AL alloya

Corporate Federal Credit Union

Importing a Payment Set into a Work File

The Work Files tab is used to create and release manual ACH files for processing. A Payment Set can be
imported into a Work File, modified if necessary and manually submitted.

Note: Only items in an existing payment set that are active, with a Start On date previous to the current
date and a status of Approved will import.

Create a New Work File:
=~ Test CU 2

- Review/Release

1. Click the Work Files tab at the top of the screen.

2. Click Work Files again on the left side under your credit union name.

3. Click the New button in the center of the screen.

[ostie | vew |
Create a New File

4. File Name: Enter the name you want to call this work | Client: Test CU 2

file. You can use the name of the payment set;

: : q_File Name > |
however, the name cannot include special characters N inte Destination Namb S 1987655
and must be unique. mmediate Destination Number

Immediate Origin Number |0628628628

5. Click Save to save the file name. [ﬁ |m]

=~ Test CU 2
6. Click on the + sign in front of Work File name you just created on the left side. Y .
=8 Work Files

7. Click on the word Batches under the Work File name. = Test CU 2

: Work Files

: Import PS

8. Click on the New button to create a new batch. i

3/2020 1



AL alloya

Corporate Federal Credit Union

Importing a Payment Set into a Work File

Batch Information

Client: Test CU 2 Work File: Import PS
H Reversals
9. Enter a Batch Name and the Effective Date. The Entry fmporc 75 |t Changing the Aeversal st i
result in updates ta existing batch items
SEC Code: [(PPD) Pre-Arranged Payment and Dep[~]

Description will populate when the Payment Set is

Service Class (200) Debits/Credits | v

Cross-Border Information

imported.

Company 1D: [0628628628 : TestCU2 V| sowree Destnaton
Compury leme: (SR ] -
. . Effective Date: pshezoe | Z " )H. —
10. Effective Date: Select the next business day. P Eawes ] pae vt [ ]
:.L.tzysg:?pﬁ:‘fﬁ ~ Exchange Rate:
11. External Source: Select Pay Set from the External
riptive Date: ernal Source: O none @ pay Set
Source. Use the dropdown to select the Payment Set. P — e M—
P— ——

Import on Save

12. Check the Import on Save button.

OFFSET INFORMATION

Level: Tter

ABA 2:

=S

TranCode:

Account #:

13. Click on Save to save your settings.

Optional: You can view the item details after they are imported. Data can be modified before creating the file by

clicking on the word Items under the applicable work file.

=~ Test CU 2

;,,.g
- Import PS
Edit File

Client: TestCu 2

Create the ACH File:

1. Click on your Work File name on the left side.

2. Click on the Create button to create the file.

File Name

Import F5

Immediate Destination Number 271987615 | Name [alloya Corporate (CL)

Number 0628623628 Name |[Test CU 2

File Summary (pre-build)

Reference Code

[

Tmmediate Origin

AFile Summary breakdown will display. Close or click cancel if everything
is correct.

# Batches|# Debit Items Total Debits # Credit Itumll'l'ohl Credits

A second user with ACH authorization will need to Review/Release |L s osoon s losoon |
the file.
Review/Release the File:

Client: Test CU 2

= TestCU 2

- ABC Honda 061313

1. Click on the Work Files tab.

Modifier

File Created D

Batch Count Total Debits($) Total Credits(

2 CIICk on the ReVieW/ReIease on - CCD Addenda [ | |iith johnson|11/14/2013 |a 1 250.00 250.00
: - jim johnson
the IEft. - nacha Reject

- payment set
- payroll abe

- prenote

3. Click on the notepad —"1’ icon in
front of the Work File you want
to release.

- transfer

- transfer cul

(rﬂﬁmﬁ%@\

4. Once the screen opens, click the Release button.
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