A ACH Services — Receipt

ACH Returns and Notifications of Change
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There are several options for processing ACH returns and notifications of change (NOCs).

e Deriving individual returns through the browser

e Deriving multiple returns through the browser

e Creating manual returns through the browser

e Sending Nacha formatted files via FTP

e Uploading files to the browser with required dual secondary approval

Approval/Dual Control Requirements for Returns and NOCs

Uploading return files in the browser — Requires dual approval by a second user.

Derived returns and NOCs — Secondary dual control in the system defaults to no secondary approval. The system
still requires a second approval; however, the user that created the returns and NOCs can approve and release

their own returns and NOCs.

Sending return files via FTP — Secondary dual control in the system defaults to no secondary approval.

Users with rights to approve and release will see a notification on their Home page indicating that there is an

ACH File Ready for Approval and Release.
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Create One Derived Return or NOC

Users may choose to create multiple returns or NOCs one at a time. Each transaction should be completed
before searching for the next item. Derived returns can be processed for any items received after January 1,
2020, provided your credit union has been on Alloya’s ACH Services since that time.

For each return or NOC:

Search and find.

Create derived transaction.
Submit for approval.
Approve and release.

PwnNhPR

Search and find next item.
There is functionality to derive multiple returns, which is described later in this document.
To create a derived return or NOC, you must first search for the transaction you want to return:

e Select the ACH tab.

e Select the Search tab.

e Search For: Select from the drop-down.

e Date Range: Use the calendar icons to select a date or date range. Using a short date range will minimize
the number of results displayed from the search.
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Upload/Download Approve Raloaca earch Create ACH Transactions

0

Search Far:CAll Entries _’) = | Date Rangg;

Overview

03/01/2021 4 To [03/01/2021

Enter the information you would like to search on. Click Search to run.

Armount - | Equal To -

Search Reset Save Query Load Query

e Once you have input the criteria, select the Search button or press Enter.

e 0Odd amounts can usually be searched by just the amount, especially if you select a small date range.

e Searching by trace number and dollar amount are also recommended search criteria.

e Results will show incoming and outgoing items. To only display incoming items, the + sign provides
further search criteria. Click the + sign and select Direction Equal To Incoming.

Additional information on the search functionality is available here.
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Upload/Download Approve/Release Search Create ACH Transactions Create AC

Search For: | All Entries ~ | Date Range: 03/01/2021 44 To [03/01/2021 ﬁ

Overview

Enter the information you would like to search on. Click Search to run.

Amount * | EqualTo - | |$715.76 ®
And
Direction - |Equal To anuming %
Search Reset Save Query Load Query

Adding further search criteria will help narrow the search response. Click the + sign multiple times to narrow the
search. There are many search options available.



https://www.alloyacorp.org/wp-content/uploads/sites/2/2021/04/ACH-Search-Function-in-Premier-PayLOGICS.pdf
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+ O And - Enter the information you would like to search

Amount - Equal
And
' Direction -  Equal

Alloya - Member Credit Union Test Destination RT -«

Alloya - Member Credit Union Test ISN

Sear| Alloya - Member Credit Union Test Sending RT iuery

Amount

Total En{ g ch Settlement Date

- Business Date -
510301 Created From Template Name

Debit/Credit

DFI Account Number

Diraction

Effective Entry Date

File Cut-off Date/Time

Healthcare Payment

Name

Originated In Alloya - Member Credit Union Test

Receiving DFI Identification

Same Day

Standard Entry Class Code

Status -

The results of the search will appear below the search box.

Trace Number
021000020262597

In some cases, you will get multiple items in the search results.
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The Best ACH CU (211191044) | Chiange

Amount - el - st x
nd +
a0
Ciectin + EquiTo ~ Inoming *x
search  Resst  Savequery  Load Query

Total Entry Count: 51 Total Entry Aot 53,0500
wPogeiclSmn  GIPGET
Alloya - Mambar Cradit Union Test ISN. Direction Status

DFI Account Humber Tracs Humber Amount

Efeciv Enry Datn

Standard Entry Clas Code Transaction Cods
Credit, Depost

Depending on the number of results, you can either add further search criteria to narrow the results or identify
and select the correct item to return.

You can view the item details by clicking on the item line. You can use the back button to go back to the list if
you need to review other items to locate the item for which you want to create a return or NOC.

ENTRY INFORMATION

ISM:

Individual Name:

Individual Identification Number:
Payment Type Code:
Receiving DFI Identification:
DFI Account Number:
Account Type:

Credit/Debit:

Transaction Code:

Amount:

Batch Settlement Date;
Entry Trace Number:

Entry Derived From:

210301020053539257
TRACEY COMPTON
Sam Reschly

Single Entry - (5)
211191944
*5188808109*
Checking Account
Credit

22 - Checking Credit, Deposit
$100.00

02/08/2021
1243031272071413

None

T o 1

Print as PDF
Derive Return
Derive Notification of Change

Once the item for return or NOC is identified, choose either the Derive Return or Derive Notification of Change

from the Options box.
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ENTRY INFORMATION

ISN:

Individual Name:

Individual Identification Number:
Payment Type Code:
Receiving DFI ldentification:
DFI Account Number:
Account Type:

Credit/Debit:

Transaction Code:

Amount:

Batch Settlement Date:
Entry Trace Number:

Entry Derived From:

210301020053538823
ROBIN LEACH

PETER ROUSCULP
Single Entry - (5)
211191844
*5513007254*
Savings Account
Credit

32 - Savings Credit, Deposit
£100.00

02/09/2021
271291820001128

None

Print as PDF
Derive Return

Derive Motification of Change

Once the Derive Return or Derive Notification of Change option is selected, the system wizard will step you

through the process.

e Effective Entry Date — Do not change the date. The system will default to the correct original Effective
Entry Date.

Origination Type: Corporate Return - (CCD)
standard Entry Class Code: Corporate Credit or Debit - (CCD)
064208194

CNS SETTLEMENT

EBT SPC

012121

CALL CNS SETTLEMENT
Effective Entry Date: | [WJWEFIFIF =l

Jan v |2021 -

Company Identification:
Company Name:

Com pany Entry Description:
Com pany Descriptive Date:

Com pany Discretionary Data:

Tu We Th Fr s ltinue

27 28 29/ 30 3 1 2
3 4 5 6 7 8 g
100 11 12| 13 14| 15| 16
17| 18| 19| 20/ 21| 22| 23
24 25 26| 27 28| 29 30
31 1 2 3 4 5 6

Show Today Done

e Select Done on the calendar and then the Continue button. The original entry information will be
displayed for verification that the correct item was selected.
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Original Entry Information

ISN:
Individual Name: ROBIN LEACH
Individual Identification Number: PETER ROUSCULP
Receiving DFI Identification: 271291826
DFI Account Number: *5513007254*
Original Entry Account Type: Savings Account
Original Entry Credit/Debit: Credit
Transaction Code: 31 - Savings Credit, Return/NOC
Amount: $100.00
Payment Type Code: Single Entry - ()
Original Entry Trace Number: 271291820001128
Original Receiving DFI Identification: 21119194

Return Information

Return Reason Code: -

Addenda Information:

e Select the Return Reason Code or NOC Code from the drop-down.

Original Entry Information

ISN:
Individual

Individual Identification N[pg 7 - Insufficient Funds

Receiving DFI Identif{ RO2 - Account Closed
R03 - No Account/Unable to Locate Account
DFI Account Nipg4 - Invalid Account Number
Original Entry Accoun RO5 - Unauthorized Debit to Consumer Account Using Co
RO6 - Returned per ODFI's Request
Original Entry Credit pg7 - Authorization Revoked by Customer
Transactiof R08 - Payment Stopped
RO9 - Uncollected Funds
AIR10 - Customer Advises Originator is Not Known to Recel
Payment Typi R11 - Customer Advises Entry Not In Accordance with the
. R12 - Account Sold To Another DFI
Original Entry Trace Nip14 - Representative Payee Deceased or Unable to Contin
Original Receiving DFI Identif{ R 15 - Beneficiary or Account Holder (Other Than a Repres
R16 - Account Frozen
R17 - File Record Edit Criteria
R20 - Non-Transaction Account
R21 - Invalid Company Identification
R22 - Invalid Individual ID Number

Return Reason Code: v —

Return Information

If the Return Reason Code requires additional information, the system will prompt the user to add the required
information. For example, if the R15 return code was selected, the system would prompt the user for the Date
of Death.
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Amnunt_ €100 00

Payment Typih Mar T 2021 o~ J

Original Entry Trace N sy Mo Tu We Th Fr Sa

Original Receiving DFI Identifi 232 1 2 3 4 5 6

£ 8 9 10/ 11| 12| 13

Return Information 14)| 15 18 14| 18] 19)) 20
21| 22| 23| 24| 25| 26| 27
Return Reason Code: 28 29 30 AN ! 2 3 (otk ~
Addenda Information: Show Today Done
Date of Death: m

NOCs will also prompt the user to add the required information.

Change Code: CO1 - Incorrect DFI Account Number -

Corrected Data

Corrected DFI Account Number:

Save Entry Cancel

e C(Click the Save Entry button.

The system will respond with an informational page.
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From here, you can Save as Draft, Submit for Approval, Cancel, or Edit the transaction. The Edit option will allow
you to change the Return Reason or NOC Codes if the wrong code was entered.

Save as Draft Submit for Approval Cancel




A ACH Services — Receipt

Submit for Approval

If the item is submitted for approval the system response will display the screen to approve. The approval can be
completed by the same user that created the return/NOC.

por
Overview Reconciliation Upload/Download Approve/Release

Approve and Release ACH Returns Batch

This ACH Returns Batch must be approved and released before it can be sent out.

Approve and Release Delete

Save as Draft

If the user selects the Save as Draft option, that item will only be viewable to the user that saved the draft on
the users’ Overview page. The user will need to complete or cancel the item, or it will not be processed.

sopros s

BatcHeg On-HoLp

Mo Batches Owgrently On-Hold

My Savep BarcHes (In ProGrEss)

Alloya - Member Credit Union Test ISN Sending Institution
210301020021851747 211191944

Cancel

Selecting the Cancel option will delete the return or NOC.

Create Multiple Derived Returns or NOCs
Premier PayLOGICS offers a quick key option to enter multiple returns.
Some returns are not eligible for use in the quick key option.

e Items cannot be older than 90 days

e No SEC codes of DNE.

e No R14 or R15 return reason codes.

e No dishonored or contested dishonored returns.

To enter multiple returns, select Create ACH Return and then Derive Multiple Returns.
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Home Configuration Administration Resources
Overview Reconciliation Upload/Download Approve/Release Create ACH Transactions

Create ACH Return

 Create Single Return
@® Derive Multiple Returns

Next

Enter the ISN or Trace Number, Amount and Return Reason for each item. Select Add New Row if more than 10
returns are needed. The ISN is not required.

Create Return Entries

* Not older than 90 days

* No SEC Codes of DNE

* No R14 or R15 reason codes

* No returns needing to be dishonored or contested dishonored

Add New Row Ssubmit For Approval Cancel
ISN Trace Number Amount Return Reason
[0s2001188988380 | [84608 | [RO1-InsuficientFunds  ~| Delete
056073611222119 $41.00 R02 - Account Closed ~ | Delete
051000010727079 $3,357.05 R03 - No Account/Unable to Lecate Account ~ | Delete
111000029454588 $258.00 ROT - Authorization Revoked by Customer ~ | Delete
v | Delete
~ | Delete
~ | Delete
v | Delete
~ | | Delete
~ | Delete
FiLe IMPORT
[choose Fite | No file chosen Import CSV File

Validate that the information entered is correct and Submit for Approval.

Returns are saved successfully.

Close

All items submitted for approval will be individually listed on the Approve/Release Tab. The same user that
entered the returns can complete the approve and release.
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M App ove and Release

$500.00 $500.00
£1,650.00 $1,650.00
0,00 $500.00
£0.00 §500.00
0,00 $500.00

$500.00

$0.00 $0.15
£1,610.00

BRNC O0O0000

Approve and Release Selected Batche

Deleting a Derived Return or NOC

If an item(s) was returned in error or an NOC was completed incorrectly, you may be able to unrelease the items
if Alloya has not completed the scheduled export to the Federal Reserve Bank (FRB).

If the item is not eligible for Unrelease, the item has been sent to FRB for processing and cannot be deleted.

From the Approve/Release tab, go to the ACH Originated Batches Recently Released.

11



A ACH Services — Receipt

4L alloya

Home ACH Configuration Administration
Overview Upload/Download Approve/Release Search

ACH TempLATES PENDING APPROVE

Create ACH Transaction

No ACH Templates Pending Approval

ACH FiLes PeEnpinGg ApPrOVE AND RELEASE

No Files Pending Approval and Release

ACH OriGINATED BATCHES PENDING APPROVE AND RELEASE

Creation Time Created By
2/24/2021 2:05:42 AM ClaraFort every Thursday
2/27/2021 6:25:47 PM ClaraFort
2/27/2021 7:31:36 PM ClaraFort
2/28/2021 8:15:43 PM ClaraFort Investment transfer
3/1/2021 10:38:02 AM MMariettaTest
3/1/2021 1:47:33 PM DebFlex Investment transfer

ACH FiLes RecenTLY RELEASED

Create

Mo Recently Released Files

CH OriGINATED BATCHES RECENTLY RELEASED

Release Time Released By ACH Cut-Off Time
3172021 9:57:21 AM MaristtaTest 3/1/2021 12:34:59 PM
3172021 9:57:21 AM MaristtaTest 3/1/2021 12:34:59 PM
3/1/2021 3:01:08 PM AmberFlex

Locate the item.

If the item line has an open box that means the item is eligible to be unreleased.

Debit Amount Credit Amount Creation Date
$100.00 $0.00 2/28/2021 6:23:12 PM
$150.00 $150.00 2/28/2021 6:31:33 PM
$715.76 $0.00 37172021 1:29:27 PM

+ Unrelease

—._-D

Recently released batches from 2/28/2027 3:04:06 PM to 3/1/2021 3:04:06 PM

Unrelease Selected Baiches

Click on the box to insert the checkmark and click the Unrelease Selected Batches box.
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Creation Date ¥ Unrelease
2021 6:23:12 PM
2021 6:31:33 PM
021 1:29:27 PM

ed batches from 2/28/2027 3:04:06 PM to 3/1/2021 3:04:06 PM

Unrelease Selected Batches

The user will be asked to confirm the unrelease.

Company Name SEC Code
2ol Cconfirm Unrelease B

CH

ACE You are unreleasing 1 batchies). Continue?

ACH
ACH | Confirm Unrelease Cancel
WChH oL

Once the item is unreleased, it will be listed on the Overview page of the user that created the item.

That user will need to action the item by clicking on the line item.

L alloya

Chvarview Upload/Download Approve/Release

BATCM oLD

Mo Batches Currently O

Create ACH Transactic

My Savep BATcHES (IN PROGRE

Alloya - Member Credit Union Test ISN Sending Institution Deestii
210301020021851748 211191944

The ACH Creation Wizard will display with the item information. Select Done on the calendar and then Continue.
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ACH Creation Wizard 8

Origination Type: Corporate Return - (CCD)
standard Entry Class Code: Corporate Credit or Debit - (CCD)
Company Identification: 001PENGIPY
Company Name: CMFC LIFE IN5S CO
Company Entry Description: PENS PYMT
Company Descriptive Date: 210301

Company Discretionary Data: 825875206

Effective Entry Date: |03/01/2021 2

o= =m

Su Mo Tu We Th Fr S5a Ilinue

28 1 2 3 4 5 6
7 8 9 10| 11| 12| 13
14/ 15| 16/ 17| 18| 19| 20
21| 22| 23| 24| 23| 26| 27
28| 29 30 3 1 P 3

Show Today Done

The original Entry information will be displayed. Here you can correct the Return Reason Code or the NOC
information, whichever is applicable.

Add/Edit Corporate Return Entry [ x |

Original Entry Information

ISN:
Receiving Company Name: ZANE WATKINS
Identification Number: 00603779 PENG43
Receiving DFI Identification: 021000021
DFI Account Number: *7238090277*
Original Entry Account Type: Checking Account
Original Entry Credit/Debit: Debit
Transaction Code: 26 - Checking Debit, Return/NOC
Amount: $715.76
Original Entry Trace Number: 021000020262597
Original Receiving DFI Identification: 21119194

Change Code: -

Return Information

Return Reason Code: RO2 - Account Closed =

Addenda Information:

Save Entry Cancel

14
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Once the information is updated, select Save Entry.
Submit for Approval and then Approve and Release.

To cancel/delete the item, use the steps above and select Cancel. The batch information will be displayed on the
page.

Select the Discard option to delete the return or NOC.

4L alloya

Overview Upload/Download Approve/Release Create ACH Transactions Create ACH Return Create ACH Change Notification l

Save as Draft Submit for Approval Cancel

BATcH INFORMATION

Created From Template Name:

ISN Company Name Company ldentification Company Entry Description  Effective Entry Date  Company Descriptive Date  Company Discretionary Data  Standard Entry Class Code.
210301020021851748  CMFG LIFE INS CO | 001PENGIPY PENS PYMT 03/01/2021 210301 225875206 Corporate Credit or Debit - (CCD)
2 .00 $§715.76

ENTRIES

Actions  Receiving Company Name  Identification Number  Receiving DFI ldentification  DFl Account Number  Account Type

1 | Edit ZANE WATKINS 00603779 PENG43 021000021 “7238090277" Checking Account  Debit 26 - Checking Debit, Return/NOC = $715.76 ROZ

The user will be prompted to confirm the discarded batch.

Discarding the batch cannot be undone. Are you sure you want to discard the batch?

Yes No

Uploading a Return File in Premier PayLOGICS
Uploading a return/NOC file is an option within Premier PayLOGICS.
Files must be in the standard Nacha format.

Multiple files can be uploaded each day.

To Upload a Return File:

Select the ACH tab then select the Upload/Download tab. Click on Select an ACH File to Upload.

15
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CH FiLe UpLoaD

Select an ACH File to Upload

ACH FiLes Reapy To DownLoaD

A new screen (tab) will open. Select Choose File to browse for the return file.

Once the file is selected, click Upload.

SeLect AN ACH FiLe To UpPLoAaD

Choose File | CU ACH RETURNS AND NOCs txt

The system will respond with a message acknowledging the uploaded file.

the file.

Alloya - Member Credit Union Test has received file CU ACH RETURNS AND NOCs.txt and has started processing

See the ACH - Upload/Download page for the file's processing status.

x®

Close

Select Close and then close the screen (top tab — ACH Uploading File) and return to the main tab.

Re-select the Upload/Download tab or press F5 to refresh the page.

Scroll down to see the section for ACH Files Recently Uploaded.

ACH FiLes RecenTLY UPLOADED

Upload Finished F

3/3/2021 32322 PM

-

CU ACH RETURMS AND NOCSTXT

Accepted files will appear in white. Rejected files will be listed in red. More information on rejects can be found

later in this document.

NOTE: Successfully uploaded files require a secondary approval by a user that did not complete the file

upload.
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ACH File Ready for Approval and Release

1 file \ 5:23 PM

Users with rights to approve and release will see a notification on their Home page indicating that there is an
ACH File Ready for Approval and Release.

A second user can click on the blue hyperlink from the notification or go to the Approve/Release tab.

Locate the applicable item to be approved/released.

ACH FiLes PENDING APPROVE AND RELEASE

Upload Time Uploaded By Unreleased By
3/3/2021 3:23:21 PM DebFlex #  CU ACH RETURMS AND NOCS.TXT

Select the check box at the end of the line item.

Rejected Batches B Approve and Release
$1,690.77 $0.00 0

Approve and Release Selected Files

Select the Approve and Release Selected Files button.

Deleting an Uploaded Return File
Return files must be deleted before the cutoff collection time.
If the file has been Approved, it must be unreleased first.

e Go tothe ACH tab then the Approve/Release tab. Find file under ACH Files Recently Released.

17
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e Click the box next to the file. Select Unrelease Selected Files.

Debit Amount Time Uploaded B Unrelease
£10,884.12 $9.50  2/9/2021 7:43:29 PM

Recently released files from 2/8/2027 8:34:11 PM to 2/9/2021 8:34:11 BM

Unrelease Selected Files

e Select Confirm Unrelease.

Confirm Unrelease

You are unreleasing 1 file(s). Continue?

Confirm Unrelease Cancel

The file will move to the top of the Approve/Release tab under ACH Files Pending Approve and Release.

|ACH FiLes PENDING APPROVE AND RELEASE |

Upload Time Uploaded By

2/9/2021 7:50:28 PM jiln TESTRETURMFILEQ20821.ACH
2/9/2021 8:18:53 PM JilIFlex RET020321.ACH

To delete the file once it has been unreleased OR if it was never approved:

e Go tothe ACH tab then Approve/Release tab. Find the file listed under ACH Files Pending Approve and
Release. Double-click on the file.

|ACH FiLes PENDING APPROVE AND RELEASE

Upload Time Uploaded By

2/9/2021 T:50:28 PM Jillt TESTRETURMNFILEQ20821.ACH
2/9/2021 8:18:53 PM JillFlex RET020321.ACH

e On the next page, click Delete.

Approve and Release ACH File

This ACH File must be approved and released before it can be sent out.

| Approve and Release Delete

e A comment box will display. Add comments and click OK.

18
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T — o)

Comments:

Wrong file uploaded

OK Cancel

The file has now been deleted.

Sending Return and NOC Files to Alloya via FTP
Return and NOC files sent to Alloya through FTP will be accessible in Premier PayLOGICS.

To see the files sent via FTP, go to the ACH tab and select the Approve/Release tab.

Cwverview ! Upload/Download Approve/Release

Go to the ACH Files Recently Released section of the page.

ACH FiLes RECENTLY RELEASED

Release Time Released By ACH Cut-Off Time
475720271 125458 PM ACHFTPUSER 47572021 20500 PM

The line will display the file name, item counts, and debit and credit amounts.
To see further details, click on the file line to display a file details page.

Users can drill down to the transactions by clicking on the listed batches.

19
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BATCHES
Batch Number Company ID Comp
1 2360933600 COMED
2 7223344704 VERIZON WIRELESS
3 PAYPALSITT PAYPAL

Drilling down at the batch level will display the items that were included in the return batch.

BATCH INFORMATION

ISN Company Mame Company ldentification Company Entry Description  Effective Entry Date  Company Desoripiive Date  Company Discretionary Data
210303020021852647 PAYPAL PAYPALSITT INST XFER 03/03/2021 210302 INSTANT TRAMSFER
2 £.00 £10.60

Individual Mame: Individual Identification Number Receiving DFI Identification DA Account Mumber  Account Type

1 View Details MARY I'® APPLE.COM BILL 091000019 | Checking Account  Debit 26 - Cheq

¢ Rejected files will appear in red.

e NOTE: Files in this section are listed for a rolling 24 hours. Validate the file totals and file dates.
e [f the uploaded file rejected, click on the line and the reason for the reject will be displayed.

¢ Rejected files should be corrected and uploaded again.

ACH FiLes REcenTLY UPLOADED

Upload Finished File Name
2/16/2027 9:58:01 AM BEST ACH CU RETURN FILEACH
2/16/2021 9:39:01 AM NACHA 24 TXT

Manual Return
It is advised to only use the manual return function if the return is older than January 1, 2020.
If the return came in after January 1, 2020 go to the Search function and derive the return.

You must have all the details from the original incoming forward item to manually process a return.

e Go tothe ACH tab and select Create ACH Return. Select Create Single Return or Multiple Returns in the

ACH Creation Wizard.

e Choose a Return Origination Type: This is the SEC from the original incoming forward item. Click on Next.

20
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ACH Creation Wizard n

Choose a Return Origination Type:

Consumer Return - (PPD) -

Previous Next

e Select Return. Click Next.

NOTE: In most instances, credit unions will be selecting Return. Dishonored and Contested Dishonored only have
a small window to process and therefore should be derived.

ACH Creation Wizard m

Choose a Return Type:

Return
Dishonored Return
Contested Dishonored Return

VXTI

¢ Fill out the Company ID, Company Name, Company Entry Description, and Effective Entry Date.
e Select Continue.

NOTE: The Effective Entry Date is the original effective date of the forward item.
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Origination Type: Internet Initiated Entry Return - (WEE)

Standard Entry Class Code: Internet Initiated Entry - (WEB)

Company Ildentification:

Company Name:

Company Entry Description:

Company Descriptive Date:

Company Discretionary Data:

Effective Entry Date: i 2

Previous Continue

o Fill out the Original Entry Information fields. The fields must be entered exactly how they came in the
original forward item you are returning. Fill out Individual Name, Individual Identification Number,
Receiving DFI Identification, DFI Account Number, Original Entry Account Type, Original Entry
Credit/Debit, Amount, Original Entry Trace Number, and Original Receiving DFI Identification.

NOTE: For Receiving DFI Identification, enter the routing number of the Originating DFI. This is the financial
institution that sent the forward incoming item.

NOTE: For the Original Receiving DFI Identification, enter the original receiving DFI. This is normally the credit
union’s routing number or a child routing number that the credit union owns.

e Select Return Reason Code at the bottom. Click on Save Entry.

22
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Add/Edit Internet Initiated Entry Return Entry B

Original Entry Information

ISN:

Individual Name:

Individual Identification Number:

Receiving DFI Identification:

DFI Account Number:

Original Entry Account Type: -

Original Entry Credit/Dabit: -

Transaction Code:

Amount;

Original Entry Trace Number:

Original Receiving DFI Identification:

Return Information

Return Reason Code: -

Addenda Information:

Save Entry Cancel

e Onthe next page, review the item and click Submit for Approval. At this point you can Edit the return or
Cancel the return.
o Edit the Return = allows you to change the Return Reason Code.
o Cancel = deletes the return.

Approve and release the item. Manual returns do not need to be approved by a secondary user; however, they
still need to be approved.
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A ACH Services — Receipt

e Gotothe ACH tab and select the Approve/Release tab. Manual returns will be listed under ACH
Originated Batches Pending Approve and Release.

ACH OriciNnATED BAaTcHES PENDING APPROVE AND RELEASE

e Select the box next to the manual return.

+ Approve and Reicase
$500.00
$500.00
$100.00

Approve and Release Selected Batches

e Select Approve and Release Selected Batches.
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