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Guide to Using File Import

Your ACH system user role is/can be enabled for File Import to import comma delimited (.CSV) files. Your file must be
complete with Payee Names, Account Type, Amounts, ABA (routing), Account Numbers, etc. Separate files are required
for different payment types (e.g., one file for payroll, another for corporate/vendor payments).

Important: The result of importing is an Entered payment. It must then be Approved from the Payments List View widget
in order to be processed. For more detail on payment processing, refer to the ACH User Guide.

1. Import Map Set Up

To use the File Import feature, you will first need to set up an Import Map specific to the payment type for your comma

delimited (CSV) file. The map will reformat the information from your spreadsheet into the standard Nacha format required
for processing.

e Import maps are added and managed in the Import Map widget. Begin by selecting the Payment Management
jump page from the ACH Menu dropdown menu (Figure 1.1).

ACH Menu
e —————

ACH Home

Add Widget
Payment Management

User Maintenance

Beneficiary Address Book ]
Alerts Center
Audit Information ported View
Report Management

pndlor Transfers recently failed View

(@ ) Rejected payments andior transfers need your review View

("4 ) Paymentandlor Transfer awaits your approval View

Figure 1.1: ACH Menu of Jump Pages

e The Import Map widget lists all the payment type specific maps that have been created and provides access to
View, Modify and Delete actions (Figure 1.2).

o If the Import Map widget is not on the Payment Management page, your user role has not been enabled with
import permissions.

Import Map *
& B T 03/23/2020 09:36 PM
Filter | Select fields W SetAs Default =~ AllAccounts  +

Format Name hourly x  Clear

] An Actions Format Name Description Payment Type Description Map Type Ownedg
O View ~ HourlyPyriCSV FT Hourly Employees Payroll Delimited Client
Modify
Viewing 1-1,of 1 recor) Display| 50 ~ |perpage ¢ Page| 1 ~ |of
g Delete play per pag g
Delete

Figure 1.2: Import Map Widget
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Add Import Map

o Click Add Import Map (Figure 1.2, page 2) for a blank Import Map screen. The required fields are marked with a

red asterisk (*).

e There are four sections to the Import Map screen.

Import Maps section:
e Map Type* - Select Delimited from the pick list. Import Maps
e Payment Type* - Select from choices in pick list.
You will need one map per payment type. "Map Type "payment fype. “~Clearing Method
o For example, to import payment types Delimitedx = Payroll x = NACHA

Payroll and Corporate/Vendor Payments, two
delimited maps are required. One for each
payment type.

e Clearing Method* - Click in the field and select NACHA - the only option.
e Addenda Format* — Required field when it appears. You are not required to import addenda.

File Properties

* Format Nama Description

35NumrAlphaNoSpaces

* File Pr * Match Failure
| Replace Allx  « Append to Batchx «

* Start Import At Row

2

* String Delimiter

Double Quotex 34

* Field Delimiter

Commax ~ 44

* Record Delimiter

[CRIILF] = -+ 1310

File Properties section:
. Format Name*: Up to 35 alpha/numeric characters.
o NO spaces.
. Description: Optional field.
o Use to further distinguish between multiple maps.
o One map per payment type is required.
° File Process *: Replace all
° Match Failure *: Append to Batch
o Start Import At Row *: 2
Note: Do not import header line(s). Use the first row with a
beneficiary name. Your file determines the starting row for payment transactions,
typically row 2.
. String Delimiter*: Double Quote (is the default setting)
. Field Delimiter*: Comma (is the default setting)
. Record Delimiter*: [CR][LF] (is the default setting)

Data Format Details section --- Leave all fields at default settings.

Date Format*: MMDDYY
Date separator: Leave blank

Implied Number of Positions: Leave Blank “DateFormat  Date Sep Implied of P
Decimal Separator: Leave Blank MMDDYYx -+
Credit: CR
CheCking: C Decimal Separator Credit Checking
Debit: DR o :
Savings: S

Debit Savings Yes/True
Yes/True: Y No/False: N = s v

General Ledger: GL

Data Format Details

No/False General Ledger

N GL
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File Map section:

Active — Select the checkboxes next to each field name for information being imported.

Field Name — File must include the following five (5) details:

Account Type (C or S for checking, savings), Amount, beneficiary’s ABA (bank routing transit

number), beneficiary’s Account Number, beneficiary’s Name.

o Important. beneficiary Names cannot be longer than 22 characters and spaces combined.
Field Number — Enter the number that corresponds to column letter of information from

your spreadsheet (e.g.,A=1,B=2,C =3, etc.).

File Map

o All Active & All Match

Active

=]

=]

Field Name

Account Type

Amount

m}

Comment

Create Prenole

Discretionary Data

Employee ABA

Employee Account No.

Employee ID

Employee Name

]

Expiration Date

Hold Transfer

Start Date

Figure 1.3: File Map section of Import Map set up for a payroll payment type

Field Number

[

|

[s

Match

Default Value e

.

Active column - select the checkboxes far the

I

[

information to import from your CSV spreadsheet. ﬁ

Field Number - enter the number equivalent for the
column letter of each field from your CSV spreadsheet.

Required minimum information to import: ]
Account Type, Amount, ABA, Account Number, Name

]
|
|
|
|
|
|

T | R =

A B C F
Payee Mame Payee ID Routing Number Account Mumber Account Type Amount
MelissaJones 123456 011200022 654321 C 23.00

igure 1.4: Example of CSV Spreadsheet Columns for File Map section (Figure 1.3)

Click the Save command button at the bottom of the Import Map screen (Figure 1.3).
You will receive an Import Map Submitted confirmation (Figure 1.5) above the Import Map widget.

@ Add Import Map

" Import Map Submitted

Payment Type Description Payroll
Format Name HourlyPyriCSV
Description FT Hourly Employees
Map Type Delimited

Figure 1.5: Import Map Submitted
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2. Formatting the CSV File

Once you have an Import Map for the payment type and prior to importing payment transactions, you will need to format

the information in your spreadsheet.

Important to do prior to importing!

1. Open the spreadsheet and save it as file type .CSV.
e Click Yes if asked “Do you want to keep the workbook in this format?”.

2. Select and highlight one column at a time to update the respective cell formats.

3. Use Format Cell option in the spreadsheet to format from the Number tab as follows:

e Spreadsheet column Amount — use category Number with 2 decimal places and no commas
[uncheck box for ‘Use 1000 Separator (,)].

e Spreadsheet column Account Number — use category Number with O decimal places.
e Spreadsheet column ABA — use category Custom, highlight 0 and Type in 9 zeroes (000000000)

(Figure 3.1).

e Spreadsheet column Account Type
o Replace all cells with the value Checking with capital C.
o Replace all cells with the value Savings with capital S.
o |Ifthere is a Prenote column o Replace all cells with the value YES with capital Y.
o Replace all cells with the value NO with capital N.

4. Important! Save the spreadsheet and Jeave it open. Closing the spreadsheet will lose formatting.

Format Cells

Category:.
General
Number
Currency
Arrnuntinn
Azcounting
Date
Time
Percentage
Fracuon
Scientific
Text

Sseoal

?

Font Border Fall Protection

Sampie

Iype
0

General A

0.00

2280

® #%80.00

LA LRC) ==0)

2 280 )[Red)(= #20)
#.280.00_k(%.#20.00)

=, 220,00 ){Red)(®,#20.00)
§#,390 )(Ss #a0)

$8.280 ) Red)(se.220) v

Type the number format code, using one of the existing codes as a starting point

X

Figure 3.1: Format ABA number using the Custom category,

highlight 0 and enter 9 zeroes (000000000) in the Type field.



KeyBank O ACH Import Guide

3. Importing Payments

After you have set up an Import Map specific to the payment type and formatted for your comma delimited (.CSV) file, you
will be able to import those payments. The import map will reformat the information from your spreadsheet into the
standard Nacha format required for processing.

e Begin by selecting the Payment Management jump page from the ACH Menu dropdown menu (Figure 3.1).

ACH Menu

ACH Home

User Maintenance
Beneficiary Address Book *
Alerts Center

Add Widget v

orted

Audit Information View

Report Management

and/or Transfers recently failed View

\?\, Rejected payments and/or transfers need your review. —_—

( T\ Payment and/or Transfer awaits your approval

View

Figure 3.1: ACH Menu of Jump Pages
e From the Template List View (or Payments List View) widget, click on File Import (Figure 3.2).

Template List View -3

& 01A7/20XX 04:23 PM

© Add a Now Tomp ,1., .

Fier | Select fields - Active Templates  «
All Actions Template Name Template Description From Account Beneficiary Payment Type Status Amount Schedule &
View ~ corpcoll CorpColl-01 479681 2XXXXX @ XYZ Services Inc Corporate Collections Entered 0.00
0 ew - corppay CorpPay-01 ATIEBI2000 @ ABC Supply Company Corporate/Vendor Payments Approved 100,00 Monthly
O View - payroll Payroll-01 47968122000 @ MULTI Payroll Incomplete: 755118
View = conscoll ConsColl01 ATIES1DOOXK @ George Jones Consumer Collections Approver Re 0.00
O View ~ conscoll ConsColl-01 ATIEE1 20X @ George Jones Consumer Collections Re-Approval 0.00
Viewing 1-4 of 4 records Display| 50 ~ |perpage Page| 1 ~ |of
Approve Unapprove Reject Delete

Figure 3.2: Template List View and File Import Option

e On the File Import screen, the Format Section lists your import map(s) by Format Name, Description and
Payment Type (Figure 3.3).

e Choose the Format Name (map) appropriate for the payment type and transactions you will import.

e Click in the *Import As field and select Payments.
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File Import

Format Section

I Format Name Description Payment Type I Agency Owner £

CorporatePayments CCD Payments Corporate/Vendor Payments Chent

GelTheCheck Payroll Client

m HourlyPyriGSV FT Hourly Employees Payroll Client

Viewing 13-15 of 66 recon ds Display| 3 =+ |perpage ¢ Page| 5 - |of22 »

* Import As

| Q

Templates

Figure 3.3 File Import Screen — Format Section

e Under the Payment Information section (Figure 3.4):
o Create From select Manual Entry.

o *Originator ID select the company account to offset the payment transactions.

o *Value Date is the date the payment will credit the beneficiary. It defaults to the next available business
date. Use the calendar at the end of the field to select another date or check to make a Same Day
payment if it will be Approved today prior to 3:00 p.m. EST. (Note: Additional fees may apply for Same
Day transactions.)

I Payment Information |

Create From
® Manual Entry |3 Template

* Originator 1D

o

ACH Company

(v]

Company Name

Offset Account

300

* Value Date

03272020 [+::]

Make this a Sama Day Payment

Company Discretionary Data
Descriptive Dale %
Batch Description

PAYROLL

Comments

Figure 3.4 File Import screen — Payment Information

e Under the File Section section, click the Browse button (Figure 3.5).
e Select the .CSV file you have prepared and left open per instructions for Formatting the CSV File (pg 5).
e The file name should populate in the *Select Import File field.
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e Click the File Import command button.

Comments

File Section

[] Load the file in test mode

* Select import File

| |U \eML = 1files\Wave 2 Prep - test PPD credit file} b Browse...
i i

p Refresh Cancel

Figure 3.5 File Import screen — File Section

e You will receive a SuccessFile queued for import message with a Job ID number. The message will appear above
the Template List View (or Payments List View) widget (Figure 3.6).
Note: The message only indicates the file queued to import. View the Import History widget on the
Payment Management page to confirm if transactions were Entered, Needs Repair or Rejected (Figure
3.7).

Template List View

Figure 3.6 File Import with Job ID Message

e |f transactions were successfully imported, they will appear in the Payments List View in an Entered status. Use
the refresh icon if necessary. This still requires that you Approve the payment for it to be processed.

e You can use the Job ID number to filter the Payments List View or Import History (Figure 3.7) widgets to
confirm the status and take the required additional action. Payments are approved from the Payments List View.

File Import History *
e Export & Print 12712020 08:01 PM
Filter | Select fields w* All imports  ~
Import Date I File Name Status I Import Type I Processed Created Rejected Errors Job 10 ¥¢ I

View ~ 03/26/2020 14:13:29 bettyinteralcons Entered ACH 1 1 0 0 37811

View 03/26/2020 10:27:47 betiyinteralcons Rejected ACH 0 0 1 0 37812

View ~ 03/26/2020 10:23:16 internal nacha { Needs Repair ACH 2 o o 1 37T

Viewing 1-3 of 4 records Display| 3 ~ |perpage Page 1 - lof2 >

Figure 3.7 File Import History widget with Job ID Message
For more detail on payment processing, refer to the ACH User Guide.
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