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Section A: Accessing ACH Menu

1. To access the ACH menu, click on the “Payments” tab
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2. From here, you will be able to select the specific option for utilizing the ACH feature
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Section B: Establishing File Upload Format

1. To create a new File Upload Format, you will need to click on the “Set Import Layouts”
button below

Active A =1 €§3
S5 Lo
Create ACH Upload AGH ray axe: Selint

layouts
BATCH RECURRING AMOUNT g
CVR TEST $1.25 April 2025 <>
Ready Dremini Pasta CCD
Dreamini $4.11 SUN MON TUE WED THUR FRI SAT
Ready Dremini Pasta PPD
QuarterlyPayment $1.50
Ready Dremini Pasta PPD
Recur Chng test Monthly $1.50 ' : G
Ready Dremini Pasta & Apr1st PPD ’ y
Recurring Test $1.50
Ready Dremini Pasta PPD
0000094 $59.90
Ready RUSH PAYMENT FEE PPD

2. Next, you will select one of three File Layout options: CSV, Tab Delimited or Fixed
Position

3. Then you will be able to select the order of fields (columns) in your file by assigning a
number to each. You will be required to assign a number to each of the following fields:

a. Name

b. Account Number
c. Routing Number
d. Amount

e. Account Type

f. Transaction Type
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4. Note: We recommend using the “Transaction Code” option, as this matches what you
have entered within the file you upload

5. If you select to “Use Account and Transaction Types” instead, you will have a limited
number of options to enter in these details

6. Once you have entered this information, click “Save” to complete the Import Layout

File layouts
Tab delimited Fixed position
@ Enter the column positions of each label as it is placed within your file. If you
are not using a label then leave it blank. ~Column ————
Transaction type 3 ‘
~ Column ————
Name 1 ‘
Checking equals ‘ c ‘
~Column ————
Account number 4 ‘
Savings equals ‘ S ‘
- Column ———
Routing number 5 ‘
Debit equals ‘ DR ‘
~Columpn——
1D number 75 ‘
e Credit equals ‘ CR
Amount 2 ‘
Use transaction code Cancel D
~ Column
Account type 6
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Section C:  ACH File Upload

Section I: Uploading NACHA File Templates

1. To create a new ACH template by uploading a NACHA File, you will need to select
the “Upload ACH” option from the ACH Payments screen

Active History A €§3

Set import

Pay taxes

BATCH RECURRING AMOUNT

CVRTEST $1.25 April 2025 <>
Ready Dremini Pasta cch

Dreamini $4.11 SUN MON TUE WED THUR  FRI SAT
Ready Dremini Pasta PPD

QuarterlyPayment $1.50
Ready Dremini Pasta PPD

Recur Chng test Monthly $1.50 : = @
Ready Dremini Pasta & Apr st PPD oo -

Recurring Test $1.50
Ready Dremini Pasta PPD

0000094 $59.90
Ready RUSH PAYMENT FEE PPD

2. Then you will either drag and drop the file into the box or click the “browse” button
on the screen to find the file you wish to upload

< Upload ACH

Upload your NACHA formatted files below to create new ACH batches

Drag and drop file here, or browse

Recent uploads ®

No recent uploads found at this time
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3. Once the file is uploaded, you will be able to find the new NACHA file batch within
the Active ACH Batch list
4. From there you will be able to proceed with initiating the ACH batch for payment

Section D: Creating ACH Transactions

Section I: Creating ACH Payment

1. To create a new ACH Payment, you will need to select the “Create ACH” option from
the Payments tab

i i A =
Active History /5_) l @
Create ACH Upload ACH Pay taxes Setimport
e

BATCH RECURRING AMOUNT

CVRTEST $1.25 April 2025 <>
Ready Dremini Pasta cech

Dreamini $4.11 SUN MON TUE WED THUR FRI SAT
Ready Dremini Pasta PPD

QuarterlyPayment $1.50
Ready Dremini Pasta PPD

Recur Chng test Monthly $1.50 : e
Ready Dremini Pasta C Apr st PPD

Recurring Test $1.50
Ready Dremini Pasta PPD

0000094 $59.90
Ready RUSH PAYMENT FEE PPD

2. Then you will need to enter the Batch Name for this payment and select the
company that you will be sending the payment from

< Create ACH
Batch name ACH name
Company Select company >
Cancel
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ACH Company

COMPANY D SEC

Dremini Pasta 320116054 PPD

3. Once these two items are entered, the below information will appear, that identifies
the Company and Company ID for which the payment is coming from, the SEC code
to be selected for the payment, the Entry Description, Discretionary Data field and
Recipients option

< Create ACH
Batch name Test Payment
Company Dremini Pasta >
Company ID 320116054 >
SEC PPD >
Entry description TRANSFER >
Discretionary data Discretionary data >
Recipients Add recipients >
Cancel
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4. If you select to enter data into the Discretionary Data field, you will be able to
include up to 20 characters of text and this information will be visible to other

parties that are associated with this ACH batch

< Discretionary data

Discretionary data (optional)

Discretionary data will be visible to other parties. 0/20

5. When adding recipients, you can either manually add recipients or import the

recipients from a file

< Add recipients

Choose how you'd like to add recipients to your batch. Only one method can be used
when creating the batch.

Add manually

T, Import from file

6. When importing recipients from a file, you must first select the file layout and file
type prior to uploading the file
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7.

2@3 File layouts

File type

Import recipients

Select afiletype  ~

After submission, please allow time for processing

Cancel

If you decide to manually add recipients, you will need to enter the recipient name,
account number, routing number, amount, whether it is a credit to the customer or
a debit request to pull funds from the customer’s account, and the account type.

< Recipients P
John Doe Test A~ 0]
~ Recipient name Amount —— — Credit/Debit

John Doe Test ‘ ‘ S 1.00 ‘ ‘ Credit v

— Account number — Routing number ——— ~— Account type

’ 165 ‘ 031918828 Q ‘ Checking v

Optional fields

+ Add another recipient

MERIDIAN BANK, PA

[ ] Prenote [ | Hold

Member FDIC

G
ER 9 0Id Lincoln Hwy, Malvern, PA 19355
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8. You also have the ability to add optional fields to the recipient’s payment that
include ID number and/or Addenda information

< Recipients &
John Doe Test A 0]
~ Recipient name ~ Amount ——  — Credit/Debit
John Doe Test \ \ S 1.00 ‘ ‘ Credit v
~ Routing number ——  — Account type
Account number l ’ 031918828 Q ‘ Checking v
MERIDIAN BANK, PA
ID number (optional) Addenda (optional)
0/80
Optional fields ~ [ ] Prenote [ | Hold

9. If you need to add additional recipients, you will simply need to click the “Add
another recipient” field to open additional entry fields for additional recipients
within the same ACH batch

< Recipients &
RECIPIENT ROUTING STATUS AMOUNT
John Doe Test v $1.00
e 031918828 wedit W
New recipient ~ W
~ Amount ———— — Credit/Debit
‘ Recipient name ‘ S 0.00 ‘ ‘ Credit v
— Account type
‘ Account number ‘ ‘ Routing number O\‘ Accounttype ~
Optional fields + [] Prenote  [] Hold

+ Add another recipient
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< Create ACH
Batch name Test Payment
Company Dremini Pasta
Company ID 320116054
SEC PPD
Entry description TRANSFER

Discretionary data

Recipients

Discretionary data

1 recipient

10. Once you have entered all recipients and saved them, you will then select “Create
Batch” to save the batch for scheduling a payment

11. If you created the batch successfully, you will receive a confirmation screen as

shown below

ACH batch created

Test Payment

@ credits © Debits
$1.00 $0.00
Recipients 1
ACH company Dremini Pasta
SEC code PPD
Description TRANSFER
Discretionary

=3

\\\ MeridianBank.

MeridianBanker.com | 866.327.9199

EQUAL HOUSING

Member FDIC LENDER 9 OId Lincoln Hwy, Malvern, PA 19355 Loans : Wealth : Mortgage : Title : Merchant

10



Section Il: Initiating ACH Payment

1. Toinitiate an ACH Payment, you will need to select the previously created batch
from the Active batch list or select the option to select multiple batches to
process

Active o e_) lil égg

Create ACH Upload ACH Pay taxes Set import
—e
‘ Batch type " ‘ ‘ " ’
S April 2025 DG
BATCH RECURRING AMOUNT SUN MON TUE WED THUR FRI  SAT

I Test Payment $1.00 1 2 3 4
Ready Dremini Pasta PPD

Recurring Test $1.50
Ready Dremini Pasta PPD 13 14 e 16 17

Recur Chng test Monthly $1.50
Ready Dremini Pasta Apr 1st PPD
QuarterlyPayment $1.50
Ready Dremini Pasta PPD
Dreamini $4.11
Ready Dremini Pasta PPD

2. Once selected, the

batch details screen will —

Test Payment  Ready

appear, and you will be

® Credits © Debits

$1.00 $0.00

able to “Review and

Recipients

oy ” Company Dremini Pasta
Initiate” the payment

Company ID 320116054
SEC code PPD
Description TRANSFER

Batch restricted @ No

[Z) Attach to a conversation

Mark as pending Review and initiate
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3. Next, you will arrive at the “Initiate ACH” screen when you will be able to select the
Offset account, Frequency, Effective Date, and whether to reset the batch amount
to $0.00 after processing

Initiate ACH
Test Payment
® Credits ® Debits
Company Dremini Pasta
Company ID 320116054
SEC code PPD
Description TRANSFER
Batch restricted @) No
Hide details ~
Offset account Select account >
Frequency Once >
Effective date Selectdate >
Reset amounts to $0.00 after processing 5]
Cancel

4. As mentioned above, Offset accounts
when selecting the
Offset Account, you will
be able to select any
account currently setup
to be able to send
payments from for this Essn Sav 0001 x2656
specific Company

Q_ Search accounts

Pasta Profits x1165
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5. Also mentioned before, the frequency selection has a number of different options
for processing a payment such as:

< Frequency

Once v
Weekly

Every two weeks

Twice a month

Monthly

Every three months

Every six months

Annually

6. Lastly, you will select the Effective Date for when the payment should be received by
the customer/customer’s bank

Schedule

TUE WED THUR FRI

April 2025

16 17 18

E Select an effective date
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7. Once all of these items have been selected, you will select the “Initiate” button

Initiate ACH

Test Payment

® credits (© Debits

$1.00 $0.00

Show details v

Offset account Pasta Profits x1165 >
Frequency Once >
Effective date Apr23
Reset amounts to $0.00 after processing |:]

8. This will then prompt a Two-factor authentication request to verify the transaction

Verification code delivery

(O Text message

~ MeridianBank.
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9. This could occur either by Text Passcode or Automated Phone Call, both of which
will provide a code for you to enter in the following screen

Confirm phone number

We will be sending you a text message shortly at
verification code. This code will expire after 5 minutes.

( Verification code

Resend Code or Try another way

10. Once entered and verified, you

will receive the successfully

initiated batch screen

EQUAL HOUSING

Member FDIC LENDER 9 OId Lincoln Hwy, Malvern, PA 19355

Test Payment

$1.00 $0.00

Confirmation # 0415250045

Recipients 1

Batch initiated

® credits © Debits

=] Effective date
Apr 23

N
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11. To verify to make sure the batch has successfully been initiated, go back to the ACH
batch list and see the status change from “ready” to “initiated”, as well as clicking on
the batch and viewing the batch details screen below

Batch details

Test Payment  Initiated

® Credits © Debits

$1.00 $0.00

Recipients

Company Dremini Pasta
Company ID 320116054
SEC code PPD
Description TRANSFER

Batch restricted @) No

[ Attach to a conversation

Uninitiate

\\\ MeridianBank.
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Section Ill: Creating ACH Tax Payment

1. To create a new ACH Tax Payment, you will need to select the “Pay Taxes” option
from the Payments tabs

Active

’59—‘5‘3\3
[

2. From here, you
will have the
option to select to
pay either the
Federal or State
taxes (State taxes

coming soon!)

EQUAL HOUSING

Create ACH Upload A( " Pay taxes
Batch type v N
- April 2025 <) (D>

BATCH RECURRING AMOUNT SUN MON TUE WED THUR FRI  SAT
Test Payment $1.00

Ready Dremini Pasta PPD
Recurring Test $1.50

Ready Dremini Pasta PPD 13 14 e 16 7
Recur Chng test Monthly $1.50 20 21 2z

Ready Dremini Pasta c Apr 1st PPD
QuarterlyPayment $1.50

Ready Dremini Pasta PPD
Dreamini $4.11

Ready Dremini Pasta PPD

Pay taxes
a Payment details

Tax authority

Payment name Tax FD Payment name

Tax period MM/YY

o From and to accounts Edit

o Tax code and amounts Edit
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Section E: ACH Processing Under Dual Control
1. If your company profile requires two different people to successfully process an ACH
Payment, then you are set-up under Dual Control. User #1 will create the batch using
steps found in Section D:I through D:ll Step 2, except you will take the “Mark as

Pending” option instead of Review and Initiate:

Batch details

Test Payment  Ready

® Credits © Debits

$1.00 $0.00

Recipients

Company Dremini Pasta
Company ID 320116054
SEC code PPD
Description TRANSFER

Batch restricted () No

E] Attach to a conversation

2. User #2 will locate the batch in Pending Approval status in the ACH Active list and take the

Review and Initiate Option.

Section F: Searching ACH Activity
Section I: ACH Payment Activity

1. To be able to view the ACH Payment Activity on the accounts, click on the “History”

option from the Payments tab and then click on this icon i

\\\ MeridianBank.
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2. Then, there will be the option to select to search transactions either by processed date
range or debit amount

& £62

Set import
Create ACH Upload ACH Pay taxes
b =J layouts

‘ E Processed date range ‘ ‘ 4 Debit amount

April 2025 < >

Select date range

This month (so far)
Apr1,2025- Apr 21, 2025

Last 7 days
Apr 14,2025 - Apr 21, 2025

Last week
Apr 13,2025 - Apr 19, 2025

Last month
Mar 1, 2025 - Mar 31, 2025

Last 6 months
Oct 21, 2024 - Apr 21, 2025

Custom range

4. To view past activity based on “Debit Amount”, you have the ability to search based on
the below amount range:

Debit amount

Amount S minimum $ maximum

Cancel m 19




