ACH From Start to Finish

This is a step action table for the ACH process in the Diversified Billing System

The ACH process starts wiith setup at the bank. When requesting set up for ACH, you will be asked
two questions:

1. Does the bank accept NACHA file?

A Na file is a text file that is uploaded to their bank’s website with the bank information of each
customer. This file also includes the information of what the bank calls the “originator.” The originator
is the client’s information.

2. Should that file be balanced or unbalanced?

Nacha files can be balanced or unbalanced. A balanced file includes the transactions for each cus-
tomer, and an offsetting record of the total amount of the client’s bank information. This is called an
offset record and is used to balance the file. An unbalanced file includes records for each customer,
and no offset record.

Step Action Support

1. Select the ACH tab. [ Utity Biting Systerm Fie

Company Name | piversified Technology
Address | Diversified Technology
946 RAILROAD AVENUE
City, State Zip |gloomsburg PA | 17815-
Phone #  (570) 245-0050

2. Complete the following ]
fields. The information is
required for System File
Setup.

3. Check which boxes are 7| Defauits Options Receipts Billing Aging UDF ~ Custom || ACH | Backup
necessary based on the
. .ry Bank Name | ANYTOWN BANK |
information needed.

Bank Routing/Transit # 241272066
Account # @227
1 Company Name | p|VERSIFIED |

IRS Employer ID # 256007513 |
ACH Export Program |

ACH Pay Location Code |5c  |o

i Prenote []
; ACH Import program
‘f ACH for Final Bills

Balanced ACH File
Add Accounts to batch

not in original billing



Jonathan Jones
Sticky Note
NACHA


Action Support

Select Customer Direct Debit | Diversified Billing ™ - Diversified Technology -
under the Maintenance tab File Maintenance Processing Reports Ing

Customer Maintenance
Billing Rates
Municipality Codes
District Codes

Service Types

Status Codes

| Customer
|
J Transaction Codes
System File
Payment Location File
o Billing Cycles
2 Q G/L Master
C
Route File Maintenance
Images »
Meter »
Email Address Maintenance
Misc, Charge Code Maintenance
Customer Group Maintenance
Custom Fields »
Tax Code Maintenance
Deposit Code Maintenance
Bill Message Maintenance
Customer Type Maintenance

Use the magnifying glass to - Customer ACH Information

select a customer. =
Customer # [ @ i

Add Record

3 o Not Found, Add a Record?

Note: If the customer is not

: Report
currently signed up for ACH, jpw
. . Y N review
the system will ask you if you = el
would like to add a record for = o 1.
nce —
the customer.
In the following screen, you
can add or edit the routing R N =
number and account number. p———— e
. ustomer —l @\
Check the box for savings o ;";?:;MER |
account for savings, leave Routing #
it unchecked for checking — Account #
Savings Account
4 account. : w
[Jinactive [ Report |
. [JPreview

™~

ar|

on

oK | Cancel —




Action Support
Select the ACH date you plan -
. # Billing Setup
to have the ACH file clear the
bank. Then select OK Billing Setup  Bill Type Selection ~ Cycle Selection  Bill Message by Street
Posting Date 08/28/1024 : -
Period Begin Date |08/01/2024 - R -
Period End Date |03/31/2024
Due Date |09/16/2024 28 29 30 31 1 2 3
4 5 6 7 8 9 10
Discount Date | / / 11 12 13 14 15 16 17
ACH Effective Date |09/16/2022 18 19 20 21 22 23 24
5 Billing period 1115 @ 26 27 28 29 30 31
1 2 3 4 5 6 7
< DToday: 8/25/2024
Bill Message
Note: The date is originally Flat Billing Only [
established in the job setup on Usage Billing Only ]
the billing process and will be Reference#| 14710 |
ver/ﬂgd asa valid date when Abortbilling = T
the file is sent to the bank.
Select Calculate Bills.
=m "
' # Calculate Bills =]
. Bs (optional)
6 Calculate Bills btional)
m Readings (optional)
D 'Ve!§':!~e\d$ bunts (optional)
) Cancel
\"4 ) L g
Select ACH File Maintenance
from the Ultilities tab to edit * Y Help
the ACH transactions after the ':(e“r’j“te ﬁ'ie.q“e"“
. port Journal Entries
billing has been updated. VUB Data Export
Repair Indexes
7 ‘ Meter Readings Upload/Download
T —
= Web Interface =
. Supervisor Utilities &
Ti Route Maintenance i
A{  Master Calendar Maintenance
Fi  CAC PDF Generate & Upload




Action

Support

in a subfolder called ACH.

Once you have made any r‘ ACH Batch Maintenance 3
quates or changes to the ACH SelectBillng| g ios 20z v A
file, select the Refresh to view ACHDate gg/15/2024 il Gustomers
your changes. If you are satisi- |1 EAHide Final Billings 2 -
fled Wlth your Changes, Select | customer # Name Amount Remove ~
| 7001-01 MIDCREST HOMES
Processs to regenerate the 702601 SUBWAY 362.74]
ACH file and save changes. ) =
8
N
Add Print List
Print Balance Differences
I Process I Exit
By default, the ACH file is cre- IR
ated in the client’s data folder, Home share  View
« « A %> ThisPC > D-DRIVE(D:) > Testing_Visutil_ MySql > midland > ACH

Customer #

Bill Type Date Posted DueDate Balance Due Interest Penalty Tax

Amt Applied Discount (A

) Documents # A Name Date modified Type Size
= Pictures # [} ACH-08-15-2024-14675 8/25/20246:20AM _ Text Document KB
The client will select this file to e
9 upload on their bank’s website,
typically 2 to 3 days before the
ACH date. The bank will re-
spond, indicating the file was
accepted and what the total
deposit is.
Verify the total amount accept- | Fresas =
ed by the bank matches the e e
billing system. When you are scem ooy oot e | (AP
finished, select Save the Exit. || avsm I roytocon FCH |
- Auto-Apply Yearly Payment
10 = =




Action Support

Insert the posting date anq . ... =
reference number of the billing Batch Total
batch. Select OK when fin- Select Billing| 014675-JUL-25-2024 N 10957.94
ished ACH Date | g/15/2024 Total Customers Refresh
Hide Final Billings 2
1 1 " # Import Receipts @'
@ Import From ACH Records  Billing Date Reference# i
' O Import From File [
L. i y O Import Credit Card Transactions
Note: This information can be
found under Utilities and ACH
File Maintenance. ) e
If the total number of payments — —
. " ] Import
is correct, select Yes to import.
12 4 0 Do You Want To Import 2 Payments Records Now?
Note: Always verify the amount ||
on your receipt register match- |
es the amount that was sent to | Yes No
the bank before updating.
If you need to change the A Bmmees — =
ACH file, this can be done via i e
Utilities - ACH File Mainte- lCustomth IZ':::\ZinaIBi"ings Amount Remove ~
nance. Select Add and then o seocrstuons |
Process.
13

Add Print List
Print Balance Differences

Process Exit




Action Support

If you are satisified with the * B Maenanc sech =
. [gillable Customers Only Reference/Check # Search: e
changes you are making to the || O Seafor onsning Dt
Customer # Name Service Address Balance Due Tax Map # Address 1 ~
A H f' I | t K »1000-01 MIDLAND SEWAGE PLANT WEST END 330.00 946 RAILROAD AVE
I e 3y Se eC . 1001-01 NORFOLK SOUTHERN, MAIL STOP|WEST END 4151 P.0.BOX 5651
1001-01 (CONSOLIDATED RAIL CORP [WEST END 4151 P.0. BOX 8499
1002-01 ELITE GASFIELD SERVICES, LLC (180 W. MIDLAND AVENUE 0.00 180 W. MIDLAND AVE
1003-01 ELITE GASFIELD SERVICES, LLC [180 W. MIDLAND AVENUE 0.00{33-001-0117 1000 3RD STREET
1004-01 [JOHN SAMBOL, JR. 156 W. MIDLAND AVENUE 0.00 142 UNION LANE
1004-01 DIANA QUINTANA 156 W. MIDLAND AVENUE 0.00] 156 W. MIDLAND AVE
2 [ THOMAS QUINTANA, SR MIDLAND AVENUI 33-002-0167 156 W. MIDLAND AVE
5-01 JOHN SAMBOL, JR. MIDLAND AVENUI 1241 142 UNION LANE
-01 [JOHN SAMBOL, JR. TENANT M!Di_ D AVENUI 1241 1! MIDLAND AVE
5 MICHAEL QUINTANA M!Di_ D AVENUI 1! MIDLAND AVE
- [ THOMAS/JOSEPHINE QUINTANA M!Dﬁ_ D AVENU! - 15¢ MIDLAND AVE
- |JOHHS—‘\MEOL JR. M!Di_JA\/E - 1. ION LANE
5-( GARY M. KIRKPATRICK M!Di_ D AVEI 154 W. MIDLAND AVE
-( SLEEPY HOLL( REAL ESTATE _|150 M\Dﬁ_ D AVENUI 11811 GASTON ROA
1 -01 SLEEPY HOLL( REAL ESTATE _[150 W. MIDLAND AVENU 11811 GASTON ROA
1006-02 [PROPERTY M, GER MASTERS _[150 W. MIDLAND AVENUE 0.00] PO BOX 11033
hhhhhh
;
1 4 Print Preview Save Email | Export Select
Warning X

o Are you sure you want to regenerate the ACH file

with the current information?

1. Select the box next to the T e — 5

customer’s name you want to - Batch Total
Select Billing | 014675-JUL-25-2024 v 10957.94

remove from the ACH file. ACHDate | gg/15/2024 Total Customers | Refresh

2
Hide Final Billings 3

2. Select OK if you are sure Customer # Name Amount Remove A

you want to remove the cus- || e weesieR el
tomer’s name and update the
ACH file. pre ~

15 3. Select Print Balance Dif- 0 No Balance Differences Found.
ferences if you want to see if ||
there are differences between
the file and the customer’s ac-
count in the billing system.

Add

Process Exit




Action Support

You can manually change the | (@ ichsaavantnance =
a_lmo.unt in the ACH file by hlgh- SelectBilling uagzs L2520 )| o e
lighting the amount and putting ACH Date  0g/15/2024 Total Customers | Refresh
the correct amount in. Select ] Hide Final Billings 2 -
Process When f|n|Shed Customer # Name Amount Remove  ~
[7001-01 MIDCREST HOMES | 10595.20 || I
7026-01 MANOJKUMAR PATEL $62.7a ]
16
Add
Print Balance Differences




