ACH Payments/Collections

! VERITEX

COMMUNITY BANK

NOTE: A ‘Recipient’ is an individual or
company which is credited via Wire.

Recipients

1. Select the ‘Recipients’ option under the
‘Commercial’ menu.

2. Click on '‘Add Recipient’ on the left side of
the screen.

Recipients

m R

Display Name Email Address Number of Accounts Actions
Cleaning Crew abccleaning@gmail.com 1

Mapping Solutions Inc office@mappingsolutions.com 1

Recipients-ACH Only

1. Enter a ‘Display Name' for recipient.

NOTE: Enter the legal name for ‘Recipient’ as is

at the ‘Receiving Bank’.

2. Enter an ‘Email Address’ for the recipient.
(Optional)

3. If you enter an email for the recipient, you
can check the ‘Send email noftifications
for template payments’ box and an email
will be sent to the recipient ahead of time
notifying them about the wire.

Add Office Supplies

Display Name * Email Agaress *
|7| Send email notifications for template
Office Supplies supplies@abesupplies.com VY payment:

4. Select '‘ACH Only’ from the ‘Payment
Type' drop-down.

NOTE: You can select ‘Wire & ACH' from

‘Payment Type' drop-down if applicable. Account- Kew ACH anc Wire A

+ Add account
Accounts (1)

Account P Financial Institution (FI) Routing Number

Payment Type

5. Select ‘Account Type' from drop-down.
6. Enter the ‘Account’ number. F— _—

NOTE: You can search for ‘Financial Institution Checking |
(Fl)! by SeOrChing The ‘BOnk Nome' or “Wire Financial Institution (F1) Refined Search  ACH Routing Number *
Rouﬁng Numbery . <, Search by name or routing #. IIIOOOGI{

7. Enter ‘ACH Routing Number’.

NOTE: The ‘ACH Routing Number' is the
receiving bank’s ACH routing number. Many

ACH Only v

Questions? Call our customer support.
Phone: 833-VERITEX (833-837-4839) or 469-443-9912



financial institutions have a different routing
number from the routing number on the

recipient’s checkbook.

NOTE: The bar on the left will turn “*Green’ when
account section is completed.

8. Click on ‘Orange Check Mark’ on the right
and ‘Account’ section will collaspe.

9. Leave '‘ACH Name' blank.

10. Enter ‘ACH Name'. This is the recipient
name as recognized by the recipient’s

financial institution.

NOTE: This is the ‘Recipient’s Name' as
recognized by the recipient’s financial
institution. If not enter correctly, payment or
collection will be returned within three business

days.

11.Enter ‘ACH ID’. (Optional, if provided by

‘Recipient’

12. Enter ‘Address’ information. (Not required.)
13. Click on ‘Save Recipient’.

14. Click on ‘Close’ to see list of recipients
included the new recipient just created.

Questions? Call our customer support.

ACH Payments/Collections

Recipient Details

Wire Name ACH Name =

ABC Supphes{

Country Address 1
United States '
City State

Select State

Templates (0)

9

ACHID =

Address 2

ZIP

Recipient Saved

Recipient Office Supplies has been successfully saved.

~

conee!

Phone: 833-VERITEX (833-837-4839) or 469-443-9912



Crea’nng ACH

Click on ‘Payments’ under the
‘Commercial’ menu.

2. Click on ‘New Payment.

3. Select ‘ACH'’ tfransaction that you would
like to complete.

4. Select ‘SEC Code’ from drop-down.

NOTE: 'PPD’ is for ACH fransactions dealing with
‘Personal Accounts’ and ‘CCD’ is for ACH
fransactions dealing with ‘Commercial
Accounts’

1. Select ‘From Subsidiary’ from drop-down.

2. Select your ‘Account’ from drop-down
that should be debited or credited.

3. Select 'Effective Date’.

NOTE: ‘Effective Date’ is the day that the funds
need fo credit or debit the ‘Recipient(s)’.

4. Click on 'Set Schedule’ to make the
multiple wire recurring.

5. Click on ‘+Add multiple recipients’

6. Select ‘Recipient/Account’ from drop-
down.

Enter ‘Amount’.
8. Enter Addendum. (Optional)

Enter '‘Other Information/Further Credit To’
for each wire. (Optional)

NOTE: ‘Information entered in ‘Addendum’ will
post with fransaction at ‘Receiving Bank'.

10. Click on *+Add another recipient’ for

additional ‘Recipients’ if completing
batch ACH debit or credit fransaction.

Questions? Call our customer support.

Company Policy

User Roles

Users

Branches

ACH Payments/Collections

Payments

oo

ACH Wire Otner + Creste Templae

ACH Batch Payment From File
ACH Collection
ACH Payment imaunt Actions
ACH Recaipt

Payrall

7 Gy WEEpIE Ser HCH PEAEREICCDT

ACH Payment crans=Tres

Origination Details

SEC Code =

CCD - Cash Concentration and Disburse

Effective Date

07/31/2020

Recipient/Account

Cleaning Crew
Checking

[/] Nerify Recipient

Addendum

$1.00
1 payments

Phone: 833-VERITEX (833-837-4839) or 469-443-9912

() This payment is valid.

From Subsidiary Account

Oak Tree Management LLC Operatmg Account
e A $17.68

Recurrence

Set schedule

Amount

$1.00
120308123

Show Details

+ Add anather recipient

fence m




11. Click on ‘Draft’ or ‘Approve’ depending
on user rights.

NOTE: Click on ‘Draft’ to ‘Save’ the ‘ACH’ for

‘Users’ with ‘Approval Rights’.

NOTE: Click on ‘Approve’ to ‘Approve’ the
‘ACH’ with your ‘Token’.

Managing ACHs

NOTE: ‘Users’ with ‘Approval Rights’ can

‘Approve’ the ‘Wire' that was ‘Drafted’ in the

‘Activity Center’.

12. Click on *'Activity Center’ under the
‘Transaction’ menu.

13. Click on the three dots on the right-hand
corner for the ‘ACH’ and click on

‘Approve’ from the ‘Actions’ drop-down.

NOTE: You can ‘Toggle Details’, ‘Cancel
ACH’, Inquire’ about ‘Wire’, ‘Copy’, or ‘Print
Details’ for the wire.

NOTE: You can only ‘Cancel’ the ‘ACH’
fransaction as long as it has not been
processed and the ‘Cancel’ option is sfill
available in the drown-down.

*If you are needing to ‘Cancel’ a ‘ACH’ and
the ‘Cancel’ option is not available, call
Digital Banking Support — 972-349-6195.

14. Click on '‘Confirm’.

Questions? Call our customer support.
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ACH Payments/Collections

Activity Center

Single Transactions ~ Recurring Transactions

Transaction Type Status Account Created By

Al v Al v Al ~ Al V

Start Date End Date Tracking ID Batch ID. Min Amount Max Amount

MM/DDAVYYY ™| mwopreryy [ || 1030578 ooo |1@ 0.00

Select a transaction type to select columns for display.

Created date - Stats Approvals Transaction Type Account Amourt

7113/2020 Drafted 0of 1 ACH Batch - Tracking ID: 1030578 Operating Account 0831

Credits: [0 ToRgie Details

Approve

Cancel

Inquire
Copy

Prirt Detalls

®

Approve Transaction

Are you sure you want to approve this transaction?

“

Phone: 833-VERITEX (833-837-4839) or 469-443-9912



15. Enter ‘Token' code.
16. Click 'Verify'.

17. *Approval Successful’ message will
appear on screen. Click on ‘Close’ to
return to ‘Activity Center’ screen.

Questions? Call our customer support.

ACH Payments/Collections

X
Secure Access Token Required
A secure access code is reguired to authorize this transaction. Please enter it
below.
Enter token
X

9

Approval Successful

Transaction successfully approved.

#1030506 ($1.00) Approved

Phone: 833-VERITEX (833-837-4839) or 469-443-9912




