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Purpose

This module enables batch processing of ACH transfers to vendor accounts. The user may select the ACH
transactions to process in the batch file. Approval is required and creates a level of security and accountability for

the transactions.

Overview

This procedure outlines the steps for setup and use of the Automatic ACH Transfers Module.

Required Modules/Features

e Pentagon 2000 Core

e Accounting Module

e Automatic ACH Transfers Module
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Procedure

1. Bank Setup

Each bank that is used to pay vendors must be setup for ACH payments.

a. From the ribbon, left-click Financials, left-click Administration and left-click Banks List.

My Favorites File Sales

A & il 8

Account Account  General
Receivable -~ Payable ~  Ledger~ Assets -

E= B 3

Inventory Financials

Administration

Banks List

2 e

b. The Bank search window will appear.

Accounting Setup...

General Bank List

Operations

NOTE: Banks are shown to be enabled for ACH payments in the Paid by ACH column in Bank search window.

E Bank o B
Start With: |
Max Search Result Lines : 50
Drag a column header here to group by that column
Bank D' Bank Mame Address City State Company  Divisic| Depar Paid by ACH
Ll Citibank M.A. 2584 Madison Street Mew York MY 1 Yes
02 Chase Manhattan 365 46th Street Fluzshing MY Ma
03 China Mall 154 Eank OF China Mew York MY 110 |10 |No
04 Fleet boney Market 80 Bapard Street Mew vork, MY 110 1.0 |Mo
& Commercial Bank. 1 No
07 MBMA AMERICA 1 Mo
09 Fleet Checking 509 Madizan Avenue Mew Yaork MY 1/1-0 |1.0 |Ma
5 Holland Bancshares 1 No
93 Bank of Mew York City 1 Mo
= Add = | > o 0K % Cancel

c. Select the Bank for which ACH payments needs to be set up (left-click the line within the search screen and
left-click OK; or double-click the line within the search screen).
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d. The Bank window will appear. Left-click the Edit button on the Bank window toolbar.

E [Editing] Bank [01] Citibank N.A, o
F ; [} A & %\-» R\’//-‘ r
W . \ L
Cancel QK
Bank ID - 01 Bank Name : Citibank N.A|
Bark Mo: Branchno : “.53

Address || Accounts

Address | 2589 Madison Strest Prefis :
Address2 Tel1: 212-569.60359 Ext. : 266
Address3 Tel.2: 212-559-5968 Ext. : 236

City : M vork St MY - Zip: 10001 Faxl : 212-559-5926

Region: MOR Fan2 : 212-553-8745

County : |James Country : US4

Contact : 002 B ]

Drivvision :

E-Mail :  hittp: /v, citibank, com

‘web : |andy@citibank. com Department : T

ACH Payment |+ ACH M apping ACH Settings Canadian checks

DAPENTAGONZ0005Q1L9.0.1\ACH =

i. ACH Payment flag — Ensure the flag is marked as “checked” to enable ACH payments from the bank.

ii. ACH Mapping button — Left-click to setup the format of the file used for ACH payments that will be
created when creating an export for this particular bank.

1. The Bank Export Setup window will appear.

E Bank Export Setup o BOR
Awvailable fields Selected fields
‘Your Reft Field Dezcription Field Type Size
Cantract # » Irvoice N Character [20
Project & nvaice Na. aracter [20]
Invoice Date Bark Mame Character [25]
Wendor Address Bark Routing Mumber Character [10]
Wendor Mame
endor Code 3 Bark Account Hame
Trangaction Code Bark Account Mumber | Character [20] *
Eheck Header - ACH Payment date b33 Check Header - Met Amo | Decimal
Check Line - Applied
Check Header - Digcount Purchaze Order Mumber | Character [25] b +
Check Header - Currency < Dur Reff ]
({4
4 i 3
oK Press F3 in the Available Fields list ta search for a specific field.
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2. Configure the fields that are required for the export to this particular bank and left-click the OK

button.

iii. ACH Settings button — Left-click to adjust settings.

B3 ACH Settings

;q\ SV

© Cancel  OK

Farmat Amount Paid to include two decimal places with no decimal poing

ACH File Type :

1. Format Amount Paid to include two decimal places with no decimal point flag — Mark flag as

“checked” to format the amount field with two decimal places and no decimal point.

2. ACH File Type field — Select the type of file that will be created (.csv or plain text)

iv. File Location field — Left-click the folder to select the file location where export files will be saved.

v. Left-click the OK button on the Bank window toolbar.

e. Left-click the Close button on the window toolbar.

END OF SECTION
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2. Vendor Setup

Each vendor to which ACH payment will be made will need to be setup.

a.

b.

C.

From the vendor file, left-click the Remit button on the Vendor File window toolbar.

ﬂ Vendor{Also Customer) File: 3 - R SALES = &2
- h, |,
R P r
=l (1L .
ST F D MR EQ 14
Add Edit Del FPre Next  Bill Ship Remit Cntct Callx Opt  Srch Croc 0K Close
Account : 7158 1 Cage Code | ATR=5548 SITA: 9333
Our Code: | P2000=L - ILS Code : 009887 ARINC: 002
General ]r Delaultsw Setlp rFinancwalsj Status | Tax rMisc. Chargesw Quality raCommerceerxt. Searchj MFG;E 4
Name : 3 - R SALES Area: Tel: B05-252-0740 Ext: 332
Addr : INDUSTRIAL DISION & Te Ext:
Adh | 26524 GOLDEN VALLEY ROAD ? Ea“ EEIIE
B &
Addr
) g - EDI
City : SAUGUS (R ip: 91350 St Bt Cust Code -
Fegion : 'wWS5T WEST
County : ORANGE Country ;| LS& SITA DTGSEE-43308
Cortact :| 001 Area whita wheh 1w texasaircomposites.com
Tile - Gales Eut: E-Mail : sales@3rzales. com
Memo Alert Mote
Blobal Position v = v
Latitudz: 0
Longitude : 0
The Remit To List will appear.
3 Remit To List o B =
EqualTo: |
Max Search Result Lines : 50
Drag a column header here to group by that column
Location No.| Location Ci| Name Address 1 Addiess 2 | Address 3 | State County City Country Paid by ACH Paid by wire Wend Defa Cust Defau Active Bank | Bank Account [
3 1 3-FR SALES ACCOUNTI | 26524 GOLDEM WALLEN|SUITE 407, [} SAUGUS [USA No No es
2] 3-R SALES OFFICE HE.| 268524 GOLDEM WALLEY| SUITE 407 Ca SAUGUS |USa No No Yes
3 3-R SALES INDUSTRIAL DIVISION | 26524 GOL CA SAUGUS US4 No Tes Yes Tes |01 876765444 ||
4 3-R SALES INDUSTRIAL DIVISION | 26524 GOL Ca ORANGE |SaUGUS |USA Yes No Yes
4 [ 14
= add B » o Ok XK Cancel

Select the Remit To for which ACH payments needs to be set up (left-click the line within the search screen

and left-click OK; or double-click the line within the search screen).
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d. The Remit To File window will appear. Left-click the Edit button on the Remit To File window toolbar.

Wb ww texazaircomposites. com

E-Mail: |sales@3rsales com

B3 Remit To File £2
}{\’ N
Add Edit De Default (= Next 3 . Cancel 0K
..'%.7 Remittt 4 Code:| Active : || SPEC2000 Paid by wire : Paid by ACH & -
Fiemit Changes
Address | ACH Information
Mame: 3-R SALES Prafis :
[y ddress : INDUSTRIAL DIVISION Tell: B05-252-0740 Eut: 332
Address? ;| 26524 GOLDEN WaLLEY ROAD Tel2: Ext
Address3 Faxl: B05-3186010
City | SAUGLS StiCA || Zjp: 91350 Fax2:
Region: "wWST - WEST Sita:
County : ORANGE Country ;| US4 T
Contact :| 001 + | Annawhite
Memao ¢

i. Paid by ACH flag — Mark the flag as “checked” to enable ACH payments to the Remit To.

to be marked as “checked” at the s

ame time.

NOTE: When the Paid by ACH flag is marked as “checked” the ACH Information tab will appear.

The system will not allow a single Remit To to have both the Paid by ACH flag and the Paid by wire flag

ii. ACH Information tab

Address | ACH Information

B3 Remit To File £2
—}{v N
Add Edit De Default (= I Si 0 Cancel 0K
‘.'\—?? Remit 4 Code:| Active : |+ SPEC2000 Paid by wire: : Paid by ACH [

Remit Changes

Account Hame
Account Number
Transaction Code
Bank Mame

Routing Nurnber
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1. Account Name field — Enter the name of the vendor’s ACH payment account.
2. Account Number field — Enter the account number of the ACH payment account.

3. Transaction Code field — Select the appropriate code for classification of the ACH payment to this
Remit To.

NOTE: Transaction codes are defined by the National Automated Clearing House Association
(NACHA) and are setup within the Administration menu option of the Financials menu. Each bank
should provide the list of applicable codes along with a specific definition of how the code is used
by their organization.

MyPertagon  CRM  Administration  Int

i Accounting Setup...

B gankeim
B Gerersl Bank List

G Codes
G Accownts Table

% Ine

#R  Shipping Duty

@i shipping Cost
Journal Entry Type Codes
Jourmal Entry Defauits
Firancul | Heparts

Decument Status Update

Budget Plan bnport

GL Code Salaries Impert
Wire Trandfer Export Setup

Irwertery Value Process

ACH Payment Setup. Transaction Code

4. Bank Name field — Enter the name of the bank associated with the vendor’s ACH payment account.

5. Routing Number field — Enter the routing number associated with the bank associated with the
vendor’s ACH payment account.

Left-click the OK button on the Bank window toolbar.

e. Left-click the Close button on the window toolbar.

END OF SECTION
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3. Invoice Setup

Each document for which an ACH payment will be made must be properly identified.

a. From the Purchase Invoice, left-click the Ship/Bill tab.

E [Editing] Purchase Invoice No. 000298

For:3 - R SALES

% ;< N

Optn  Srch Cncl 0K Closze

Header rLlnes [USD]W ShID.i'BI" Setup rChalgesw Tames rtommlssmnw At rExpedlteW

Ship To: |0001 =+ LContact :
Crestwood Technology Group
15 West 34 Street
Sth Floar
Mew York, MY 100070 [ Stock |

[01] The Bank Of Mew Yark
360 Bth Avenue

UMITED STATES Currency: [USD]

Bill Ta: C200 Contact : 007
Cugztormer Dwned Lnits
Atanta v arehouse
H5E2 M. 57th Street
Atlanta, Ga BE17E [ Repair ]

+| Contact: 001

b. Ensure the Remit To is associated with ACH payments.

E [Editing] Purchase Invoice No. 000298

For:3 - R SALES

O RV

Optn  Srch Cncl 0K Closze

Header rLlnes [USD]W ShID.i'BI" Setup rChalgesw Tames rtommlssmnw At rExpedlteW

Ship To: |0001 =+ LContact :
Crestwood Technology Group
15 West 34 Street
Sth Floar
Mew York, MY 100070 [ Stock |

3-RSALES

INDUSTRIAL DIVISIOR

26524 GOLDEN VALLEY ROAD
SAUGUS. CA 91350 USA

Bill Ta: C200 Contact : 007
Cugztormer Dwned Lnits
Atanta v arehouse
H5E2 M. 57th Street
Atlanta, Ga BE17E [ Repair ]

+| Contact: 001

Remit To iz marked as Pay By ACH, Account Mo. [5853858]. Bank Mame [JP Margan Chase] I

c. A note will appear just under the Remit To with the ACH payment details.

END OF SECTION
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4. Creating an ACH Batch File

a. From the ribbon, left-click Financials, left-click Account Payable, select Automatic ACH Transfer and left-

click Create Batch File.

File Sales Purchasing Inventory Financials Operations My Pentagon CRM
B & 5 8 9
Account Account | General Fixed Administration
Receivable - | Payable - | Ledger~ Assets ~ s
é—v Payments to Vendor v
v-?. Credit Payments to Custormer  + | |
Automatic Checks [ \.:. h
Automatic Wire Transfers v
Automatic ACH Transfer 4 Create Batch File
Automatic Payment Transfer L4 View/Update Batch File
AfP Debits (receivables) + View/Approve Pending ACH Payment o)
Becurring Invoices + Export File I
1099 Forms v Print Remittance Advise
Postto A/P v

b. The Automatic ACH Transfers window will appear.

Fram :

endar [rvoice Date

Aging

Az 0f Date

Account Type Ta:
Friarity

Customer Cage Code

Customer ILS Code

Cugtomer Branch

Customer Section

E Automatic ACH Transfers o =

“Wendor Cage Code
Wendar LS Code
Wendar SITA
Wendar AIRINC
Rating
Cuirency
Company
Filtering D escription
Range Selections Range " alues
Aging Flange: Current Day. Aged By Invoice Date
Az Of Date “8/28/204"
Currency "uso”

X

LCancel

c. Set the filters as necessary and left-click the OK button.
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d. The Auto ACH Apply window will appear.
3 Auto. ACH Apply = =
-~ R B A g === fad _r—
!\'% . .‘_8 ] & & j V @ &y g = R
: Add Edit Del Ttl Vend Dpen  FEinancials  Apply Mark &Il Unmark Clear Report  ACH File Save Close
‘F'a_l,lee |F'ost to Period date |D0c: [rate |Due [rate |E0nv |Dpen [rebitz(cony] |T0tal[E0nv] |Applied [eb | Dizcount[Co | Met [Coney] |Ap\
3-R SALES |8/16/2012 |8/28/2014 3:24:35 Pb| 8/28/2011 4 |USD | 4E341.08 85632 0.00/ 000) 85632
856.32000| 0.000000 | 0.000000 | 5632000 &
4 i 4
e. Left-click the ACH File from the Auto ACH Apply window toolbar.

f. The ACH Banks window will appear displaying only those banks that were setup to pay ACH payments.

B3 ACH Banks 2
RV
| Cancel 0K
Drag a column header here to group by that column
ACH Payment Bank 10 Countiy ComparyM o Divigian Department Account Mo Acen
0 1 B
o1 US4 1 7000
o1 Citibank M.4. US4 1 8000
o1 Citibank M.4 USa 1 578878
o1 Citibank M.A. Usa 1 88908
o1 Citibank M.4. US4 1 3000

4 1]

click OK; or double-click the line within the search screen).

Select the bank from which ACH payments will be paid (left-click the line within the search screen and left-

CONTINUE TO NEXT PAGE
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h. The ACH to be approved window will appear.

E ACH to be approved = B R
~ ) . : L r
. V4 . A .
5 l.b‘ {:/ W LS ) ‘
Edit Delete Clear Approve Export File  Print Report Close
Temp ACH Mo, Bank 1D Fayee Signature 1 User Co Signature 1 User Mz Signature 2 User Co| Signature 2 Usger Mz Signature 3 1
» 000001 o |3- P EALES Mot Pequired Mot Pequired | Mot Required |Not Required |Nat Require
Pay Far Doc Ma. Dac Date Apply Dizcaunt Dizcount Discrepancy Met. Amaunt Met. Amaunt
¥ | Purchase Invoice 000233 8/16/2M2 8/16/2M2 0.00 0.00 856.32
4 i 4

i. Left-click the Export File button from the window toolbar.

j. The ACH Export window will appear.

3 ACH Export 52

RV

 Cancel QK

Desired process date : | A

i. Desired process date field — Select the date on which the file should be identified as being processed.
ii. Left-click the OK button on the ACH Export window toolbar.

k. The ACH payments export file will appear in the folder that was identified within the bank setup.

@Uv| 0:\PENTAGON20005QLO.0.1VACH)

Organize * Include in library « Share with » Bun

- Favorites Rlams
Bl Desktop ‘ ‘ (=) 01_7158_20140828 153720

4. Downloads

NOTE: The export file name will be “BankID_AccountNo_YYYYMMDD_HHMMSS” and the extension .csv or
.txt.

END OF SECTION
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5. Payments Documentation

When an ACH payments batch file is exported, a payment is created and shown as “Closed” and ACH payment
information will be displayed on the ACH Info tab.

a. From the ribbon, left-click Financials, left-click Account Payable, select Payments to Vendor and left-click

ACH/EFT (Elect Fund Trans).

| File Sales Purchasing

_W‘
i

8.. Payments to Vendor

-

Automatic Checks
Automatic Wire Transfers
Automatic ACH Transfer

A/P Debits (receivables)

&

Account Account
Receivable ~ | Payable ~

g Credit Payments to Customer

General
Ledger ~ Assets ~

Financials Operations

ifi-q"_,j_:‘w_

Administration

»

E:I ] | 4

b Checks

b % Wire Transfers

g B B §

Cash Payments

ACH / EFT (Elect Fund Trans)

My Pentagon Ct

View All Payments List

Credit Card Payments

b. The ACH/EFT Elect Fund Trans search window will appear.

3 ACH/EFT Elect Fund Trans

= B
Start With - | Account: | All _ All
Bank: | Al i
Bank Account: | Al A
Max Search Result Lines : 50
Dirag a column header here ta group by that column
Check/Ref Mo, Paid to Date Currency(Baze] Amount Applied
» 001236 3-R SALES Mov-28-2006 uso 150.00 1
000045 ACH Vendor Feb-21-2012 ush 1,000.00 1.0
000044 ACH Yendor Feb-20-2012 ush 1,000.00 1.0
000043 ACH Vendor Feb-20-2012 ush 0.00
000004 3-R SALES Aug-28-2014 ush 856.32 8
4 1] 4
= Add B | > W 0K XK Cancel

c. Select the appropriate payment (left-click the line within the search screen and left-click OK; or double-click
the line within the search screen).
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d. The payment will appear with a status of “Closed” and ACH payment information will be displayed on the

ACH Info tab.

E ACH/EFT Elect Fund Trans : Neo. 000004 [ Closed ] Printed on : 8/28/2014 3:29:35 PM

lqc'l} .\ r |

X Q

.

Add Edit Del Void Print  Crney C*pt_:n. Search Cancel 0K Close
ACH ZEFT Ref Mo noooa4 [Disbursement] Pavment Date ; 9/28/2014
[Account Code  115ub 1 [Account Mame 1 Currency Conv Amount
7158 1 3-R SALES ush 856.32
3-R SALES Discount : i
Met. Amaunt : 8%6.32
Eight Hundred Fifty Six 324100 Appled 8RR 32
he)
Lpply Tﬂ Info rFay Inlowr Eunencﬂ PauTo | ACH Info
Account Name - |3R Sales
Account Number | 5653858
Transaction Code :
Bank Mame : JFP Morgan Chase
Fouting Mumbes - | 223535385
Process Date : |8/28/2014
File Mame : 01_7158_20140828_153720.C5Y
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6. Print Remittance Advice

The system allows creation of Remittance Advices for distribution to vendors to notify them that ACH payment has

been transmitted to the bank.

a. From the ribbon, left-click Financials, left-click Account Payable, select Automatic ACH Transfer and left-

click Print Remittance Advise.

File Sales Purchasing Inventory Financials Operations My Pentagon CRM A
D (& i 8 @
Account Account | General Fixed Administration
Recewvable ~ | Payable ~ | Ledger~ Assets - -
,f-u Payments to Vendor 3
»;. Credit Payments to Custorner  » |
Automatic Checks [ | [ |n
Automatic Wire Transfers L
Automatic ACH Transfer + Create Batch File
Automatic Payment Transfer ¢ View/Update Batch File
A/P Debits (receivables) v View/Approve Pending ACH Payment :)_
Recurring Invoices > Export File _p
1099 Ferms v Print Remittance Advise
Post to A/P v

b. The Print Remittance Advice window will appear.

E Print Remittance Advice

Report 5 ettings
Biank Account
ACH Date
ACH Ref Mo,
Account No.

Show Curency Baze

Filtering Diescription

Range Selections Fiange Y alues

X

Clear LCancel

c. Setthe filters as necessary and left-click the OK button.
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d. The Print List window will appear.

3 Print List

Print List

CH Wendor, Check Mo, 000044
&CH Vendor, Check Mo, 000045

%

Default

& =

Preview

o8

Email

X

Cancel

X

Delete

i. Preview button — Left-click to view the remittance advice.

UNITED STATES Parts and Maintenance Corporation
Your Total Distribution Solution
1E West 24 Streat Mew York  NY 10001 http://wwar. pentagon200.oom
Tel +1-212-623-7521 Fax +1-212825-7513 info@pentagon2000.com
Remittance Advice
PaidTo 3R SALES AGH AGHIEFT Elect Fund Trans No.
Attn: Mrs Anna White, Sales
INDUSTRIAL DIVISION 000004
26524 GOLDEN VALLEY ROAD
SAUGUS, CA 91350
USA
PaymentDate - Ag-28-2(14
Your Account - 7158
Tel. : 805-252-0740 Fax : 805-318-5010 Our Account - P2000XL

Your Ref No. Our Ref No. Date Invoice Amount | Amount Paid | Discount Applied |
INV-53453 000258 Aug-28-2014 852 356.] 0.0 255.7
Total - [USD] EE o) 255.2)

AEROSPACE ® DEFENSE ® ELECTRONICS ® POWERSYSTEMS e METALS
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ii. Print button — Left-click to print a hard copy of the remittance advice.

iii. Fax button - Left-click to fax the remittance advice to the fax number identified on the vendor file

Remit To.
B3 Remit To File £2
&+ T K W N
. l L
o . ® &= Q y
Add Edit _e Default Prev Next Srch Optn  Cance OK Close
‘.'E:? Remit Code : Active : || SPEC2000 Paid by wire : Paid by ACH | .
Remit Changes
Address | ACH Information
Mame: 3-R SALES Prefix :
Ry Addrass - INDUSTRIAL DIVISION Tel1: 805-252-0740 Ext: 332
Address2: 26524 GOLDEN WALLEY ROAD Tel2: Ext
Address3 Fawl : BO5-318-6010
City : SAUGLS St A Zip: 91350 Fax2:
Fegion: W5T WEST Sita:
County : ORANGE Country : | USA ShipVia ©
Contact : 001 AnnaWhite
Memo ¢
Wwieb: wwi terazaircomposites. com
E-Mail - salesi@3rsales com

iv. Email button - Left-click to email the remittance advice to the email address identified on the vendor
file Remit To.

B3 Remit To File 52
~ -
FOFGOm QX I
Add Edit Del  Default  Prev Met Srch Optn  Cance 0K Cloze
‘.%‘7 Femit# Code : Active : | SPEC2000 Paid by wire : Paid by ACH [ -
Fiemit Changes
Address | ACH Information
Mame: 3 -F SALES Prefi:
iy drress - INDUSTRISL DIVISION Tell: B805-252-0740 Eut: 332
Address2 ; 26524 GOLDEN WaLLEY ROAD Tel2: Ext
Address3 Faxl: B05-318-5010
City :[SAUGLIS St:|Ch Zip:| 91350 Fauz:
Region: WST WEST Sita:
County : ORANGE Country: | US& Ship Yia :
Contact : 001 Anina Wwhite
Memo ¢
Web: wwwterasarcompasites. com
I E-Mail: sales@3rsales com
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