

© upioad Pass.Thru
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3. Enter a template name in Template Name.

4. Select a company name and an authorized transaction type from the drop-down menus.

Credit Businesses (CCD)

Debit Businesses (CCD)

Corporate Trade Exchange Debit (CTX)
Corporate Trade Exchange Credit (CTX)
Debit Consumers (PPD)

Payroll Direct Deposit (PPD)

Telephone Authorized Collection (TEL)
Internet Authorized Collection (WEB)

SQ@ 0 Q0T

Enter a template description.
Select an Offset Account from the drop-down menu.

No o

Check the Restricted Template box if you'd like the template to be restricted, then

select Save. A green toaster message will let you know that an ACH template has been

created.
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Mew Template
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8. Select Add or Import Recipients.
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9. To add recipients, do one of the following:

a. Select the Add Recipients pencil icon from the menu, then enter all the recipient
information and then select Save. A green toaster message will indicate the recipient

has been saved.
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b. Select the Upload Recipient File icon from the menu to upload a recipient file.

i. Select the file format from the drop-down menu.
ii.  Either select or drag and drop the recipient file.

iii. Select Import. A green toaster message will indicate the recipient list was
imported.

SELCO
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& Backio Test
Manage ACH
@ Templates 9 Import Recipients @ Howtompont
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c. Check the All Recipients box to add all existing recipients, or check the boxes next
to the names of the individual existing recipients on the list to add them to the
template. Select Save.
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d. A message will pop up stating: “You must enter an amount, create a pre-note entry,
or place a recipient on hold before scheduling a template.” New boxes will populate
for you to enter an amount, set a pre-note, or place a hold. Note: If a pre-note is
selected, live-dollar amounts cannot be scheduled until three business days have
passed since the pre-note settlement date. Once that's completed, select Save. A
green toaster message will indicate that your template has been created.

@ Test (3 schedu i More

2 total recipients o Add or Edit Reciplents

Avery Johnson Pay

[ Hetd [ rencte @ Adden

You must énter an amount. create 3 prencte entry of place a reciplent on hokd before scheduling a template.
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Recipient Details

"John Smith

3 Hold

Addendum (optional)

~  Note (optional) @

Note: If your template includes more than 20 recipients, click Show More to view the full
list.

Copying a Template

1. In digital banking, select Manage ACH from the top menu, then Templates from the left-
side menu.

Select the template to copy, then More at the top right.

Select Copy from the menu.

wn

SELCO

View mmy Make 3

‘Q  what are you looking for?

Accounts Transfer

& Back to Templates

Manage ACH
@ Templates @ jane test (3 Scheduie i More

Upload Pass-Tr B Delete
0 proactass i Reciplents Detalls

O Cony
O Approvats 1 total recipient © Add or EdTReciplents
@ Scheduled A Q, Search reciplents thy  Category (A-Z) hd
) Joe Nickname Pay
@ History -
PR, $ 2.00

G Reciplents

“ —

o Limits & Cut-off Times

4. Enter a name for the template copy.
5. Select Create Copy. A green toaster message will indicate that your new template has
been created. The copied template now shows on the Template list.
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Copy Template X

Please provide a name for your template

Name

‘ Test| ‘

Back to Table of Contents

Importing Template Files

ook

In digital banking, select Manage ACH from the top menu, then Templates from the left-
side menu.

Select More at the top right, then Import a New Template, then choose NACHA or CSV
for the file format.

Select the transaction type, then the company name and offset account from the drop-
down menu.

If applicable, check the Restricted template box.

Click or tap Select a File and select NACHA or CSV for the file format to import.

Select Continue, then Submit. A message will be displayed indicating the template(s)
were successfully imported.

Select Done.

Tip: Select How to Import on the Import Templates screen for details on importing files.

Back to Table of Contents

Uploading A Pass-Thru File

ACH Pass-Thru allows a business to upload NACHA- and CSV-formatted files containing one or
more ACH templates for processing. Different from importing a template, uploading a pass-thru
file imports the template(s) and schedules it at the same time.

1.

ook wh
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In digital banking, select Manage ACH from the top menu, then Templates from the left-
side menu.

Select More at the top right, then Upload a Pass-Thru File.

Select NACHA or CSV for the file format.

Enter the Transaction Type indicated in the test case.

Select the Company Name from the drop-down menu and enter a description.

Check the Restricted Template box if applicable.



7. Enter the Deliver by Date.
8. Select Offset Account from the drop-down menu, then Select a File, and choose the
file to upload. Note: If a CSV file has any numbers truncated via scientific notation for

being too long, an error message will display indicating which line contains the error.
You'll need to correct the file before re-uploading.

9 Upload Pass-Thru

i Test CSV File - Scientific.csv

Unable to upload file.

@ line 2, invalid field value - scientific notation: account number

Upload Another Pass-Thru

9. Select Upload, then Submit. A message will display indicating that your pass-thru file
has been submitted.

Tip: Select How to Upload Pass-Thru Files on the Upload Pass-Thru screen for details
on how to upload a pass-thru file.

SELCO

Maraee ACH ) upload Pass-Thru O 1 o o e

Back to Table of Contents
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Scheduling Templates
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1. In digital banking, select Manage ACH from the top menu, Templates from the left-side
menu, then Schedule to the right of a template.

Manage ACH @ Templates © CreateaNewTompiate  § More

@ Templates
© upioadPassThr

O NACHA CCD CREDIT AND D_01 $14.44
Approvals

Q. Search templt = SonkFie

© schedutea NACHA CCD CREDIT AND D_02 $58.55
History
() recipients

O Limits & Cut-off Times

NACHA TEL 8.2.23_01 $23.23
an:Ha TEL8.2.23_01 $2323
MACHA TEL 8.2.23_02 $2323
NACHA TEL 8.2.23_02 $2323
NACHA WEB 8.2.23_01 $4.44

NACHA WEB 8223 02 $4.44
Creda B .

2. Select the desired occurrence option from the following:

One Time

Weekly

Every two weeks
Monthly

First day of the month
15th and end of month
Last day of the month
Quarterly

Annually

TT@mooo0T

Please note: The first occurrence of any recurring cadence cannot be scheduled for a non-
processing day, such as weekends and holidays. If the user enters a date that falls on a
non-processing day, an error message will display indicating that the date cannot be
scheduled due to a holiday or weekend. During setup, the user will be required to select
whether they want templates to process on the previous or following business day, for any
potential future occurrences that may fall on a non-processing day.



3. Select the Deliver by Date, then an “ends on” date from the drop-down menu. (If
scheduling a one-time template, skip to step 4.)

Make a

View my
e e veulooker forg Accounts Transfer

€ Backto Templates

Manage ACH
@ Tempiates @ NACHA CCD CREDIT AND D_0O1 @ L& Cuort Times
Test CCD
0 Upload Pass-Thru N
Occurs Delver by
(© Weekly ~ 8252023 v
o Approvale Sends on 08/24/2023
@ Scheduled [nds w If Scheduled on non-business day use: v

Never
@ History

After a number of transfers
$3104610.31
G Recipients

On a speeiic date

O Limits & Cut-off Times

Transaction type Company name

Credit Businesses (CCD) MONSTERS INC

4. Select an option from the If Scheduled on a non-business day, use drop-down menu.

SELCO

Manage MCH & [Baci in Termpities
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5. If applicable, edit the payment amounts for each payee. If using the existing amounts,
skip to step 6.
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Manage ACH & Binck i Tempisies

3 One e

Praryrosl Diiresci Drapromsit (PP

(&) NACHA_228_SELCOUAT_031_01

@ View Limdss & Cutof Timos

$ITIMIT

w LE e w

@ e
MOTDGE, NG

T by

57,00

6. Select Review. If the payment amounts were changed, a check box will appear at the
bottom of the screen stating: Save changes to template defaults. Check the box if the
new amounts should be saved as the template defaults.

D Save changes to template defaults

7. Select Submit. A message will indicate that the template was successfully submitted.
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View my Make a
Accounts Transfer

Manage ACH @ Review Template

@ Templates

o Upload Pass-Thru

Q. What are you looking for?

NACHA CCD CREDIT AND D_O1

Date submitted Occurs Deliver by

Aug 10, 2023 11:36 AM PDT (O Onetime Aug 25, 2023
Approvals

Delivery type Submitted by
@ Scheduled Standard MONSTERS INC

Transaction type MNumber of reciplents Payment total
History Credit Businesses (CCD) 3 $14.44
@ Recipients Offset account

© susiNEss cHECKING AcCOUNT $3104,610.31
o Limits & Cut-off Times *84-510

= Recipient details

@ Once submitted, this template will require approval before payment is issued

m cancel ,‘ Ed -
~ S

Back to Table of Contents

Managing Templates

Editing a Template from the Templates List

1. In digital banking, select Manage ACH from the top menu, then Templates from the left-
side menu.

2. Hover over the template on the list to edit.

3. Select Manage Template.
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View my Make a Pay my Manage
Accounts Transfer Bllls Users

Manage ACH @ Templates @ Create aNew Template i More

@ Templates

Q_ wnat are you looking for?

Q [pear = = Sonif
0 Upload Pass-Thru
NACHA CCD CREDIT AND D_O1 $14.44
Approvals 3
Crodit Businesses {CCD) 84510 MONSTERS INC =
heduled
@ Schedibal NACHA CCD CREDIT AND D_02 | #° Manog $55.55 -
= Dobit Businosses (CCDY) *B4.590 MONS @ Recurring a2 FE
History
NACHATEL22.23_01 $2323
>
G Reciplents Tolophone Authorized Collection (TEL) ~ *BASI0  MONSTERS INC e
NACHA TEL 82.23_01 $2323
o Limits & Cut-off Times Schedule >
= Tolophona Authorizod Colloction (TEL) ~ *“BAS10  MONSTERS INC a2

4. To edit the template recipients, select Recipients. From here the amount can be edited.
Selecting the down arrow next to a recipient will allow the recipient details to be edited.

View my Make a Pay my Manage
Accounts Transfer Bills Users

Q. What are you looking for?

& Back to Templates

Manage ACH

@ Templates @ NACHA CCD CREDIT AND D_02 [ schedule i More
0 Upload Pass-Thru Reciplents Detalls

O Approvals 2 total reciplents © Add or Ede Reclplents
@ Scheduled Q__Search ecinlents L Mame (A-71 v

A “John Smith Collect
History

ing"63M | 1234 $nn
D Recipients

o Limits & Cut-off Times

[ Heta [ prencte @ Addendum [ogtional]

John Tester Collect
Checking*2223 | 10 $ 44.44

“ Caneet

5. To make a change to the template details, select Details. From here the templated
details can be edited, including Template Name, Company Name, Description, Offset
Account, and Restricted Template setting.
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Please note: If editing a recurring template, a message will display indicating that the
template, and all future scheduled requests in the series, will need to be re-approved. Click
Continue before proceeding.

6.

Click Save. A green toaster message will indicate that a template was updated.

Editing a Template from the Scheduling Screen

1.

2.
3.
4

In digital banking, select Manage ACH from the top menu, Templates from the left-side
menu, then Schedule to the right of a template on the list.

Make an edit to the template such as amount, occurrence, deliver by date, etc.

Check the box to save changes to template defaults.

Select Review, then Submit. A message will be displayed indicating that the template
was successfully submitted.

Deleting a Template

21|

1.

2.

In digital banking, select Manage ACH from the top menu, then Templates from the left-
side menu, then the template you want to remove from the list.

Select More at the top right, then Delete. A message will display, asking if you're sure
you want to delete the template. If you'd like to proceed, select Yes. A green toaster
message will indicate the template has been deleted. If you decide you don’'t want to
delete the template, select No, which will return you to the previous workflow.



SELCO

Wi Yo B o2 View my Make a Manage

Accounts Transfer Users

& Back to Templates

Manage ACH

@ Templates @ NACHA CCD CREDIT AND D_02

0 Upload Pass-Thru ) :
Are you sure you want to delete this template? Deletion does not affect templates

that are pending approval by another user or approved templates ready for

processing by your financial institution.
Approvals
P
© scheduted N
.
l':.\ Historw

Back to Table of Contents

Approving/Rejecting ACH Templates
& Single ACH Transfers

Viewing Templates & Single Transfers in the Approvals Queue

1. In digital banking, select Manage ACH from the top menu, then Approvals from the left-
side menu.

2. Templates can be searched for and/or the results can be sorted and filtered by selecting
Sort & Filter at the top right.

3. Select the Sort function desired from the menu.

View my Make a Pay my Manage Send Manage
What 7
SRR B Accounts Transfer Bills Users Wires ACH

Manage ACH Approvals © Approve All Requests
@ Templates
© upioadpass-Th

Q Seorch tempistes.

B Crodur ; Sty Amount Mightolow) v
Approvals
Payroll Limit Alert Test $288.80
© scheduied = Poyroll Direct Depos (PP0) | 'BASI0 (3 Now. 10,2023 i
@ History Test1 $76.42
= Dobit Comsumers (PPD}  “BAS10 @ Recuming | {3 Aug 31,2023 a
Recipients
(SR Test CCD DEBIT $55.55
= Debit Businesses (CCD) *84-510 w2
Q) vimits & cutofr Times
NACHA CCD CREDIT AND D_02 $55.55
Dot Gusinosses [CCD) '84S0 @ Recuring | [ Aug 31,2023 a2
NACHA CCD CREDIT AND D_01 $14.44
: Crocn Businesse (CC0) | “BASI0 | [ Aug 25,2022 a3

MACHA CCD CREDIT AND D_01 $14.40

wodn Businesses (CCO) | "B4S10 | (3 Aug 1, 2023
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Approving an ACH template & Single ACH Transfer

Approving All Requests

1.

2.

In digital banking, select Manage ACH from the top menu, then Approvals from the left-
side menu.

Select Approve All Requests at the top right. A green toaster message will indicate all
the templates were approved, which will include the number of templates. A yellow
toaster message will indicate if only some of the templates were approved, including the
number that were approved and the total number of templates.

SELCQ

Manage ACH Approvals © Aoprove Al Beauest
plates

O ts & Cut-off Time

n »+ B @ o P
e & [Ncua

I 5 out of 6 lemplales wara approved I

Approving Individual Requests
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In digital banking, select Manage ACH from the top menu, then Approvals from the left-
side menu.

Select the template from the list to approve.

Click or tap Approve. A green toaster message will appear indicating the template was
approved.



View my Make a
Accounts Transfer

Q. What are you looking for?

& Back1o Approvals

Manage ACH

@ Templates Test CCD DEBIT & Print

0 Upload Pass-Thru

Confirmation number
8972433522

G Approvals
Date submited Occurs Deliver by

@ Scheduled Aug 9.2023 2:39 PM POT One time & Aug 10,2023
Dedivery type Submitted by

@ Hswoy o
Same Day MONSTERS INC

O Recipients Transaction type MNumber of reciplents Payment total
Deblt Businesses (CCD) 2 35555

o Limits & Cut-off Times

Offset account

BUSINESS CHECKING ACCOUNT "84-510

> Reciphent deta

-

Rejecting an ACH Template & Single ACH Transfer

1. In digital banking, select Manage ACH from the top menu, then Approvals from the left-
side menu.

2. Select the template from the list to reject, then click or tap Reject.

3. Enter the reason for rejecting and select Reject. A green toaster message will indicate
the template has been rejected.

View my Make a
Accounts Transfer

Q@ What are you looking for?

& Backto Approvals

Manage ACH

@ Templates Test CCD DEBIT & P
0 Upload Pass-Thru

Confirmation number
8972433522

0 Approvals
Date submited Oceurs Deliver by

@ Scheduled 5) Aug 9. 2023 2:39 PM PDT @ One ume ) Aug 10,2023
Delivery type Submitted by

@ History :
Same Day MONSTERS INC

O Recipients Transaction type Number of reciplents Payment total
Debit Businesses (CCD) 2 §55.55

O Limits & Cut-off Times

Offset aceount

BUSINESS CHECKING ACCOUNT *84-510

v  Recqien details

=
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ACH Reversals

You have the option to submit ACH Reversal files for qualifying transactions. Reversals are only
allowed within 5 business days of the deliver-by date. Reversals are not allowed for pre-notes or
an entry with a hold status. You're obligated to schedule correcting files after submitting the
reversal unless it was a duplicate. When ACH reversals are processed, the amounts reversed
credit back to the daily and monthly limits. Additionally, when reversals are done, the recipient
will be sent an email notification informing them of the reversal.

Submitting an ACH Reversal

1. In digital banking, select Manage ACH from the top menu, then History from the left-
side menu.

2. Highlight the template on the list to submit for which a reversal needs to be submitted.
(This must have a status of Succeeded.)

View my Make a
Accounts Transfer

Q. What are you looking for?

Manage ACH History 4+ Exqort
Templates
Q. Search = Sori & Fiter
0 Upload Pass-Thiu
Thursday, Aug 10
O owovas
Test CCD» DEBIT 85555
Dot Busine CO) | BASO! | MONSTERSINC
@ Scheduled
NACHA WEB 8.2.23_01 $4.44
@ History = Intermet Authorized Coboction (WEE) | "BASI0 | MONSTERS INC 22
Thursday. Aug 03
O Recipients
NACHA CCD CREDIT AND D_01 §14.44
£ (CCD) | "BASI0 | MOWSTERS NG
Q) uimits & cut-off Times
NACHA CCD CREDIT AND D_01 §14.44
B C ERS N E
Wedaesdoy, Aug 0
Test TEL $23.23
MONSTERS INS a3 Succoad
TESTWEB 1 $4.44
Mo
Test1 $76.42
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3. Select More, then ACH Reversal from the menu.
Template Details X

Test CCD DEBIT

=& Print i More

Confirmation number

# Export
7268073147

~4  ACH Reversal
Date submitted Occurs Deliver by
Aug 9, 2023 2:49 PM PDT © One time Aug 10,2023 [ Copy Template
Delivery type Submitted by
Same Day MONSTERS INC
Transaction type Number of reciplents Payment total Approved by
Debit Businesses (CCD) 2 $55.55 MONSTERS INC

Offset account

BUSINESS MEMBERSHIP SAVINGS *84-501

4. The ACH Reversal entry modal will be displayed. Check the individual recipient entries

to reverse or select All Recipients to reverse all entries in the template.

5. A message will display on the reversal screen notifying the user that they are obligated

to schedule correcting files after submitting the reversal unless it was a duplicate.

6. Select Continue.

& ACH Reversal %

o Your business Is responsible for Initiating a correcting file that corrects the participant entries contained in your reversal file. The exception

to this rule Is If the file you submitted was a duplicate file.
Select the transactions you would like to reverse or click All Recipients to reverse the entire file.
D All Recipients Oof2

D "John Smith

Checking "6311 Bank of America - 051000017

$1N

D John Tester

Checking *2233 COLUMBIA CREDIT UNION - 323383349

cancel

$44.44

7. In the Recipient Details section, assign a reason and enter an email address for the

recipient. A reason must be selected from the drop-down menu for each reversal. If the
reason for the reversal does not match one of the options on the list, the transaction is
not eligible for reversal. This message will then display: “You must make a reasonable
attempt to notify the recipient of the reason for the reversing entry no later than the
Deliver by Date of the reversing template.”



& Recipient Details b4

You must make a reasonable attempt to notify the receiver of the reason for the reversing entry no later than the Deliver By date of the reversing

template.
"John Smith Reversal Amount
Checking *6311 Bank of America - 051000017 1
Reason v

Duplicate entry
Incorrect reciplent
Incorrect dollar amount
Incorrect date

Termination/separation from employment

8. Select Review and then verify that all the of the information is correct.
9. Select Submit ACH Reversal. A message will be displayed, indicating the reversal was
submitted successfully.

Back to Table of Contents

Viewing/Canceling Scheduled Templates
& Single Transfers

Viewing Scheduled Templates & Single Transfers

1. In digital banking, select Manage ACH from the top menu, then Scheduled from the left-

side menu.
2. Select the Sort & Filter Icon at the top right and choose the desired sort & filter options.

The templates will be displayed on the list.
3. Select a template from the list to view the details of the scheduled template.
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View my Make a Pay my Manage
Accounts Transfer Blils Users

Manage ACH @ Scheduled

(@ Templates

Q. What are you looking for?

Q, search = [
0 Upload Pass-Thru
4] B T er— v
O Approvals
hursday, Jul 27
(© scheduied Test $77.00
= Debt Consumers PPD)  'BASID | MONSTERS INC az
© rsoy B
$76.00
0 Recipients 4.5 MONSTERS INC -
O vimis & cutof Times
Payroll Limit Alert Test $28886
= Payroll Oivect Deposit PPD) | *B4-S10 | MONSTERS INC P
Friday, Aug fl
NACHA CCD CREDIT AND D_01 $14.40
e cco) BA-S10 MONSTERS INC W3
Friday, Aug 25
NACHA CCD CREDIT AND D_01 $14.44
Busivesses (CCD)  'BASI0 | MONSTERS INC 23
Thursday, Aug 21
Test1 $76.42

Canceling Scheduled Templates & Single Transfers

1. In digital banking, select Manage ACH from the top menu, then Scheduled from the left-
side menu.

2. Select the request to be canceled from the list. The Template Details screen will
populate and display all the template details.

SELCO

Make a
Transfer

Manage ACH © Scheduled

@ Templates

Q. wnat are you looking for?

Q s -
o Upload Pass-Thru
B coavoese [ 1 Dote fAscend v
O Approvals
Thurcoy, b 27
© scheduea Test $7700
Debt Conmumers PPO) | BASI0 | MONSTERS NG it
History PR T
Test1 $76.00
() reciplents = Dot Comsumers (PE) | BASIG | MONSTERS NG az
Thursday, Aug 10
Q) uimis & cutor Times
Payroll Limit Alert Test $288.86
si50 | MONSTERS INC o
$14.40
MONSTERS I
MNACHA CCD CREDIT AND D_01 $14.44
Tharsdey, Aug 31
Test1 $76.42

28 |



3. Select the blue Cancel Template button. A screen prompt will ask if you're sure you
want to cancel the template. If you'd like to proceed, select Yes. A green toaster
message will indicate the template has been canceled. The template will move to the
History tab and will be displayed with a status of canceled.

Template Details

Test1

Confirmation number

3042034176

Date submitted
Jul 25, 2023 4:04 PM PDT

Delivery type
Standard

Transaction type

Debit Consumers (PPD)

Offset account

BUSINESS CHECKING ACCOUN

Are you sure you want to cancel this template?

Mo

T *84-510

Oceurs
@ One time
Submitted by

MONSTERS INC

Number of reciplents
2

=& Print ¢ More

Deliver by
Jul 27,2023

Payment total Approved by
$77.00 MONSTERS INC

Back to Table of Contents

ACH Template & Single ACH Transfer History

Viewing ACH Template & Single ACH Transfer History

29 |

1.

2.
3

In digital banking, select Manage ACH from the top menu, then History from the left-

side menu.

Requests can then be searched for and/or the list can be sorted and filtered.

Locate the request from the History list. The status will be displayed to the right of the
request. (A status may show as Expired, Canceled, Succeeded, Fl Rejected, or
Rejected.) The request will also show the number of recipients, the name of the request,
the type of transaction, the last few digits of the offset account, and the business name.
The template’s history can be exported by selecting Export at the top right.
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View my Make a
Accounts Transfer

Q. What are you looking for?

Manage ACH History + Export
Templates
Q s =
@ Upload Pass-Thiu
4] t g
O Approvals
Thursday. Aug 10
@ Scheduled Test CCD DEBIT $5555
Debit Businesses {CCE 84501 MONSTERS NG PR o
@ History
MACHA WEB 8.2.23_01 $4.44
© Fecpiens
O Limits & Cut-off Times MNACHA CCD CREDIT AND D_01 $14.44
NACHA CCD CREDIT AND D_01 $14.44
Test TEL $2323
TEST WEE1 $4.44

To view more details, select a request on the list.

The Template Details screen will show additional details for the request, including the
confirmation number, the date submitted, the occurrence frequency, deliver-by date,
delivery type, business name submitted by, transaction type, number of recipients,
payment total, the offset account, and recipient details for which the carrot icon must be
selected to display. For the recipients, it will show the recipient(s) name, account,
financial institution, amount, and any addendum.

The template details can be printed by selecting the print icon at the top right. They also
can be exported by selecting More at the top right and then selecting Export.

The template can be copied from the Template Details screen by selecting More at the
top right and then selecting Copy Template.



Template Details

Test CCD Credit

Confirmation number

4192895014

Date submitted

Jul 27,2023 12:10 PM PDT

Delivery type
Standard

Transaction type

Credit Businesses (CCD)

Offset account
BUSINESS CHECKING ACCOUNT "84-S10

~  Recipient details
Reciplent Account
“John Smith

Checking "6311

John Tester Checking *2233

Occurs

(© Onetime

Submitted by
MONSTERS INC

Number of recipients
2

Financial Institution

Bank of America - 051000017

&= Print i More
# Export

[0 Copy Template

Deliver by
Jul 28,2023

Payment total

$1.20

COLUMBIA CREDIT UNION - 323383349

Limits & Cutoff Times

Viewing Business ACH Limits & Cutoff Times

31|

Approved by
MONSTERS INC

Pay Addendum
$110

$1010

Back to Table of Contents

In digital banking, select Manage ACH from the top menu, then Limits & Cut Off Times

Q What are you looking for?

Manage ACH

@ Templates
0 Upload Pass-Thiu
O Approvals
@ Scheduled

History

O Recipients

O Limits & Cut-off Times

View my
Accounts

O Limits & Cut-off Times

Dally Cut-Off
@ 2:30 PM US/Pacific

Make a Pay my
Transfer Bills

Same Day Cut-Off

Credit Limits

Daity

$28BB.86 used
[ ]

Monthly
$343.25 used

[ ]

Same Day ACH
$10,000.00

$10.000.00

$10,000.00

& 9:30 AM US/Pacific

from the left-side menu. The ACH limits & cut-off times will then be displayed.
The limits are broken into debit and credit categories and will display the current amount
of the limit used for the day and the month.

Debit Limits
Daily

$1110 use

I

Monthly
$270.74 used
[ ]

Same Day ACH
$10.000.00

$10.000.00

$10.000.00
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ACH Alerts

Users can enroll in Business ACH Alerts. These can be received via enrolled channels,
including email, mobile phone, and push notification. There are two types of alerts for Business
ACH—subscription and security alerts:

Subscription Alerts

e ACH Approval: Sent when a business ACH Template requires approval.

o ACH Template Limit Violation: Sent when a business ACH Template changes to a hold
status because of a limit violation.

o ACH Template Rejected By Fl: Sent when a business ACH Template is rejected by the
financial institution.

e Business ACH Template Has Insufficient Funds: Sent when a business ACH template
fails balance check and is being held from processing due to insufficient funds.

Security Alerts

e Business ACH Recurring Template Failed: Sent to Business Users when a recurring
ACH Template fails to be scheduled due to a zero-dollar entry or other issue with the
template.

o Business ACH Template Failed Pre-Funding: Sent when the offset account in a business
ACH credit template fails the auto-debit/pre-funding process due to insufficient funds.

o ACH Template Expired: Sent when a business ACH Template goes past its send-on date
while awaiting approval.

o Business ACH Reversal Notification: Sent to ACH recipients when a debit or credit
reversal transaction is processed.

Enabling Business ACH Subscription Alerts

1. In digital banking, select the menu icon (ellipsis) from the top menu, then choose Alerts
and Business.
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Accounts Transter
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Documents & Statements

Welcome, MONSTERS INC  Last Login: Jul 28 9:18 am
Dashboard Alerts
Recent Transactions : CashFlow 30 Days HTegtel Hellcy,
Cash Accounts sl -
ancos $2004600.31 No activity this month Overdraf Protection N
5 Stop Payment -
BUSINESS MEMBERSHI n o
o 5000 Skip Payment
Depost Dividend 0,250 $658.84 T
BUSINESS CHECKING A.. A Seong: coillng: biecs.to your SELCO/CS
$3.104,610.31 Switeh Depasits & Payments
SRR C Deposa Dividend 0250
Loan Payoft
: e Letu
e scure Forms
Depost Dividend 0250 s63z41
: )
M M i L 3susau 31z001
Manc

Deposi Divide

Move the slider button to on; it will turn green.

Select the carrot icon to expand the ACH Approval Alerts. Enable the alert types
desired by checking the box next to the desired alert delivery options (email, mobile
phone number, push notification).

SIN

Please note: For push notifications to be enrolled, you’ll need to be enrolled for push
notifications on the SELCO app. If you’re not enrolled, you won’t be able to enroll in ACH
Alerts on a browser.

4. If your contact information needs to be changed, select Edit Contact Information.
5. Select Save.

View my Make a Pay my
Accounts Transfer Bilis

Q  What are you looking for?

Alerts O Subscription Alerts
o Subscription Alefts
Accounts Cards Business
0 Security Alerts @ | AcH Approval Alerts [ - Send alerts to:

0 Alert History

Be notifled when a template Is submitted requining approval Email
Khoochiinaselco.org v

Mobile Phone Number
(360) 213-7626 v

Push Notification @&

Enabling Business ACH Security Alerts

1. In digital banking, select the menu icon from the top menu, then select Alerts.
2. Select Security Alerts from the left-side menu.
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3. Check the box next to each of the desired delivery methods (email, mobile phone, push

notification)

4. Select Save. A green toaster message will be displayed indicating that your security alert
preferences have been saved.

SELCO

Alerts
D Eocunty Al
0 et Minkary

0 Security Alers

[ ]

* =i vl b i “ A iyl Feasiiran P e By
srerecd b 1 - empiehery drosbien]
-
g Py
L1 1" - Cardl Y
vl B oo «| O}
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L Pl

Aein o Fraems
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Business Task Center Dashboard

The Business Task Center dashboard helps you manage key business tasks, bringing together
all pending approvals and actions into one centralized location. Access to the Business Task
Center dashboard is automatic upon login and is visible on your digital banking homescreen.

Dashboard

Cash Accounts sessaon

BUSINESS MEMBERSH EAVINGS
$0.74 s

s

EUSINESS CHECKING ACCOUNT *53.5%

$65,379.40 snnie

sesarae0

Zelle’ is now available in
the SELCO App.

START NOW
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Recent Transactions

Friday, Nov 15,2024

Withdrawal Debit Card BAY
AREA HOSPITAL

ECXNG ACCOUN
Trarsaay, Nov 1, 2024
Withdrawal Debit Card POS
#12345678900 WM

SUPERCENTER #1830 Wal-
Mart

Withdrawal Debit Card POS
#12345578000 TELEVEN

‘Wednesday, Nov 13, 2024

wiharawal Debnt Card POS
£12345578000 T-ELEVEN

$12.35

$8279

219

S8

Extra Account Security
Enhance your aCCount Securtty with push authenticason.

Dismiss
€< = >
CashFlow 30 Days Quick Links
No activity this month
. bk How.Tos and FAGs >
“ i i
Education Center & Caleulotors >
Month to Date ACH Summary Shop for a Viehicke »
Tompistes eomies
a a Apgly for a Morigage >
creans peons
1 3
Task Center
ota crean § ——
$55.00 $019 7 Tasks

B |~ o




Understanding Task Queues
The dashboard summarizes all pending tasks. These items are categorized for clarity and are a
direct reflection of your role and permissions. The task queues you may encounter include:

e Business ACH Approvals. These tasks include approvals for ACH templates and
Business Single ACH approvals. The count reflects the number of ACH approvals

awaiting action.

o ACH Notifications of Change (NOC) & Return Items. These tasks include
Notifications of Change (NOC), which occur when updates (e.g., changes to an
account’s routing or account number) are required and Return items, which refer to
rejected payments that need to be reviewed and resolved. The count reflects the number
of NOC and Return items awaiting review.

Executing Tasks

To act on a specific task category, click on the task you want approved or reviewed.
e To approve ACH payments, click on the ACH Task to reach the ACH approval screen.

o To address ACH-related issues, click the NOC and Returns Task, which will take you to
the NOC/Return page in ACH to review the pending tasks.

Once you are on the specific task screen, review the details of each item and select Approve,
Decline, or Resolve. The task will then be cleared your dashboard.

When all tasks within your queues have been completed, the dashboard will display the
following message confirming that all assigned tasks have been addressed:

Task Center

You're all caught up!

Nothing to review at this time.

Back to Table of Contents

Enabling Business ACH Permissions for Users

A Business Admin or user with the appropriate Manage User entitlements can enable Business
ACH Permissions for any user that should access/manage ACH.
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Business ACH Permissions

1.

2.
3.

In digital banking, select Manage Users from the top menu, then Roles from the left-
side menu.

Under the user’s permissions, scroll down to Business ACH.

Enable the ACH permissions desired from the following:

Add ACH Templates

Delete ACH Templates
Import ACH Templates

ACH Reversals

Approve ACH Templates
Access Restricted Templates
g. Schedule Same Day ACH

~Po0Tw®

If enabling additional permissions, move on to step 5 in the next section of permissions.
Otherwise, select Save. A green toaster message should be displayed indicating the role
has been updated.

Business ACH Recipient Permissions
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Enable the ACH Recipient Permissions desired from the following:

a. Add Recipient
b. Delete Recipient

If enabling additional permissions, move on to step 7 in the next section of permissions.
Otherwise, select Save. A green toaster message should be displayed indicating the role
has been updated.

SELCO
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Business ACH Transaction Type Permissions

3. Only transaction types that SELCO enables for your business will display. Here are all
the transaction type permissions that can be set:

S@meo0Tp

Credit Businesses (CCD)

Debit Businesses (CCD)

Corporate Trade Exchange Debit (CTX)
Corporate Trade Exchange Credit (CTX)
Payroll Direct Deposit (PPD)

Debit Consumers (PPD)

Telephone Authorized Collection (TEL)
Internet Authorized Collection (WEB)

If enabling additional permissions, move on to step 9 in the next section of permissions.
Otherwise, select Save. A green toaster message should be displayed indicating the role
has been updated.

Business ACH Limit Permissions

For a user to initiate ACH, they will need to have limits set. A user’s limit should fall within
SELCO’s designated ACH limit for the business.

37|

1.

Only limit categories that have been set for the business will be displayed. Here are all
the limit categories that can be set:

~0oo0TD

Max Monthly Debit Limit

Max Daily Debit Limit

Max Monthly Credit Limit

Max Daily Credit Limit

Max Per Same Day Debit Transaction Limit
Max Per Same Day Credit Transaction Limit

If enabling additional permissions, move on to step 11 in the next section of permissions.
Otherwise, select Save. A green toaster message should be displayed indicating the role
has been updated.



Business ACH Company Access Permissions

SELCO
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Users will need to be granted access to offset accounts to initiate ACH.
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1.

Either check the box for All Companies to grant access to all the available offset
accounts listed for the business or check the individual boxes next to each desired offset

account.

Select Save. A green toaster message should be displayed indicating the role has been

updated.

Back to Table of Contents
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