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ACH: CSV Files Layout
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Upload
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NV o = X
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Select Upload Fermat to Create/Edit

The First Bank and Tro
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Layout
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ACH: CSV File Layout

John Doe 51404464 S150.74 CK CR

Daffy Duck 51404464 87654321 || 5200.21 CK CR

Donald Duck 51404464 45612378 || 5175.00 S5V CR

° Name’ Account Number’ Amount' Routing Number’ GperatingﬂccountName 514044648 77R86655 5525.95 CK DR
Transaction Code, Account Type, and Transaction Type

MUST be assigned the number for the column location in
the CSV file (A=1, B=2, etc.)
* Example: In the sample CSV file below, the Account

Number is located in column C. On the CSV File Layout selccr Upload Farmat 10 CremmeEst [T ERTTEIA i
screen, select “3” in the Account Number dropdown
menu.
* The dollar amount must be formatted with two decimal Name |1 | v Account Number | 3 | v
places ID Number - Amour. NG
e Save as a CSV file Routing Number | 2 | v  Transaction Code -

*Mote: If your file does nof contain Transaction Codes, the following fields are reguired:

**|t is very important that the file is saved then minimized or
closed and NOT reopened until it is uploaded — this ensures the
dollar amount and account number fields remain correctly TransactionType | 6 | v DebitEquals | DR CreditEquals | CR

formatted.**
Cancel I Save | Reset

Account Type | § v Checking Equals | CK Savings Equals | SV

* After completing the CSV File Layout, click “Save”.



ACH: CSV File Upload

O | Bl 1dealab - by IdeaScale X | O TimedOut X M ACH Batch Listing-The First Ban. X | =

& G @ iﬁl https://www.netteller.com/login2008/Ach/Views/AchBatchListing.aspx

Bank

& Trust Company

The Bank That Puts You First

* Click “Cash Manager” (from > - o : P
main dashboard) =

e Select ACH from the sub menu

* Select your company name
from the “Select Company” S

Omar Testy

Omar Testy PPD

dro deWﬂ bOX Ready Correction 12 PPD Omar Testy o ea 0

P $1 $
P $1.0 $
y PF
Total $1,260.86 $1.260.86




ACH: CSV File Upload

Category Name — this is
informational and is for your
reference. In this field you can list
what a file pertains to (i.e.,
Payroll)

Category - marked PPD-
Prearranged Payments and
Deposits

Discretionary Data and Entry
Description fields are pre-filled
based on information provided at
the time of set-up. These can be
changed by the customer at the
time of manual entry, or the
default fields can be changed by
the Bank if needed. Contact Bank
Rep to request changes

Click Submit

Bank

& Trust Company
The Bank That Puts You First

& M E = X
Bill Pay My Finances Mew Dashboard Settings

ACH Wires ARP Users Reporting File Status Transactions Stop Payments
&
Batch List Upload Tax Payment Import Layout Activity Search

The First Bank and Trust

Category Name *| 15th Payroll Category “| PRD - Prearrznged Payments and Deposic
Company  Omar Testy PPD Company Id 1430000000
Discretionary Entry Description ®| PAYROLL

Data

Restrict Batch [

Ca I-":EII m

* The Entry Description field is a description of the transaction and will show on the
receiver’s bank statement.

* The Discretionary Data field is an optional field used to describe the file (for
internal purposes only).
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CSV File Upload

il N 4 3] X

Bill Pay My Finances Oashboard

ACH Wires ARP Users Reporting File Status Transactions Stop Payments
-~

Batch List Upload Tax Payment Import Layout Activity Searct

The First Bank

Category 15th Payroll successfully added/edited

Record Information: L4 CI iCk ”| m po rt Reco rd ” at
Name * Addenda Type 00-No Addenda Information v the bottom Of the SC reen

D Number Addenda

Amount * 0 00

Prenote

Creates a separate $0 record of this entry

Receiving Financial Institution Information:

Routing * Search for ABA # Account Type Checking v
Account Number * Transaction Type Debit @ Credit

Status @ Active ¢ Hold

Quick Add Add Multiple Import Record Cancel m



ACH: CSV File Upload

ACH Wires ARP Users Reporting File Status Transactions Stop Payments
il
Batch List Upload Tax Payment Import Layout Activity Search

The First Bank anc

e

Select the type of file you want to import to identify the field and position 2
placement of your file. Once this layout is established, this format will be
the default for imported files of this type.

Enter the name of the file you wish to import (some browsers will pravide a

Browse button to help you find the file). Click the Import button. If you are 3 .
consistently having trouble importing your ACH import file, you may want to

try another importing method by clicking here.

Import File Type:

I CSV File hd I

Choose File | Mo file chosen

Select “CSV File” for the
Import File Type

Select “Choose File” and
browse for the CSV File on
your computer

Select “Import”




ACH: CSV File Upload

2] s b B X
Bill Pay My Finances New Account/Loan Dashboard Settings

ACH Wires ARP Users Reporting File Status Transactions Stop Payments
-

The First Bank and Trust Co - P O Box 1000 Abingdon VA 24212-1000 - (278) 623-2265

You will be redirected to

S - o R FE— — the File Upload Status

Cash Management CSV File Example_Dont forget to format amounc.csv csv AcH /A 20/20227:4832PM | Queued screen where the status
S of the file you uploaded

will show as “Queued”

* Click Refresh List

& w & o X until the status
Bill Pay My Finances New AccountfLoan Dashboard Settings

o ”
shows as “Uploade
ACH Wires ARP Users Reporting File Status Transactions Stop Payments

S

The First Bank and Trust Co - P O Box 1000 Abingdon VA 24212-1000 - (276) 623-2265

File Name

Format Type Related Account Upload Date v Status

Cash Management C5V File Example_Deont forget to format amount.csv csv ACH N/A 2/9/2022 7:48:32 PM Uploaded

Refresh List



ACH: Initiating a CSV File

= W & B8 X
Bill Pay My Finances MNew Account/Loan Dashboard Settings

Return to the ACH Batch List \ AiH Wires ARP Users Reporting File Status Transactions Stop Payments

Batch List Upload Tax Payment Import Layout Activity Search

The First Bank and Trust Co - P O Box 1000 Abingdon VA 24212-1000 - (276) 623-2265

The G5V file will be on the batch ist  emeowe s wemimieim

With the Status aS llU ploadEd”' Create a new category for: | Select Company v

Status Category Name ¢ Type  Company Process Date Debit Credit Recurring Scheduled Date
Ba Ia n Ced fi Ies ( b I a C k) a re rea dy to ] Ready Correction 12 FPD  Omar Testy $5.00 $5.00 None Select option... v
initiate. Red | nd icates an un ba |a nced I [0 Uploaded CM Test PPD  Omar Testy PPD $525.95 $525.05 None Select option... | ¥ I
fi I e ] Ready Payroll2 PP  Omar Testy PPD $375.21 $375.21 None Select option... v
. . O Ready Sarah Test FPD  Omar Testy $1.00 $1.00 None Select option... v
* If the file is unbalanced, select
“ . . e ) o [J Uploaded SarahTest2 FPD  Omar Testy $525.95 $525.95 None Select option... v
Edit/Quick Edit” in the dropdown
O Ready Test02/07 PPD  Omar Testy $1.00 $1.00 None Select option... v
menu and correct the entry _
O Ready Test 0209 PPD  Omar Testy $1.00 $1.00 None Select option... v
H " v
e Click “Sub
C I C M O Ready Test 070721 PPD  Omar Testy PPD $352.70 $352.70 None Select option... v
OR O Ready 15th Payroll FPD  Omar Testy PPD $0.15 $0.15 None Select option... v

* Chose “Delete” and follow steps to Total 5178796 5176796
upload the corrected CSV file as S oeeseeces | ([
normal.



ACH: Initiating a CSV File

- W & B X
Bill Pay - My Finances | New Account/Loan Dashboard Settings c
Select option... -
ACH Wires ARP Users Reporting File Status Transactions Stop Payments
-~
Batch List Upload Tax Payment Import Layout Activity Search B
The First Bank and Trust Co - P O Box 1000 Abingdon VA 24212-1000 - (276) 623-2265 E'El E Et ':'F't I':'n LR
View
Dovnioat |
c o Edit
reate a new category for: | Select Company v - N
Selected Quick Edit
Status Category Name ¢ Type  Company Process Date Debit Credit Recurring Scheduled Date |: Dpl:lll
O Ready Correction 12 PPD  Omar Testy $5.00 $5.00 None Select option... - I I'I'ipﬂl't
DI Uploaded  CMTest PFD  Omar Testy PFD $525.95 $525.95 None Select option... hd I @DEl EtE
O Ready Payroll2 PPD  Omar Testy PPD $375.21 $375.21 None Select option... hd
O Ready Sarah Test PFD  Omar Testy $1.00 $1.00 None Select option... hd w ”
_ Select “Initiate” from the dropdown
[ Uploaded SarahTest2 PPD  Omar Testy $525.95 $525.95 None Select option... hd -_—
O Ready Test 02/07 PFD  Omar Testy $1.00 $1.00 None Select option... v me n u to th e rlght Of th e CSV FI Ie
O Ready Test 0209 PPD  Omar Testy $1.00 $1.00 None Select option... hd
Multiple files can be initiated by selecting each batch and
O Ready Test 070721 PFD  Omar Testy PFD $352.70 $352.70 None Select option... hd . . “ .. ”
clicking “Initiate Selected”.
O Ready 15th Payroll PPD  Omar Testy PPD $0.15 $0.15 None Select option... b e ege . . N .
** When initiating multiple files, the effective date must
Total $1,787.96 $1,787.96 be th e same
Select All Delete Selected



ACH: Initiating a CSV File

[ ]
& W & B X
Bill Pay My Finances  |New Account/Loan Dashbeard Settings
ACH Wires ARP Users Reporting File Status Transactions Stop Payments
r s
Batch List Upload Tax Payment Import Layout Activity Search
The First Bank and Trust Co - P O Box 1000 Abingdon VA 24212-1000 - (276) 623-2265
Category Name 15th Payroll Category PPD
Company Omar Testy FPD Company Id 1430000000
Discretionary Data Entry Description PAYROLL
Restrict Batch

Name ID Number Account Routing Amount CR/IDR Held

Chucky Cheese 10301030 057404464 $0.05 CR

Mickey Mouse 10301030 057404464 $0.05 CR

Daffy Duck 10301030 057404464 $0.05 CR
[ ]

ABC Company 10301030 057404464 3015 DR

Total Debits $0.15  Total Credits $0.15
I Select Effective Date Friday, February 11, 2022 - I ‘
Reset amounts to $0.00 after processing batch [ <
cancel

[ ]

On the Initiate screen, verify that
information is correct, Select the Effective
Date, and then click Initiate.

* Ifyou are issuing a Credit file (i.e.,
Payroll), the file should be initiated 2
business days prior to the Effective
Date by the 3:00pm cutoff.

* If you are processing a Debit file
(i.e., Rent Payments), the file must
be initiated 1 business day prior to
the Effective Date by the 3:00pm
cutoff.

If you mark “Reset amounts to $0.00 after
processing batch”, the dollar amounts will
change to S0.00 after the file is processed
but keep all other file information as a
template for future use.

Lastly, click “Initiate”



ACH: Initiating a CSV File

Each user will establish security questions during the initial setup and will be prompted to
answer security questions before completing steps to initiate the CSV file to the Bank.

The First Bank and Trust Co - P O Box 1000 Abingdon VA 24212-1000 - (276) 623-2265

For your protection, we ask that you verify your identity by answering your perscnal questions below. Once verified, you will be directed to the page you requested. Answers are not case sensitive.

Challenge Questions:

Question One: What was the make of your first car?

Answer:

Question Two: Which state did you first visit (outside the one you were born in)?
Answer:



ACH: Initiating a CSV File

= N b g X
Bill Pay My Finances Mew Account/Loan Dashboard Settings

ACH Wires ARP Users Reporting File Status Transactions Stop Payments

Once initiated you will see
the Information Message EE.:th‘ List Upload Tax Payment Import Layout Activity Search

display across the top of I
. 1. Batch 15th Payroll initiated. Confirmation: 0209220058 I
the screen providing the

confirmation number. e R —— T =T

Create a new category for: Select Company -

The First Bank and Trust Co - P O Box 1000 Abingdon WA 24212-1000 - (276) 623-2265

The BatCh Status Wi” Show Status Category Name # Type Company Process Date Debit Credit Recurring Scheduled Date

" H 14 (] Ready Correction 12 PPD  Omar Testy $5.00 $5.00 Naone Select option... -
as “Initiated”.
] Ready Payroll2 FFD Omar Testy PPD $375.21 $375.21 MNone Select option... v
. ] Ready Sarah Test FFD Omar Testy $1.00 $1.00 MNone Select option... v
Once the file processes,
. . . [J Uploaded Sarah Test 2 PPD Omar Testy $525.85 $525.95 MNone Select option... -
the CSV File will remain on
[ Ready Test 02/07 PFD Omar Testy $1.00 $1.00 None Select option... -
the ACH Category List and |
[ Ready Test 0209 PFD Omar Testy $1.00 $1.00 None Select option... -
dlsplay the Status as (] Ready Test 070721 PPD Omar Testy PPD $352.70 $352.70 MNone Select option... -
“Ready.” It b d
ea y- Can e reuse ] 15th Payroll PPD Omar Testy PPD 30.15 3015 MNone Select option... bt

and initiated again as Foral $1,26201 126201
needed.



ACH: CSV File Dual Control

If dual control is enabled for a user and that user uploads a CSV File, a second person will be
required to initiate the file.

& W & X
Bill Pay My Finances New Account/Loan Dashboard Settings
U Se r #1 Exa m ple ACH Wires ARP Users Reporting File Status Transactions Stop Payments
.
Batch List Upload Tax Payment Import Layout Activity Search
The First Bank and Trust Co - P O Box 1000 Abingdon WA 24212-1000 - (276) 623-2265

Information Message: Category '0000022" cannot be initiated (You cannot initiate ACH, since you created it.}

User #2 will sign in Qﬁﬁ!&w

and initiate the CSV e Skt et

. . A 4 B X
FI Ie to rece Ive th e Bill Pay - Ity F':‘r"\.:r-:es New Account/Loan Dashboard SEE:\I"gS E?S

CO nfi rm ation #_ ACH Wires ARP Users Reporting File Status Transactions Stop Payments

-

Batch List Upload Tax Payment Import Layout Activity Search

Follow the steps to ‘ e ) ] o
The First Bank and Trust Co - P O Box 1000 Abingdon VA 24212-1000 - (276) 623-2265
complete transmittal

. Batch 0000022 initiated. Confirmation: 0211220033
as previously shared



ACH: Uninitiating a CSV File

**Deleting a file will only remove it from the Batch List, the CSV File and
will still process. Files need to be uninitiated in order to not process.

50,15 Mone Select option... v

O Initiated 15th Payrell PPD Omar Testy PFD $0.15

Select option...

Total $1,262.01 $1,262.01 View
Download
Delete

Delete Selected MPLILINENE

Select All

* |f you should need to Uninitiate the file before the 3PM cutoff time, select “Uninitiate” from the drop-down

box to the right of the CSV file.
* Once initiated, use drop-down box to select “Edit/Quick Edit”
* Once edits are complete, initiate the corrected CSV File as normal



ACH: Sending a Secure Message

After a File is initiated, you will send a secure message to the Bank via Secure Message Center.

* (Click Contact > New

Bank
& Trust Company

Contact Info Exit

The Bank That Puts You First
- x NV & = X
Bill Pay Cash Manager My Finances MNew Account/Loan Dashboard Settings
Message Center MNew

-
The First Bank and Trust Co - P O Box 1000 Abingdon VA 24212-1000 - (276) 623-2265

You have no messages.

Refresh



ACH: Sending a Secure Message

2 = N o B §
Bill Pay Cash Manager My Finances New Account/Loan Dashboard Settings
Complete the following fields: Message Center | New

The First Bank and Trust Co-P OB

+ Subject—Givethemessagea |

subject of your choice, (i.e.,

From: 703800000022/Brittany

“Payroll”, “Vendor Payments”, etc.)
* Urgency: Leave as is. (All messages YourName: | Chuck Smith
are viewed periodically throughout o
. Subject: Chuck Smith Test
the day, up until the 3:00pm
Attachments:
CUtOff-) Urgency: O High O Medium ® Low

* Message: The message must — Message:
include the total dollar amount of
the file and the effective date.

* Click “Submit” —

£8534.23 effective for @2/14/2022

* Your email address will be used to notify you when you receive a reply.

o o



ACH: Sending a Secure Message

An Information Message will display at the top of the screen confirming that the message was successfully sent.

= > NV < 8 X
Bill Pay Cash Manager My Finances MNew Account/Loan Dashboard Settings
Message Center MNew
&

The First Bank and Trust Co - P O Box 1000 Abingdon VA 24212-1000 - (276) 623-2265

‘ I EnD R EEEED I Successfully sent message £123881730

You have no messages.

Refresh
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