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Recipients PUnited3ank

Recipients can be created in advance for future ACH transactions. Alternatively, Recipients can
be created within a transaction for one-time or future use.

Once a Recipient is created, any updates or changes made to that Recipient will apply to all
templates that the Recipient is assigned to.

Note: Changes to a Recipient will not apply to transactions set on a recurring schedule. To update a
recipient in a recurring transaction, you will need to visit the Online Activity Center to cancel the series

and restart after Recipient updates are made.

To review and manage recipients, click on the Transfers & Payments tab, then click on the
Recipients tile.

GUnited3ank

FDIC rosc-sasured - Bocked by the full foith cvd credit of the LS. Gowemment

Good Morning, Jane Doe

Home | Transfers & Payments | Card Center  Statements & Reports  Serwice Center  Resgurce Center  TexpCemter  Inbox  Seoings  Log OFf

Transfers & Payments

Q search page

TRANSFERS & PAYMENTS

$¢ Make a Transfer 23 Manage Transactions
Make a one time, recurring or future dated transfers Create, modify, initate or delete ACH payments or Wire
Denvesn acoounts transfer remplates.
2 Paya Loan 22 Recipients
Make or schedule a United Bank loan payment Create and manage recipients for ACH payments er
Wire transfers

P online Activity
Wiew & manage single and recurring transactions and
mobile deposits

To create a new Recipient, click the Add new recipient button.

Recipients

(+) Add new redpient % Search recipients

Name Email Address Mumbser of Accounts Actions
Coffee Vendar renee@royalioasters.com 1
Custon Cups (01020304050 kyle@Customaups. com 1
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Recipients

PUnited3ank

Enter a Display Name for this Recipient. This name is for your benefit only and displays in your
Recipient list and reports. This name does not need to match any financial records for the
Recipient.

Add Espresso Vendor

Display Name * Email Address
E:] Send email natifications for template payments
Espresso Vendor edward@espresso.com

Note: If the Send email notification for template payments option is checked, the recipient will be

notified via email that a template payment was processed in Digital Banking. If the transaction fails for
any reason outside of Digital Banking, the recipient will not be notified.

Accounts (1) -~

Agcount Payment Type Financial Institutien (FI) Routing Number

ACCoUrT - New NIA

Payment Type

ACH Only A |

Account Type Account *

Checking W | 00000,

Financial Institution (FI) Refined Search  ACH Routing Mumber *

+  Search by name of routing . 061107515

(x| .

@ Add scoount

Choose the Payment Type for this Recipient.

Select the recipient Account Type and enter the Account Number that was provided on your
ACH Authorization Form.

Search for and select the Financial Institution by entering the Routing number from the ACH
Authorization Form into the Financial Institution field. Alternatively, you can type the routing
number directly into the ACH Routing Number field.

Click the blue check mark to save the account once all information has been entered.

To add additional accounts for this Recipient, click on the Add Account button. If multiple

accounts are added for a Recipient, you will be given the option to choose an account when a
transaction or template is created.
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PUnited3ank

Enter the Recipient Details provided on the ACH Authorization Form. This information will need
to match the recipient’s financial institution records to ensure the success of any future
transactions. An Address is not required for an ACH Only Recipient. However, if included it
must match the billing address that is listed on the Recipient’s account.

Recipients

Recipient Details ~
Wire Mame ACH Name * ACHID

Country Address 1 Address 2

Jnived States
Ciry Stare ZIP
Select State
Templates (0) ~
Cancel Save Recipient

Once all required fields are complete, click Save Recipient.

Recipients

P - - F
) Ackd new recipient Espresso

Edit
Delete

Payment History

Once a new Recipient is saved, it will appear in the list shown on the Recipients page. You
can use the search bar to search for a specific Recipient.

You can use the ellipsis icon to Edit, Delete, and view Payment History for a recipient.



Recipients - Uploading Recipients from File “:-’Uhi‘I'EdBCInk

Multiple Recipients can be uploaded at once from a .CSV or NACHA file. To upload

Recipients, navigate to the Transfers & Payments tab, then click on the Manage Transactions
tile.

$United3ank

Good Morning, Jane Doe
FDIC Foic-tnsured - Backed by the full faith gnd credit of the LS. Government

Home | Transfers & Payments | Card Center  Statements & Reports  Service Center  Resource Center  Tewt Cenrer nbox  Semings  Log Off

Transfers & Payments

Q Search page

TRANSFERS & PAYMENTS

3¢ Make a Transfer

Make a one time, recurring or future dated transfers
between accounts

@ Manage Transactions

Create, modify, Initiate or dedete ACH payments or Wire
transfer remplates

Q Pay a Loan 22 Recipients

Make or schedule a United Bank loan payment Create and manage recipients for ACH payments or

Wire transfers

Pd online Activity

iew & manage single and recurring transactions and
mobile deposits

From here, click on the New Payment button, then chose Payment From File in the dropdown
menu.

Payments Hub

MAKE A PAYMENT

New Payment

ACH Wire Other

| ACH Collection Domestic Wire Payment From File

ACH Payment

Note: If you do not see the “Pay from File” option in this menu, you will need to select an ACH Payment

Type that is contained in the file, then click the “Pay from File” option in the top right corner of the
transaction form page. See page 7 for information on Transaction Types.

Home Transfers & Payments  Card Center  Statements & Reports  Service Center  Resource Center  Inbox  Semtings  Log Off

ACH Paymen‘[ Change Type Upload From File

United Bank Business Services - 770-567-2555 .bizbanking@unitedbank.net Page 5 of 25



-

Recipients - Uploading Recipients from File PUnited3ank

=

Choose any payment type from the dropdown menu.

Payment From File

Payment Type *

--Please Select A Payment Type-—

—Please Select A Payment Type—-

ACH Collection

ACH Payment

Click into the Import File field to select the file for upload, then click on the Save Recipients
button.

Irnport File *

Payroll.csw

* . Indicates required fiald
Cancel Sawve Recipients Upload File

A window will appear when the upload is complete. If any Recipients in your file already exist
in your Recipient list, those will be omitted during upload which may be indicated in this
message window.

©

Success

The uploaded file contains 3 ransactions and 3 recipients.

3 recipients were created.

Close Return to Payments

Click Return to Payments to create a transaction or template with the uploaded recipients.



ACH Templates

™

PUnited3ank

Payment Templates (previously known as batches) can be created for future ACH transactions.
To create or use a Payment Template, click on the Transfers & Payments tab, then click on the

Manage Transactions tile.

SUnited3ank

FDIC Fouc-tnsured - Batied by the full foith ond credit of the LLS. Government

2 | Transfers & Payments ard Center

Transfers & Payments

I
(L} Ssearch page

TRAMNSFERS & PAYMENTS

3¢ Make a Transfer

DeNASen aClounts

s Payaloan

P Online Activity

Make a one time, recurring or futsre dated ran

Good Morning, Jane Doe

£ Manage Transactions
sfers Create, modify, ir

Cransies tem

ete ACH payments or Wire

22 Recipients

Crea

nd manage recipients for ACH payments of

From the Payments Hub click on the New Template button, then select an ACH Transaction

Type for the template.

=

ACH

ACH Collection

ACH Payment

Payroll

Search templates

Wire

Domestic Wire

« ACH Collection: This transaction will DEBIT funds from the RECIPIENT’S account.

« ACH Payment: This transaction will CREDIT funds to the RECIPIENT’S account.

« Payroll: This transaction will CREDIT funds to the RECIPIENT’S account with a default SEC
Code of PPD and Company Entry Description of PAYROLL.



ACH Templates

Enter a Template Name. This is for your benefit and will display on your Template list in the
Payments Hub. You can use the Template Access Rights feature to limit user access to this
template.

Choose an SEC Code. This determines the type of transaction that will be processed. For more
information on choosing the correct SEC Code, see page 24.

Enter an Entry Description. This information will display on the transaction entry placed on the
recipient’s account. If multiple recipients are included in a template, a generic Entry

Description such as “Payroll”, “Invoice”, or “Rent” is recommended.

Choose a From Subsidiary (ACH Company) and an Account for this Template.

Template Properties
Template Mame Template Access Rights
2 of 2 users selected
Urli:lll.;lLl!.'\l’\ Dretails

SEC Code Cempany Entry Description Fram Subsidiary

ALTOLENT

Assign recipients to this Template and enter amounts if desired. Amounts can be added and
edited later when a transaction is created from this template. Click Save to save the template.

Aasercs

30.00 ) - Cancel
3 puyveanics (3 far $0.00




-

ACH Templates PUnited3ank

The Template will display in your Template list in the Payment Hub. From here, you can use the
ellipsis icon to Pay/Collect (create a transaction), Edit, Copy, and Delete the template.

Payments Hub
MAKE A PAYMENT

PAYMENT TEMPLATES

MNew Template

3 Mestes Fibvers: [l AcH Paymant Dumesic wiw




™

Creating an ACH Transaction

PUnited3ank

New ACH Transactions can be created or an existing template may be used. To create an
ACH Transaction, click on the Transfers & Payments tab, then click on the Manage
Transactions tile.

$Uniteddank

FDIC Foicinsured - Bocked By the full faith cnd credit af the U5, Government

: '|'|'I"'$f&|‘§&F'3)'ﬂ'll!Hl!. arg Center

Transfers & Payments

Good Morning. Jane Doe

™y
(] search page

TRAMNSFERS & PAYMENTS

52 Make a Transfer £ Manage Transactions

Make a one time, recurring or future dated transfers Create, modify, |

eTween acounis rransfer templates

©e Payaloan 52 Recipients

Make or schedule a United Bank [oan payment e

] online Activity

From the Payment Hub, click on the New Payment button and select an ACH transaction type.

MAKE A PAYMENT

ACH Wire

ACH Collection Domestic Wire
ACH Payment

Payroll

« ACH Collection: This transaction will DEBIT funds from the RECIPIENT’S account.

« ACH Payment: This transaction will CREDIT funds to the RECIPIENT’S account.

« Payroll: This transaction will CREDIT funds to the RECIPIENT’S account with a default SEC
Code of PPD and Company Entry Description of PAYROLL.



Creating an ACH Transaction

a

PUnited3ank

If creating a transaction without using a template, Select an SEC code. (See page 24 for
information on selecting the appropriate SEC code.)

Enter a Company Entry Description. This will appear on the transaction entry placed on the

recipient’s account.

Select a From Subsidiary (ACH Company) and an Account from which this transaction will

originate.

Select an Effective Date.

ACH Payment cnengeype

Origination Details

SEC Code Company Entry Description From Subsidiary
Novel Grounds LLC
CCD - Cash Concentration and Disbursement nvcePymne HOvE OGS ELe
Account
Operating
Effective Date Recurrence
071872025 Set schedule

Upload From File

Next, assign recipients to this transaction in one of three ways.

1.Use the Add Multiple Recipients button to choose from your recipients list, then click Add.

EI-:I Add multiple recipients

SELECT MULTIPLE RECIPIENT ACCOUNTS

Seleat All | Clear Al

Coffes Vendor Espresso Vendar (010,

Cracking B Crécking 1 LHEETE

Cugeaen Cups (010203 | Jane Doe
Craciing 12345 Cracking 123458755
«f| Errity Bank | John Seizh
wciing 102030405 Savings SETESE:

Cancel




Creating an ACH Transaction PUnited3ank

2. Click into the Recipient field and select an existing recipient.

L, Search by name or account.

Custom Cups &

Custom Cups (0702030405)
Checking 12345

3. Click into the Recipient field and create a new recipient by clicking the + New Recipient
option.

s Eear'ch by name or account. P

i
+ New Recipient &

Once all recipients have been added to your transaction, enter amounts for each recipient.

Recipient/Account Amount

—
&) this payment is valid.

Coffee Vendeor
Checking 5,] | 5 | 5.00

Notify Recipient Show Details

Addenda (opoional) b

+ Add another recipient

$5.00 Cancel Approve
1 payments

Based on your entitlements, you may be able to Draft and/or Approve a transaction by
clicking the appropriate option.

Note: A Drafted transaction will require an additional step of Approval before it is sent for processing.
Only users who are entitled to the Approve action will see this button. Drafted Transactions can be

reviewed and approved in the Online Activity Center (see page 22 for more information)
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Creating an ACH Transaction

PUnited3ank

You will be prompted to enter a Secure Token Code from your VIP Access app when approving
a transaction.

1:05% w56 @)

VIP Access

CREDENTIAL ID @

SYMC 66646988
Secure Access Token Required

A secure access code is required to autherize this transaction. Please enter it
below.
SECURITY CODE

4 5 2 9 2 8 Enter token |

452928

3 —*

Enter the Secure Token Code and click Verify to approve the transaction.

©

Transaction Approved

Transaction ID: 16595

Total Amount: 3500

Close View in Activity Center

Note: Once a transaction is approved, you can click View in Activity Center to review and cancel the

transaction if it is before the next ACH processing window. (See page 24 for information on ACH
processing times).
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Creating an ACH Transaction from Template &United3ank

To create an ACH Transaction from an existing template, use the ellipsis icon to the right of a
template and select the Pay or Collect option.

PAYMENT TEMPLATES
New Template \ Search templates
3Results Fitters: ] ACH Payment Domestic Wi
MName Type Recipients Last Paid Date Last Paid Amourt Actions
Payrail ACH Payment (PPD) 3 D
Pay
Vendors ACH Payment (CCD) 2
Edit
Copy
Select and Effective Date for the transaction.
Adjust Amounts for each recipient if necessary.
Payroll (ACH Paymenit) Termpli
Origination Details
SEC Code Company Enbry Description Froem Sutasdary
BED - Erearranged Paymens and Depodit Meval Greunds LLC
Payro
Aceant
Fayro
EMecove Dare Recarrence
5/20/2025 ) edule
R:clpl:n:s 9 Boipien » Expana All
Fiers: [ Paid Hiot Pald Fre-Nobes
EeciplentiAcsount Amgant
Bani :
'] BES30805
Aggends courE e
and Dos
aceng ZM3ETH ¥
Agaenas CouInE hd
s ':.:-. MALE
Anaenaa sovens e
3 parymants (3 for $0.00

Approve the transaction and enter your Secure Token Code. Or Draft the transaction for later
approval.



Recurring ACH Transactions

P

PUnited3ank

ACH Transactions can be set on a recurring schedule to automatically transmit on the
frequency of your choosing.

To create a recurring ACH transaction, select the first Effective Date, then use the Set Schedule
feature to choose the frequency of the series.

ACH Payment Change Type Upiload From File

Origination Details

SEC Code Company Entry Description From Subsidiary
CCD - Cash Concentrarion and Disbursement InwCaPyming BEGVeL ErOummEC LI
-
ACCount

[ Operating
432

Effective Date Recurrence

071872025 | | setschedule
» Effective Date Recurrence
Schedule Recurring Transaction 07 8/2025 Every week on Friday
How olften should this ransaction repeat?
A3 0 T M Eviy O Weak
e o O o e - Select the frequency for the series, then set the transaction
T B TRh F Tg Mg QT

stop date. You can choose the stop date based on a
calendar day, a specific number of occurrences, or until
you cancel the series with the “Forever” option.

ch B Lasc Doy O The Mgench Semenrusly
Dady (Mentay - Frday Ty

When shauld this transaction stop?
B Once the frequency is selected and the Set Recurring
® e [0 [ — Transaction button is clicked, the frequency details will

display under the Recurrence field.

Farwver ilnsil | Caneed

Cancel Draft

Approve

Caruel

Enter the remaining information into the ACH transaction form and Approve the transaction.
This will begin the recurring series.

Note: Once a series is approved, it cannot be edited. If you need to make changes to a series, such as
adding/removing recipients, changing dollar amounts, or adjusting settlement account information, you

will need to cancel the series.
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Recurring ACH Transactions

-

PUnited3ank

To review and manage a recurring transaction, visit the Online Activity Center under the
Transfers & Payments tab, click on the transaction and use the ellipsis icon to view your

options.

Transfers & Payments

TRANSFERS & PAYMENTS

58 Make a Transfer
WAake ¥ 074 T, RECURTING 47

BRTHET BIODUTIT

e Payaloan

Mok or acnadule 3 Uniced Bask

Home |'|'r1n|br;l Payments | Cord Camser  Stasemans: & Reporn ServeeCemier  Resource Center  Taws Canter

59 Manage Transactions
c ncate or delece ACH paymencs or Wine

*umune datkd ransfers

an By

Pd Online Activiry

obild SHpOIR

Virws & manape Bogie s neoa)

N TANIACEaNS. and

Online Activity @
Recurring Transactions

Single Transactions

Yy @ & @

Transaction ID: 16602 =

Active Filters

Transaction List

Authorized 515
ACH Batth WIS

Print Decails

Mobile Deposits

TRANSACTION DETAILS
ACH BATCH

3 Recipients

Payment Details
Created By
Jane Do

Authorized
O LTINS BcER AN

Autnarizes By

From Account
ParyTai SE35

Total Payments

ACH Heager

Use the Cancel Series Option to cancel the recurring transaction.

Use the Copy option to create a copy of the transaction. This can be used after updates in Fl
information, dollar amounts, and settlement account details are completed for the recipient
and/or template before setting the transaction on a recurring frequency again.



Creating an ACH Transaction - Upload from File "‘:-’Unifedsank

ACH transactions can be uploaded from a .CSV or NACHA file. To upload an ACH transaction
from file, click on the Transfers & Payments tab then Click on the Manage Transactions tile.

dpUnited3ank

FDAC r o iemaea - it ofthrud

Home | Transbers & Payments | CardCenter  Siapernents & Repores  Service Center  Resource Cerer  TestCenter  Inbom  Seoegs  Log OF1

Transfers & Payments

Good Marning, Jane Doe

Q) seorchpage

TRAMNSFERS & PAYMENTS
55 Make a Transfer @ Manage Transactions
Muake & one time, recurring o future dited ransfers Create, maodify, initate cr delete ACH paymsnits or Wine
becween accourts eransfer pemnplates
B2 Pay a Loan 52 recipients
Miake or schedule a Unised Bank loan paymwent Creane and manage regipiencs for ACH paymencs or

Wire ranslers

P online Activity
WViewr & manage singht and recurming ransactions and
mobile deposics

From the Payments Hub, click the New Payment button, then choose the Pay From File option.

Payments Hub

MAKE A PAYMENT

ACH Wire Other
| ACH Collection Domestic Wire Payment Frem File
ACH Payment

Note: If the you do not see the “Pay from File” option in this menu, you will need to select an ACH

Payment Type that is contained in the file, then click the “Pay from File” option in the top right corner of
the transaction form page. See page 7 for information on Transaction Types.

Home  Transfers & Payments  Card Center  Statements & Reports  Service Cemter  Resource Center  Imbox  Settings  Log Off

ACH Pay‘ment Change Type Upload From File
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Creating an ACH Transaction - Upload from File "‘:-’Uni'l'edSCInk

Select the Payment Type for the transaction.

Note: If a NACHA file is used to upload a transaction, the Payment Type will need to match the
transaction types indicated in the file. In other words, if your NACHA file specifies ACH debits, you will

need to select the ACH Collection Payment Type here.

Payment From File
Payment Type *

-Please Select A Payment Type-—
Import File *

# --Pleaze Select A File To Import--

* - Indicares required field

Review the information provided on file formatting and use the blue hyperlinks to download
additional instruction and sample files.

Payment From File
Payment Type *

ACH Collection

a ACH Collection Sample File [.csv)

ACH COLLECTION UPLOAD GUIDELINES

*  Yow can impert a list of redpients and amounis from a S<column Comma Separated Values (C5V) file to add recipients and amounts to a new ACH Batdh. or ACH Collection. or Payrall
e The C5V file must contain the following columns: Recipignt name, Routing transit numbr, Actount number, Account type. & Amount
o Account Type it 8 numeric value: Cheeking = 1; Savings = 2 & Loan=3
& For Scofumn imports, you will be prompred to select 3 SEC code. select a Pay FromyPay to account. select a Subsidiary (where applicablel. and select an effective date

OR

= You can import a balanced NACHA farmat file to create an ACH Batch, or ACH Collection, or Payroll payment
o NACHA files are not processed as uploaded inw the system. The Tystem = extracting the information (Routing Number, Account Number, Amountiz), Effective Date, SEC Code. and
SubsidiaryQriginacor) needed to create an ACH Payments, ACH Collections, or ACH Payroll Onfing Banking rransaction. To upload a NACHA file and have it processed a5 uploaded,
please use ACH PassThru
e Classifying the payrment as PPD or CCD, selecting Pay FromiPay To account, selecting a Subsidiary, and selecting an Effective date should not be necessary as that infe should be in the
balanced file
= The import uses the name and the order of the file to create recipients and amounts
o You can include a recipsen multiple times 1o créate multple payments
The payments can be to the same account or a different account

& ACH Collection File Specification |, pdf)
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Creating an ACH Transaction - Upload from File “:'-Uni'l'edsank

For NACHA file upload, select the NACHA file from your device by clicking into the Import
File field. Click Upload File to import the file information.

Immport File *

* - Indicates required fiekd
Cancel Sawve Recipients Uploada File

Select the SEC Code, Company/Subsidiary, To/From Account, and Effective Date for the

transaction.

Review recipient information for accuracy, then click the Approve or Draft button to submit.

If approving, you will be prompted to enter a Secure Token Code from your VIP Access app to

confirm the approval.

Payment From File - Additional Information

2EC Code

PPD - Praasranged Paymant and Deposic Tesz E
wsz File

Company Entry Description

Pay FromiPay To Company / Subsiglary

el Grounds LLC

Operating

Effective Date

Tatal Amicu 000 T 1 Fecipinnis
Lo e




Creating an ACH Transaction - Upload from File "‘:—’Uni'l'edsank

.CSV files must be in the format described on the file upload page. Recipient information needs to

be in the following column order: A B c D £
1.Recipient Name 1 JohnSmith 061107515 XXXXXX1234 1 50
2.Routing Number 2 Emily Banks 061107515 XXXXXX5678 1 2525
3. Account Number 3 Emily Banks 061107515 XXXXXX9876 2 25.5

4. Account Type (1=checking, 2=savings, 3=loan)
5.Transaction Amount

Note: When creating a .CSV file in Excel or Numbers, the routing number cells may need to be set to

the format of “Text” so leading zeros are not removed automatically.

Select the .CSV file from your device by clicking into the Import File field. Click Upload File to
import the file information.

Import File *

# Testfile.csv

¥ . Indicates required fHield
Cancal Save Recipients Upload File

Select the SEC Code, Company/Subsidiary, To/From Account, and Effective Date for the
transaction.

Review recipient information for accuracy, then click the Approve or Draft button to submit.

If approving, you will be prompted to enter a Secure Token Code from your VIP Access app to
confirm the approval.

Payment From File - Additional Information
SEC Code Company Entry Description

FRD - Praasranged Paymant and Depesic Wax 10 characters

Pay From/Pay To Company f Subsidiary
E:;’:o e Howel Grounds LLE
Effective Date
| T )
Recipsents

Jamin Sena 051107515 10203040506 Chazking $10.00

Emily Banks 061107515 SOBOTOELE04 Savings 51500

Torad Ampurt $35.00 To 2 reciplents

Back Draft Approve
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Online Activity Center

PUnited3ank

The Online Activity Center can be used to review and approve drafted transactions as well as
review and manage online transactions.

Navigate to the Online Activity Center from the Home page by clicking on the Online Activity

option in the right most menu. Or, you can visit the Transfers & Payments tab and click on the
Online Activity tile.

Home | Transfers & Payments | Card Cenver  Statemenss & Repons  Service Center  Resouce Certer

Transfers & Payments

Make a Transfer

| Online Activity »

Transaction . e S

Appmuals TRANSFERS & PAYMENTS
ACH Collecton (... : §2 Make a Transfer & Manage Transactions

O July 17,2025 * curring or future daced transfers Graate, modty, inkiate or delece ACH payments or Win
£5.00

e Payalean

ake or schedule a United Bank loan payment

View approvals in Online Activity

Single
Transactions

Recurring

] online activiey
Transactions '

From here, you can manage and approve Single Transactions, Recurring Transactions, and

review Mobile Deposit history.

52 Recipients

Home  Transfers & Payments  Card Center  Szatements & Reports  Service Center

Created date -  S%3tus Tramsaction Type Account -

Payrol

5655

Resource Center  TextCenter  Inbox  Semings  Log Off
Online Activity @
Single Transactions | Recurring Transactions | | Mobile Deposits
\U’ @ i‘ @ (1  Search Transactions

Armount

wes




Online Activity Center - Managing Transactions

Click on an item in the transaction list to view additional information.

TRANSACTION DETAILS
| S = i ACH BATCH
3 Recipients $15.00

Payment Details -~

eated By

Recipient Details -

When viewing details of a specific transaction, you can monitor Transaction Process at the
bottom of the Transaction Details window. Here you can see when a transaction has reached
each stage in the processing cycle.

Transaction Process ”~

Company Financial Institution

- ] ] o

Use the ellipsis icon to view options for this transaction. Depending on the

: transaction type, transaction status, and your feature entitlement, you may
l l be able to:

e
o
=]
Q
L]

Approve - Approve a transaction that has been drafted by yourself or

Cancel series [ another user.

« Cancel / Cancel Series - Cancel an unprocessed transaction or
transaction series.

« Copy - Create a copy of the transaction that can be updated, drafted,
and/or approved.

o Detais « View Transactions‘ in Series - View processed items generated by a

n recurring transaction.

« Print Details - Print and/or download a PDF report of the transaction.

Copy

View transacti

(=]




Online Activity Center - Managing Transactions € >United3ank

Drafted ACH transactions can be quickly approved from the Home page by navigating to the
right most menu and clicking on the ellipsis icon for a transaction.

Note: This is a Corporate Banking feature. All users may not have the quick approve option on their

home page.

Transaction Details
Make a Transfer
Traching ID: 16501 Totad Asnsunt $500
Online Activity > ——— i Total Pymante
Created O7MILI2025 852 AW Company Entry Invoice
Creaced By |ar Doe Cesipin
. o ko Cperaung 5632
Transaction A sccot «
ACH Header: Niowed Grouras LL
Approvals aaner ——
Seart Date: DINENS
Eredl Divter: M End Dune
ACH Collecdon (... : s hecurring e
- Transaetions ts Date: o
O July 172025
RICIPIINTE:
354 Approve e
Hasmne: Mallow Mg,
ACH Harw: Aahigigh hiewman
View Details At 00
V. Besunt Numiber: M00E0A05
lew 4 Accaunt Type: Chesing
) i o Basutingg Numbar: OS5
[ ey S —T—
Transcew s R

From here, you can Approve the item immediately if you are entitled to this action. Or you can
click View Details to review the transaction in further detail in the Online Activity Center.

To Cancel (deny) a drafted transaction, you can click on View in Activity Center, locate the
transaction, and choose the Cancel option from the ellipsis menu.
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SEC Codes

An SEC (Standard Entry Class) Code is a 3-letter code that describes how a payment was
authorized by the recipient of an ACH transaction.

Type Name Standard Entry Class (SEC) Codes Description

Funds are transferred between unrelated corporate entities or
CCD Corporate Credit/Debit Entry transferred as intra-company cash concentration and
disbursement transactions.

Credit: A single or recurring credit transaction for payment of
payroll, expense reimbursement, dividends, retirement, interest,
etc. Debit: A single or recurring debit transaction for collection
of fixed or variable amounts for loan and mortgage payments,

PPD Prearranged Payment and Deposit
Entry

utilities, insurance, tuition, contributions, etc.

Note: A good rule of thumb when selecting an SEC code: PPD is refers to a “Person to Person” or

“Company to Person” transaction while CCD refers to a “Company to Company” transaction.

ACH Processing & Cutoff Times

ACH Processing Times in the Elevated Digital Banking Platform are 10am, 2pm, & 4pm.

This means that any transactions with an “Approved” status will be pulled for processing at the times
listed above the day before their effective date or the respective Banking day if that would be a non-
Banking day (see below). If you need to make adjustments to an approved transaction, you will need to
cancel the transaction before the next processing window and edit the information before re-approving.
If a transaction is pulled for processing, you will not be able to cancel or edit it. If a transaction is
approved and processes in error, please reach out to Business Services as soon as possible so that the
appropriate action can be taken to attempt a reversal transaction.

United Bank’s Non-Processing Days
. New Year’s Day (January 1)
« Martin Luther King Jr. Day
. Presidents’ Day
« Memorial Day
. Juneteenth (June 19)
. Independence Day (July 4)
. Labor Day
. Columbus Day
. Veterans Day (November 11)
. Thanksgiving Day
. Christmas Eve Day (Subject to early closure)
. Christmas Day (December 25)
. Weekends (Saturdays and Sundays)
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Business Services Department

Monday-Friday
8:00am - 5:00pm

United Bank’s Non-Business Days

- New Year’s Day (January 1)

- Martin Luther King Jr. Day

. Presidents’ Day

. Memorial Day

. Juneteenth (June 19)

. Independence Day (July 4)

. Labor Day

« Columbus Day

- Veterans Day (November 11)

- Thanksgiving Day

. Christmas Eve Day (Subject to early closure)
« Christmas Day (December 25)

- Weekends (Saturdays and Sundays)

*Federal holidays that fall on Sundays are
observed on the following Monday*
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