Establishing the Import Layout:
Step 1: Logon to online banking
Step2: Clickon Cash Manager
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Step 3: Click on Import Layout and select the type of file being imported
Available Options: CSV File Layout, Fixed Position File Layout and Delimited File Layout

Step 4: Complete thefields to define whereinformation is located inthefile, and then select Save.

Transaction Code for Credit=22
TransactionCodefor Debit=27
The CSV and Tab-Delimited Layout

CSV File Layout

Selest Upload Format Ediz | €SV File Layout
b Aceount Nur a
IDNumber: 2 v Amouns | 5 v
Routing Number: 3 v * Transaction Code:

“Note: Ifyour fl2 doss not contain Transaction Codes, the following fields are requirsd:

AccountType: & v Checking Equals: € Savings Equals:

TrancactionType: 7 DebitEquals: DR Credit Equals:

The Fixed Position Layout
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Fixed Position File Layout

steffdin  Fiued Position File Layout
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Importing Transactions to a New Batch:

Step 1: Click on Cash Manager
Step 2: Clickon ACH
Step 3: Createa New Batch For

Create a new batch for: | Select Company v

Step 4: Createthebatch headerandclick on submit

Batch Name '| | l SEC Code | PPD - Prearranged Payments and Deposits | v
Company  MIDWEST BANKCTR Company Id *| 430368910
Discretionary Data TEST Entry Description *| TEST

Restrict Batch

cenee

Step 5: Click on Import Transaction

JUCLEILEEE R Batch Import test successfully added/edited

aaaaaaaaaaaa Type | 00-No Addenda Information
mbe jends
»»»»»»» - 0 00
[m]
Creates a separate SO record ry.
Rec Inform
S¢ r ABA.
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Step 6: Select the Import File Typeand then select the desired fileandselect Import

Import Fils - HrlyPyri2016

Impert Fila Type:

CSV File

Cheose File | Samgle ACH Impan without Offset.cav

After thefile’s status changes to Uploaded, the batchwill appearon the Batchlist page

Importing Transactions to an Existing Batch:

Step 1: Click on Cash Manger

Step 2: Clickon ACH

Step 3: Locateandselect the existing batch formthe ACH Batch Listthatyou want to import transactionto
Step 4: Selectimportfromthe Select Optiondrop-down list

ACH Batch List Tocel Barchesd  View 10| 20| 521100

Type  Campary

Ready  Payreil 2016 BPD TRANC 5040 $4300.00
ady PRD A 81201 s165000 §1 85000
eady e 000 £5,400.00
Total $1,65000 511.850.00
Step 5: Selectthefiletype
Import Fils - HrlyPyri2016
e you want to import to identify the fleld and position

is established, this format will be

mport file, you may want
to try another importing method by clicking hers

Import File Type:

CSV File

itz th Import

Step 6: Select thefile, and then select Import
After thefile’s status changes to Uploaded, the transaction willappearinthe batchthat was selected
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