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ACH Origination

Sending or Collecting ACH payments
To create ACH payments, follow the steps below:

1. Once logged in, hover over “Money Movement” and select “ACH”.
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If the payment will be sent without template or a new template is to be created:

2. Select “Send money without template”.
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3. Complete the fields below then click Continue.
e Template Name (Only required if creating a new template)
e Request type — enter payment type

Select an option
CCD Payment (Corpaorate)

PPL Payment (Personal)

e Company Name/ID - Select the Company Name assigned to the account where
the payment will be deducted from.

e Template Description — enter the description of the payment (e.g., PAYROLL or
PURCHASE)

e Debit Account —the account to be debited

e Maximum Transfer Amount

e Effective Date — the date the funds should be received

Cathay Hi,Lorena | Sign Off

Welcome Reports Money Movement Account Services  Administration
Bank Last Login: Jan 7, 2026, 7-35:52 PM ET

*
FDIC FDIC-bsured- Backe by the full faith and credit of the U.S. Govermment @ Approvals (1) Exceptions
ACH View your ACH limits
Make Payment Collect Money History Upload Transactions File Status Uploaded Files

Make ACH Payment without a Template

Send money using an existing ACH template

Template Information

| Template Name (optional) |

(To save this request as a template enter a template name.)

|Reque51 Type - ||

Please select Request Type

|Company Name/ID 'l

|Temp|ate Description |

(Information that will be given to the transaction’s recipients)

|Debit Account - |

Maximum Transfer Amount

Please enter Maximum Transfer Amount

Effective Date
01/09/2026 o}

D
Got Questions? We can help 4
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4. Enter the recipient’s information.
e ABA/TRC - Routing number

e Account — Recipients account number

e Account Type — Type of account (e.g., Checking or Savings)
e Name — Recipients name

e Detail — Enter the reason for the payment

e Default Amount — The amount of the payment

If additional Recipients need to be added Click ® Add additional detail row

L™ ) R Hi,Meiya | SignOff
One Welcome Reports Money Movement Account Services  Administration

Last Login: Jan 7, 2026, 1:53.21 PMET

@ Approvals @ Exceptions
ACH

View your ACH limits

Make Payment History

Add Payment Details

Send money using an existing ACH template

Template Information 4

Template Name:

Request Type: CCD Payment
Company Name/ID
Template Description: ACHPMTD
Debit Account: BUSINESS CHECKING - *
Maximum Transfer Amount: $100.00
Effective Date
01/09/2026 (a]

Intended Value for the entire template)

Credit / Destination Accounts
These are the accounts which will receive the recorded amount when a payment request is transmitted. ABA numbers must be for financial organizations authorized for the exchange of electronic ACH
transactions. To enter a valid ABA number, search for an authorized financial institution.

Payment Instructions

O Do not process details with amounts of $0.00

O Send details with amounts of $0.00 as payments

- = Default Amount
ABA/TRC Account Account Type Name Detail ID (Optional) (Optional)
Type Amount
ABA/TRC Account Checking *  MName Detail ID
ABA Search

Additional Information (Optional)

Total: $0.00
Variance amount: $0.00

(Difference between Control amount and Total.)

@ Add additional detail row
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5. Verification page will appear. Verify all the details then click Transmit. The payment will
now be ready for Approval if Approval is required.

To submit this request without transmitting, click Submit for Approval

Y
( Cancel |
AN vy

Creating a Template

1. Click on “Create a template”

Welcome Reports Money Movement  Account Services  Administration

Last Login: Jan 7, 2026, 1:53:21 PM ET

@ Approvals @ Exceptions

ACH View your AGH limits
Make Payment History
Make ACH Payment / Manage Templates »

Send money without a template | Complete unsubmitted requests | Create a template | Maintain file import definitions

2. Enter the Template details then click Continue

e ABA/TRC - Routing number

e Account — Recipients account number

e Account Type — Type of account (e.g., Checking or Savings)
e Name — Recipients name

e Detail — Enter the reason for the payment

e Default Amount — Not required

HiMeiya | SignOff

Last Login: Jan 7, 2026, 1:53:21 PMET

Welcome Reports Money Movement Account Services  Administration

@ Approvals @ Exceptions

AC H View your ACH limits

Make Payment History

Add Template

Send money using an existing ACH template

Template Information

Tempiate Name
Test

Request Type
CCD Payment (Corporate)

‘Template Description

Payroll I
(Infarmation that will be given to the transaction’s recipients)

Debit Account

BUSINESS CHECKING - Checking - *6960 -
Waximum Transter Amount

$25.00 USD

Per detan secaunt

N A




Cathay
Bank

Editing a Template
Once a Template is created it will always appear on the ACH page under Available Templates.
1. Click on the Template Name requiring editing.

Hi, | SignOff

Last Login- Nov 2, 2021, 30314 PM ET

Welcome Reports Money Movement Account Services Administration

(©) Approvals
ACH View your ACH limits
Make Payment Collect Money History
Make ACH Payment / Manage Templates
Send money without a template | Complete unsubmitted requests Create a template Maintain file import definitions
An(D) indicates that the template has a reported Notice of Change that must be applied before the template can be used
Show Templates For
Available Templates All Services h
Template Name T Request Type Debit Account Company Name/ID

O X CCD Payment "] - Advanced Business Checking 16

O - CCD Payment *7 - Advanced Business Checking I 16

O i PPD Payment - - Advanced Business Checking 16

2. Click on the notepad pencil icon.

Hi,ea | SignOff
Last Login: Nov 2, 2021, 30314 PMET

Reports Money Movement  Account Services  Administration

@ Approvals
ACH View your ACH limits
Make Payment Collect Money History
SR ;
|\ ¢ Back /I Template Details Use this Template
@
Template Information & [F &
Template Name: AC SVB
Request Type: CCD Payment
Company Name/ID: 6
Template Description: ACH
Debit Account: - Advanced Business Checking - *76
Maximum Transfer Amount; $200,000.00
Credit / Destination Accounts
ABA/TRC Account Account Type Name Detail ID Default Amount
121140399 "3824 Checking Augustus Commerce, LLC $100,000.00
Total: $100,000.00
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3. Make the required changes for the recipients.

Hi,Pam | SignOff

Last Login: Nov 2. 2021, 30314 PMET

Welcome Reports Money Movement Account Services  Administration

@ Approvals

ACH View your ACH limits

Make Payment Collect Money History

Edit Template
Template changes will affect scheduled requests that are based on the template. Once a request is in Transmit status, it is ne longer impacted by changes to the template used to create it.

View current template details

Template Name

ACSVE

Request Type: CCD Payment

Company Name/ID

MOBLTY INC/P273503836 hd
Template Description

ACH

Information that will e given to the transaction’s r

Debit Account

MOBLTY INC - Advanced Business Checking - Checking - *2766 -

Meximum Transfer Amount
$200,000.00 USD

Per d

Credit / Destination Accounts Ll’l Import Details

These are the detail accounts which will receive the recorded amount when a payment request is transmitted. To add detail account information from external files, click "Import Details.” ABA numbers
must be for financial organizations authorized for the exchange of electronic ACH transactions. To enter a valid ABA number, search for an authorized financial institution

ABA/TRC Account Account Type Name Detail ID (Optional) Def:z:t:i:rrglla)unl
ABAITRC Account Type Name Amount
- 121140399 3302883824 Checking ~  Augustus Commerce, LLC Detail ID $100,000.00 USD
4. New recipients can be added. Then click Save Changes
ABA Search
Additional Information (Optional)
Total: $100,000.00

® Add additional detail row

&~

S
- | Do not save changes \l
A A
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Creating a file definition

Excel files can be uploaded once a file definition has been created. The excel file must be
created with the defined Description, Characteristics and Field Properties of the File Definition
created.

1. Under either Make Payment or Collect Money select Maintain File Import Definition

i, Signid

s Money Movement  Acoount Services | Administrtion

i g e . T, KE 1 P

() Appeowals
ACH e your ALCH bits
Pladiir Prarpsreeni Conlhact Mcstiry Hisioey
Make ACH Payment / Manage Templates /
r '-".;H--_u without a template Cornpiets unsaberitted reguesty : Create 3 templale Maintsn fie mport defintions
Available Templates
Templaie Mamw # Requent Type Drabit Bccount Eormpary Mame/ 10

2. Click on Add a file definition

Hi, I | signOff

Last Login: Dec 10, 2025, 31212 PMET

“iS//‘-:"‘I".“-ﬂl One" Welcome Reports Money Movement  Account Services  Administration

@ Approvals @ Exceptions

ACH View your ACH limits

Make Payment Collect Money History Upload Transactions File Status Uploaded Files

Import Detail Account Information/Manage File Definitions

Add a file deﬁnitionﬁd money using a template
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On the Add File Definition page there are 3 sections that must be completed.

Description: Add a Definition Name (the name of the definition), Description (what its used for)
and Request Type (type of Payment or Collection), File Type (type of excel file). Click Next.

@ Description Not Complete ~

Definition Name

Description

ttt

Request Type

File Type:

(®) Delimited
O Fixed

() Fixed - NACHA

P
>

Characteristics: Field Delimited (select how the information will be divided), Amount Format
(how will the amount filed be formatted), and Match Records By (optional). Click Next.

(@ characteristics Not Complete ~

Field Dalimiter

Select

Please enter field defimiter

Amount Format

Whole dollar (123) - -
Match Records By (optional):
(Select all that apply.)

|:| ABA/TRC, Account number, Account fype

[ Account name
1o

e . ™\
| Previous |
A vy
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Field Properties: All fields need to be completed by position on excel column.

(3) Field Properties

Field Name

ABA/TRC:

Account Number:

Account Type:

Account Name:

ID (optional):

Default Amount:

Addenda (optional):

Position Number

Position

Position

Position

Position

Position

Position

Position

Valid Field Values Within A File

Nurmeric only (0-9), 9 characters.

Alpha (A-Z), Numeric (0-9), 35 characters max.

4 valid types: Checking, Savings, General Ledger or Loan

Alpha (A-Z) or Numeric (0-9) and spaces, 22 Characters max.

Mo validation, 15 Characters max.

Mumeric (0-9), 10 Characters max.

Alpha (A-Z) or Numeric (0-9), 80 Characters max. if not CTX

Not Complete ~

Once all three sections have been completed click Add File Definition

A File Definition Page with all the details entered will appear.

How to Edit File Definition

An existing File Definition can be edited by clicking on the note pad with pencil in any of the

three fields.

View existing definitions ‘ Add

a file definition

Description = ﬁ

Definition Name:
Description:
Request Type:
File Type:

Characteristics [ /

Field Delimiter:
Amount Format:
Match Records By (optional):

Field Properties @/

Field Name

Mexus

Test

CCD Collection
Delimited

Comma
Implied decimal(1.23)

Position Number
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NACHA Files
Nacha Files can be uploaded by simply uploading the created NACHA File.
1. Under either Make Payment or Collect Money select Maintain File Import Definition

Hi, signiH
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2. Click on Add a file definition

Hi, I | signOff

Last Login: Dec 10, 2025, 31212 PMET

|S//‘]'\;j‘\,d| One" Welcome Reports Money Movement  Account Services  Administration

(@ Approvals (T) Exceptions

ACH View your ACH limits

Make Payment Collect Money History Upload Transactions File Status Uploaded Files

Import Detail Account Information/Manage File Definitions

Add a file deﬁnltionﬁd money using a template
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3. Under Description, Add a Definition Name (NACHA), Description (what its used for) and
Request Type (type of Payment or Collection), File Type (Fixed — NACHA). Click Next.

@ Description Not Complete ~

e

Definition Name

Description

tt

Request Type

File Type:

(O pelimited

O Fixed

(® Fixed - NACHA —

| MNext |

4. Click on Add File Definition

Once the File Definition has been added, a NACHA batch can be created by selecting the NACHA
file and uploading a NACHA file.

File Definitions

(To view, edit, or delete a file definition, click a file definition name.)
Name T Description Request Type
CCD Collection

MNACHA / National Automated Clearing House Association file format

11



