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To have a new template created, please contact BND at 701.328.5644

1. Enter Login information (Notice: This site supports Google Chrome, Microsoft Edge
and Mozilla Firefox browsers.)

2. Click LOGIN

e
B N D —3 Welcome to
Bank of North Dakota Bank Q’LNorth Dakota

Enter User Name and Password:

UserName: [ ]

[Cosind[| Sign out |
Contact Us k 2

3. Enter your SECURITY CODE

4. Click OK

Secondary Authentication Required.
Token Serial #:*
Security Code:* h 3
[

NTE

Having trouble? Call Toll-free 800.472.2166 ext. 328.5644 or email bndelectronic@nd.gov



5. Select ACH
6. Click MAINTENANCE

7. Highlight the template by single-clicking on the desired row

BND Direct Newsfeed User Guide FAQs Contact Us

‘Summary Create Payment Approval
ACH: Profile Maintenance
Profile maintenance for ACH

ACH | Administration

Profile Name All be o

] - H=

Thursday November 1, 2012 3:44 PM

|Stetus |Proﬁle Type [Payment Method |Payment Type |sendmg Account Name. }Currency |Cutoff Time ”Tota\ Transactions |Credit Amount  [Debit Amount |<:ompany Entry Description |start Date |End ]

Active  Consumer Payment-Addenda PPD Debits ACH - BND ACH usD 16:00CST 3 0.00 0.00 LOAN PYMT 11/01/2012

Active  Consumer Payment-Addends PPD Mixed ACH - BND ACH usD 16:00CST 4 0.00 0.00 PAYROLL 11/01/2012

® 2012 Bank of North Dakota. All Rights Reserved.

8. Click the CHECK MARK (¥")

banknd.nd.gov



BND=

Bankof North Dakota
ACH | Messaging  Bank Reports _ Money Transfer _Book Transfer _ Administration  Check Management _ Balance Reporting

BND Direct Newsfeed User Guide FAQs Contact Us

Summary Create Payment Approval [ Maintenance | Reports PassThru

Customer Name: Bank of North Dakota Emulated UserID: eb5644

ACH: Modify Profile for Consumer Payment-Addenda
Bolded Fields with an = are required fields. Modify profile for ACH payments

- General

General
Profile Name:* ACH TEST Description:* PAYROLL

Payment Information

Company:* 123456789 - TEST ACH -
Company Entry Description:* PAYROLL Discretionary Data:

Processing Information

Start Date: 04/29/2010 | 5 10 End Date: ]
Maximum Executions: Completed Executions: |2
Warning Days:* 15 [T] confidential [7] Prenote Required
[7] Hold $0 Records [} Approval Required [7] schedule Required
Payment Method: PPD Credits
Payment Type: ACH -
Financial Institution:  [Bank of North Dakota Cutoff time: 16:00 [csT
9
- Transaction

[Transactions  Credits
Active: 2 3,000.00

Nodie Becoion No Account Type
© 2012 Bank of North Dakota. All Rights Reserved.

Il

9. Place a check mark (/) next to HOLD $0 DOLLAR RECORDS if the box is empty

10. If you need another employee’s approval for maintaining or creating payments, Place

a check mark (/) in APPROVAL REQUIRED if the box is empty

Having trouble? Call Toll-free 800.472.2166 ext. 328.5644 or email bndelectronic@nd.gov



11. Click the PLUS SIGN (+) under the transaction line to open pop-up box

BND=

Bankof North Dakota
ACH Administration Balance Reporting

BND Direct Newsfeed

User Guide

FAQs Contact Us

Summary  Create Payment  Approval Maintenance Reports.

PassThru

- Transaction

Transaction

Receiver Name*

1

- User And Approval

[5)  transaction statistics

_l—l ol [ S =S E"@I Friday November 2, 2012 10:40 AM

Receiver ID*

[Transactions Debits

Receiver A/c Number* ccount Type Role*[Ba

Users.

&) None -

© 2012 Bank of North Dakota. All Rights Reserved. ~[Save| [Caneel|

) None -

12. Key in the banking information

13. Click either ADD & CONTINUE to add more banking information or ADD & END to
move to the next step.

BND=

Bankof North Dakota
ACH Administration Balance Reporting

BND Direct Newsfeed

User Guide

FAQs Contact Us

Summary  Create Payment  Approval | Maintenance | Reports  PassThru
Payment =
Account:* - BND ACH v  Company:* (123456789 - ACH TEST
Company Entry Description:*  LOAN PYMT Discretionary Data:
Processing Information
Start Date: 11, End Date: =
Maximum Executions: Completed Executions: |1
Warning Days:* 0 [7] confidential [7] Prenote Required
Hold Zero dollar records Approval Required [T} schedule Required
Payment Method: PPD Debits - L
Payment Type: ACH v
Financial Institution: Bank of North Dakota Cutoff time: 16:00 [CST
- Transaction - Add
Status Transactions Debits
[Active |2 300.00
Transaction
Receiver Name* JOHN Receiver ID* swrtH
Receiver A/c Number*® 123456 Account Type Role* Checking -
Bank R/T* 091300285| Status Active -
Amount* Transaction Type Debit -
Hold 0% Hold Until Date =
Addenda

Free Format Addenda:

- User And Approval

Add & Continue Add & End Cancel

Users

© 2012 Bank of North Dakota. All Rights Reserved. |

reate Payment [Approval Level

13

banknd.nd.gov



14. Give users access to the template by putting a check mark (»/) behind their name.

15. If the employee requires approval, click on the drop-down box under APPROVAL
LEVEL and select LEVEL 1

16. Click on the drop-down box under REQUIRED APPROVERS and select 1

17.In LEVEL 1, key in 1

BND=
—
BND Direct Newsfeed User Guide FAQs Contact Us
Bankof North Dakota
RG] Administration_ salance Reporting [ G v |
Summary Create Payment Approval [ Maintenance | Reports PassThru
Hold 0% Hold Until Date = -
Addenda

Free Format Addenda:

[ Add & continue ][ Add&End ][ cancel |
- User And Approval |

Users

Level 1 5 15
Level 1 - P/

Approval Structure

Currency: l—
From To Aﬁqm Level 1 Level 2 17
0.00 Maxim 1 L 1 V

[ I -

I [ 16 -

I I

I I L

I I

- History/Status

© 2012 Bank of North Dakota. All Rights Reserved.

Having trouble? Call Toll-free 800.472.2166 ext. 328.5644 or email bndelectronic@nd.gov



18. Click SAVE

User Guide FAQs Contact Us

BND Direct Newsfeed

BND=
—
Bankof North Dakota
ACH | Administration _Balance Reporting
Summary  Create Payment  Approval | Maintenance | Reports  PassThru
Hold Zero dollar records Approval Required [”] schedule Required -
Payment Method: | PPD Debits -]
Payment Type: [AcH v
Finandial Institution: [Bank of North Dakota Cutoff time: 16:00 |CST
- Transaction

Active:

JOHN SMITH
=] SALLY JONES

2 300.00

[Transactions  Debits

Friday November 2, 2012 12:17 PM

v 091300285
~ 091300285

Checking
Checking

123456
98765432

- User And Approval

Users
Login ID reate Payment |Approval Level

Level 1

Level 1

© 2012 Bank of North Dakota. All Rights Reserved. [Save|

18

19. Enter your SECURITY CODE

20. Click OK

The template you have created will now be displayed.

Bankof North Dakota

User Guide FAQs Contact Us

BND Direct Newsfeed

ACH | Administration _Balance Reporting
Maintenance | Reports PassThru

Summary  Creats Payment  Approval

Secondary Authentication Required.
Token Serial #:*
Security Code:* . 19

]

<
© 2012 Bank of North Dakota. All Rights Reserved.

20

banknd.nd.gov



Going forward, if the dollar amounts change, make the changes under the maintenance
tab before you create the payment. This also allows you to review and make changes, if
necessary, before you submit the ACH file for processing.

21.Click on ACH

22. Click on MAINTENANCE

23. Highlight the template you are changing by single-clicking on the desired row

24. Click the CHECK MARK ()

BND=

Bankof North Dakota

RG] Adminisation  aalance Reporing T

BND Direct Newsfeed User Guide FAQs Contact Us

Summary Create Payment Approval Maintenance | Reports PassThru
'ACH: Profile Maintenance =t
Profile maintenance for ACH 22

Profile Name All v

i BE

21

Monday November S, 2012 9:53 AM

[pPayment Method |Paymenl Type !Sending Account Name |Currer\cv lCuloffome ITolaI Transactions Credit Amount  [Debit Amount |Company Entry Description |Slarl Date |End ]

er Payment-Addenda PPD Debits ACH - BND ACH usp 16:00CST 2 X 300.00 LOAN PYMT 11/01/2012

er Payment-Addenda PPD Mixad ACH - BND ACH usp 16:00CST 4 0.00 0.00 PAYROLL 11/01/2012

24

I

© 2012 Bank of North Dakota. All Rights Reserved.

© 2012 Bank of North Dakota. All Rights Reserved.

Having trouble? Call Toll-free 800.472.2166 ext. 328.5644 or email bndelectronic@nd.gov
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25. Click MODIFY next to RECEIVER NAME

BND=

BND Direct Newsfeed User Guide FAQs Contact Us
Bank of North Dakota
ACH | Administration _Balance Reporting [Help Home Logout |
Summary  Create Payment  Approval [ Maintenance | Reports PassThru
Warning Days:* 0 [C] Confidential [Z] Prenote Required by

Hold Zero dollar records Approval Required Schedule Required

Payment Method: PPD Debits -

Payment Type: | AcH

Financial Institution: [Bank of North Dakota Cutoff time: 16:00 |CST
- Transaction

B Transaction Statistics
[Transactions  Debits
Active: |2 300.00

Transaction

Receiver ID* Receiver A/c Number*

SMITH
JONES

123456
98765432

Checking
Checking

SALLY JONES

25

m

- User And Approval

T 1= 10 1 15, 1 I [ —— i) - W e P e ey

~ 091300285
~ 091300285

Users.

© 2012 Bank of North Dakota. All Rights Reserve: m

© 2012 Bank of North Dakota. All Rights Reserved.

proval Level

26. Enter the appropriate dollar amount in AMOUNT

27. Click MODIFY & END

BND=

BND Direct Newsfeed User Guide FAQs Contact Us
Bankof North Dakota
[ siivessason siires neparig T
Summary  Create Payment  Approval [ Maintenance | Reports PassThru

Warning Days:* 0 [C] confidential [7] Prenote Required &

Hold Zero dollar records Approval Required Schedule Required

Payment Method: [PPD Debits =

Payment Type: = -l

Financial Institution: [Bank of North Dakota Cutoff time: 16:00 |CsT
- Transaction - Modify

Status Transactions Debits
[Active 2 300.00

Transaction
Receiver Name* JOHN SMITH Receiver ID* SMITH -
Receiver A/c Number* 123456 Account Type Role* Checking - L
Bank R/T* 091300285 Status. Active -
Amount* 100.00 Transaction Type Debit -
Hold 0% [ Hold Until Date [ =

Addenda
Free Format Addenda: ‘ '

26 L
Modify & End

- User And Approval ]

Users

Level 1 -
Level 1 -

© 2012 Bank of North Dakota. All Rights Reserved.

© 2012 Bank of North Dakota. All Rights Reserved.

banknd.nd.gov



28. Click SAVE

BND=
— BND Direct Newsfeed User Guide FAQs Contact Us
Bank of North Dakota
R acrinsvasion sitanca waperig T
Summary  Create Payment  Approval [ Maintenance | Reports  PassThru
Warning Days:* 0 [C] Confidential [Z] Prenote Required i
Hold Zero dollar records [V Approval Required Schedule Required
Payment Method: PPD Debits -]
Payment Type: | AcH -

Finandial Institution: [Bank of North Dakota Cutoff time: 16:00 |CST

- Transaction
(-] Iransaction statistics
[Transactions  Debits
Active: |2 400.00
Transaction =

123456 Checking v 091300285
JONES 98765432 Checking ~ 091300285

- User And Approval

Users.

© 2012 Bank of North Dakota. All Rights Reserve: m m

23J
29. Enter your SECURITY CODE

30. Click OK

D —
—_—
= BND Direct Newsfeed User Guide FAQs Contact Us

Bankof North Dakota
ARG Adminiskation  salance Reporing T

Summary  Create Payment  Approval [ Maintenance | Reports  PassThru

Secondary Authentication Required.
Token Serial #:* 29
Security Code:*

30

<
© 2012 Bank of North Dakota. All Rights Reserved.

Having trouble? Call Toll-free 800.472.2166 ext. 328.5644 or email bndelectronic@nd.gov
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31. Single-click the PENDING APPROVAL row to highlight it

32. Right click on the highlighted row

33. Select APPROVE

BND=

BND Direct Newsfeed User Guide FAQs Contact Us
Bankof North Dakota
RG] Adrministration_ salance Reporing R
Summary Create Payment Approval [ Maintenance | Reports PassThru
ACH: Profile Maintenance =]
Profile maintenance for ACH
Profile Name All - B
sats Al - =
Monday November 5, 2012 11:04 AM
|me||e Description |Slatus |Payment Method |Paymenl Type |Send|ng Account Name |Currency F:utoff Time ’Tota! Transactions  [Credit Amount  [Debit Amount |Company Entry Description  (Start Dat
|LOAN PAYMENTS LOAN PAYMENTS idenda PPD Debits ACH - BND ACH uso 2 0.00 300.00 LOAN PYMT 11/01/20
IMONTHLY PAYROLL PAYROLL Active iy denda  PPD Mixed AcH - BND ACH usp 4 1.00 1.00 PAYROLL 11/01/20
View Detail
Add Using Model
33
© 2012 Bank of North Dakota. All Rights Reserved. - [Export| Repor]
The templat ith modificati ill be displayed on th
e templates wi odmcations will now pe displayed on the screen.
BND
—_—
— BND Direct Newsfeed User Guide FAQs Contact Us
Bank of North Dakota
RG] Adrministraion _ salance Rsporting T
Summary Create Payment Approval Maintenance | Reports PassThru
ACH: Profile Maintenance =l
Profile maintenance for ACH
Profile Name All - - B - B
Status Al -

[+ [EIZISTETE T

Profile Name

|Pruﬁle Description

|Sla(us Profile Type [Payment Method [Payment Type |Sendmg Account Name [Currency |Cutoff Time
LOAN PAYMENTS ~ LOAN PAYMENTS Active  Consumer Payment-Addenda PPD Debits ACH - BND ACH usp 16:00 CST
MONTHLY PAYROLL PAYROLL Active  Consumer Payment-Addenda PPD Mixed ACH - BND ACH usp 16:00 CST

® 2012 Bank of North Dakota. All Rights Reserved. @

banknd.nd.gov

|'rotal Transactions

Monday November 5, 2012 12:37 PM
IDebit Amount  (Company Entry Description Estart Date ‘End ]
0.00 200.00

|Credit Amount

LOAN PYMT 11/01/2012

1.00 1.00 PAYROLL 11/01/2012

i




To Create a Payment:
34. Click ACH

35. Click CREATE PAYMENT

36. Click the drop-down arrow next to PROFILE - Choose desired profile

37.Click NEXT

BND=

Bankof North Dakota
ACH Administration Balance Reporting

BND Direct Newsfeed User Guide FAQs Contact Us

Create Payment | Approval

eate Payment
en ‘
35

36

© Use Existing Profile

Profile:

Create New (Create Payment Wil

Account: [BND ACH -

Profile)  Import From File

LOAN PAYMENTS - LOAN PAYMENTS |

Currency: [uso

Payment Method: [PPD Debits

Payment Type:  [acH

Cutoff Time: 16:00 CST

37

© 2012 Bank of North Dakota. All Rights Reserved.

Having trouble? Call Toll-free 800.472.2166 ext. 328.5644 or email bndelectronic@nd.gov

13
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38. Click the drop-down box next to EFFECTIVE ENTRY DATE

39. Select the effective entry date (can't be more than 7 days in the future) from the

calendar pop-up box

40. Click SUBMIT

BND=

Bankof North Dakota

BND Direct Newsfeed

User Guide FAQs Contact Us

© 2012 Bank of North Dakota. All Rights Reserved.

41. Enter your SECURITY CODE

42. Click OK

Secondary Authentication Required. 41
Token Serial #:*
Security Code:* [sesessed 4

o N

banknd.nd.gov

ACH | Administration _Balance Reporting
Summary Create Payment | Approval Maintenance Reports PassThru
I B
General
Profile Name:* [LOAN PAYMENTS Description:* [LOAN PAYMENTS
Payment Information 1
Sending Account: [ - BND ACH
Company: [12345678;
Company Entry Description:* LoAN Py
Processing Information
Start Date: 11/01/2012
Maximum Executions:
Warning Days:* o
Effective Entry Date:  11/06/2012 [x|
Financial Institution:  [Bank of North Dakota | B
Payment Method: [PPD Debits
Payment Type: [act
Cutoff time: 16:00 |CST o 1
i i
@ Intemet | Protected Mode: Off a
- Transactions — 2
E] v s o
[Transactions  [Debits
Active: 2 300.00 B
Transaction




These steps require a second employee to login and approve the ACH file that was
created.

43. Click ACH. This will bring up the summary of the payments created
44, Single-click the PENDING 1 APPROVAL row to highlight the template
45. Right click on the highlighted row

46. Select VIEW & APPROVE

47. Click EXPORT

BND=

BND Direct Newsfeed User Guide FAQs Contact Us
Bankof North Dakota

ACH | Administration  Balance Reporting _
Summary | Creste Payment  Approval  Maintenance  Reports  PassThru
ACH: Summary =
ACH Summary Data
43 Type a e
Profile Name All - [

[EEAEY FiE BEG [E

Monday November 5, 2012 12:53 PM

I'rotal Transactions ICredit Amount  [Debit Amount [Profile Name  [Profile Description [Payment Method lEntry User [Company Entr
Consumer Payment-Addenda ACH12310000001 2 0.00 200.00

Create Date/Time. |Effe<mve Entry Date ‘Procas Date |status e l'rrackmq #

11/05/2012 10:02:25 11/06/2012 11/05/2012  Submitted

LOAN PAYMENTS LOAN PAYMENTS. PPD Debits bndach1 LOAN PYMT
11/05/2012 13:52:26 11/07/2012 11/05/2012

Pending 1 Approval C E 'H12310000002 2 0.00 200.00 LOAN PAYMENTS LOAN PAYMENTS PPD Debits bndach1 LOAN PYMT
View & Approve
Modify
Delete
View
Add Using Model 46

© 2012 Bank of North Dakota. All Rights Reserved.

o

Having trouble? Call Toll-free 800.472.2166 ext. 328.5644 or email bndelectronic@nd.gov 15
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48. Enter your SECURITY CODE

49. Click OK

Secondary Authentication Required.

Token Serial #:*

Security Code:*

.

banknd.nd.gov



The status will now be listed as SUBMITTED indicating the file is now at BND

50. Click the ENVIRONMENT SETTINGS icon to create a recap of the file

BND=

BND Direct Newsfeed User Guide FAQs Contact Us
Bankof North Dakota

ACH | Administration  Balance Reporting

Summary | Creste Payment  Approval  Maintenance  Reports  PassThru

ACH: Summary
ACH Summary Data

Type All -

Profile Name All -

®0

Monday November 5, 2012 9:10 AM

hrackmg # |Tata| Transactions [Credit Amount  [Debit Amount  [Profile Name  [Profile Description [Payment Method ‘Entry User ‘Cumpany Entry Descripf

0.00 300.00 LOAN PAYMENTS LOAN PAYMENTS PPD Debits. bndach1 LOAN PYMT

50

© 2012 Bank of North Dakota. All Rights Reserved. @@

Having trouble? Call Toll-free 800.472.2166 ext. 328.5644 or email bndelectronic@nd.gov

17



51. Choose RELATIVE in the QUALIFIER drop-down box on the PROCESS DATE line
52. Choose TODAY by clicking on the BLUE BOX

53. Click SAVE

é] ACH: Summary -- Webpage Dialog =]

|g, https://www.bankndtest.web-cashplus.com/Cashplus/ach?service=ACH&requestID=ACHSummary&cspring=mal0L:C?| 9Eund&event=Environme g |

ACH: Summary EI
Filter Settings I[ Column Settings " Sort Settings I
Create Date/Time ﬂ 55| 52
Effective Entry Date All
Process Date Relative Today | ]
Status All - m
Type All v m
Credit Amount All e m
Debit Amount All - ]
Profile Name All v ‘ Y [
Entry User All i ‘ 5 ‘
Start Date All - ]
End Date All v |?\1
hitps://www.bankndtest.web-cashplus.com/Cashplus/ach?servic St CH&treque: €@ Internet | Protected Mode: Off a
53
é] ACH: Summary -- Webpage Dialog L=

|g, https://www.bankndtest.web-cashplus.com/Cashplus/ach?service= ACH&requestiD=ACHSummary&icspring=mal0L:C?| QEund&event=Environme |

i: Summary

Save Settings Summary

[V] Save Filter Settings as Summary Defaults

|

.

Save Column Settings as Summary Defaults

Auto-Save Column Settings (including Column Widths)

| &

Save Sort Settings as Summary Defaults

T E]

54

https://www.bankndtest.web-cashplus.com/Cashplus/ach?service=ACH&treque: € Internet | Protected Mode: Off &

banknd.nd.gov



55. For financial institutions submitting files, print the ACH SUMMARY REPORT. Sign, Date
and Fax to 701.328.5632 or email to bndelectronic@nd.gov

56. For accounting firms or individuals submitting files, print the ACH SUMMARY REPORT
and fax or email to the client’s bank.

ACH Summary Report
Report Date 11/5/12

Page 1 of 1

Entry Time: All
Process Date: 11/05/2012 00:00:00

Bank of North Dakota ACH TEST
Bank of North Dakota
Printed on 11/5/12 12:58:39 PM

Tracking Number  Type
ACH12310000001 Consumer Payment-Add

Having trouble? Call Toll-free 800.472.2166 ext. 328.5644 or email bndelectronic@nd.gov

19



BND=

Bank of North Dakota

Bank of North Dakota
1200 Memorial Hwy
Bismarck, ND 58504

Local;: 701.328.5644
Toll-free: 800.472.2166 ext. 328.5644
Email:



