Banyon Data Systems, Inc.
DIRECT DEPOSIT MODULE

BDS Direct Deposit or ACH (Automated Clearing House) allows your entity to transfer its employee’s
pay directly to their bank accounts. This module does need to be activate by Banyon. Please call
800-229-1130 if you have purchased and want to get this activated.

ACH file produced by BDS is in accordance with the NACHA specification and widely used by all
banks. Depending on how direct the transfer of ACH information is made from your bank to the
Federal Reserve, and also depending on the type of software your bank is using to read/process the
file, your ACH setup can vary significantly.
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Once activated click direct deposit from main payroll screen left option menu. Banyon does
provide a form that can be used to collect employee bank and routing numbers. Click on help
in the right corner.

Direct Deposit Options: =
- Mone- a check is printed for the employes - no direct deposit is involved
- Prencte Only: a test record of the employee’s direct deposit information is sent to the - i -
bank to be verfied for comectness - Employee still gets a printed check. This option is Next, click on “Print ACH
recommsandsd when you first setup Dirsct Depostt for swenmons. Or when smployss Si Ub F o int th
switches banks. though not neccessary.
- Direct Deposit: check amournt is deposited directly to the employee’s bank. You can tell Ign Up rorm 10 prin out the
the system to prrt = woid copy of the check for the smployse form to collect employee
You can get the direct deposit irfo . .
From = Gomy of The Srmbloyeers Memeo e —— information.
persanal check or its deposit ticket. EOSSLAOOSSE OO0LLO0S985L3 0" Luds
The Routing ID & Account No. are at + + + +
the bottom sft of the check L fowting 0 — L account Ho. J

For a formal authorization from the employee. click  Prot ACH Sign-up Form

The *% or Amount is of the remaining. I the employee warts to deposit the entire check, enter
100% in this column. K the employee wants the check split 20-40-40 into 2 accounts, enter 20%
on the first line. 50% (of remaining) on the seconnd. and 100% (of remaining) on the third line.
the employes wants S50 in savings and the rest in checking then erter S50 on the first line and
100% on the second line. I the employee wants to deposit only half the check and the rest on
an actual check then there should be only one bank entry with 507% in this column.

Once form has been completed by one or more employees the information can be entered on
the employees direct deposit screen.

1. Mark the employee initially as prenote (prenote needs to be so the bank can verify if there are
any problems with employee bank and routing numbers)

2. Enter the bank name and routing id. Once this bank has been entered, it is saved in the drop
down for other customers that use the same bank.

3. Fillin the employee account number associated with the financial institution.

4. Choose either checking or savings account.

In order to split an employee’s check into two or more accounts, enter other bank accounts on
subsequent rows. The amount/percentage is computed against the remaining check amount from the
top row down. Enter a Transferred Test Amount to actually see how much will go to each account.

For instance, to deposit 50% to account A and 50% to account B, enter 50% on first row and
100% (of remaining) on second row. To setup $20.00 to account A, the rest to account B,
enter $20.00 on first row and select currency from the drop down, 100% on second row.



Setup Employer ACH Account

From the main employee screen top ribbon click on view, special reports, and direct deposit.

Next, click on “setup employer’s direct deposit info.” On the

Setup Emplover's rect Deposl info bottom left to bring up the Employer ACH Account Setup screen.

Review Setup During Bank Rejection
Reverse a Past Direct Deposit Batch

For most part, the difficulty is to figure out which ID goes where. To begin with, let’'s square off the
simple information first. There are 3 names under the ACH Routing Name column, on same line as
box @, enter the name of your bank; on line @, leave it as “FED RESERVE”; on line ©, enter the
name of your town. In the middle section of the screen, for try out, check “Include Debit Record” and
provide your Checking/ Savings Account; don’t check “Append Trailing Blanks”; leave Header Record
empty; and use “1” for File ID.

T Routing 1D | ACH Rouiing Name

Immediate Orgin (hank 10 and name) BAMEK MAME
Immediate Destination federal reserve infa) ) FED RESERVE
Company (bank 1D and city name) P CITY NAME
Originating DF| first & digit of bank 10) o

¥| Include Debit Record Payroll Account | UNKMNOWH Mote | DEBITS

Append Trailing Blank Records to Make Up Block of 10 {optional)
Header Record (connection info, optional)
File or Batch ID {require A, Baor 1) 1

Default ACH File Name CHACH.TET
Default Report Printer (none) “

File Transfer Program (none) Locate

Your bank will provide you all required Routing IDs. Of those, one must be the Federal Reserve
Routing ID (different from your Federal Tax ID — sometimes used). Another must be its own Routing
ID. Thus, there are at least 2 IDs, most of the time 3, and rarely 4. At minimum, know which one is
the Federal Reserve ID, and which one is your bank’s ID.

All IDs must be either 9 or 10 digits long. Enter all digits, except for box @ which can take only the
first 9 digits. Boxes @ & @ will automatically flush right, leaving a leading space if there are only 9
digits.

Let’s start filling out the boxes by way of elimination.

The Federal Reserve ID always goes to box @. Nearly all the time, box @ is the same as box @. So
there are really only 2 boxes (@ & ©) to worry about.

If there are only 2 IDs, the Federal Reserve already goes to @, the other ID goes to 0,0 & O.

If you are given 2 additional IDs besides the Federal Reserve ID, the one that goes to box © is your
bank’s own routing ID (or your Federal Tax ID if asked to be used); the other goes to box ©.

Default ACH file name: Most Banyon customers will store this on either the c: or server drive and
then the name is YourEntity.txt This is the name of the file and the C: says the location of where that
file is created.



Create a Prenote (TEST) File

A prenote file is needed initially and anytime a new employee signs up for direct deposit. A prenote is
only run after the main ACH employer account is setup and an employee has been marked as
prenote option.

To begin generating a prenote file click on view, special reports, and choose direct deposit. Use
select all or only select the employee or employees you want for the prenote process. At this time
you DO NOT select any pay group and period on the left.

== DIRECT DEPOSIT 2
H “ A
Select payrollis)to transfer.  For cument ACH status or prenate only festing phase), do not select any payroll Select Al Unselect Al N eXt! CI ICk on Create AC H fl | e

Employes Name Bank Name / Accourt No Amourt.  ACH Option from the bottom menu.
CLANCY, TRACY 8877394555 S50.00 | Prencte
CLANCY, TRACY 887799934 35000 Frencte

Check Date

Pay Group & Period
BIWEEKLY CTY
BIWEEKLY CTY
BIWEEKLY CTY
BIWEEKLY CTY
BIWEEKLY CTY 03/18/07
BIWEEKLY CTY 03/04/07

g
7.0
6
6
5
BIWEEKLYCTY 4  02/18/07
3
3
2
2

04/01/07
03/21/07

Click OK to begin the file
creation process.

MONTHLY 03/07/07
BIWEEKLY CTY 02/04/07
MONTHLY 1| 02/21/07
MONTHLY 02/07/07 w

Deposit Date | 05/14/14

e Create ACH Transfer File as c:\bdswin\YourEntity ACH td?

Print Report  Notify Emplovees by Email

Creste ACH File o Transfer ACH Fie Cancel

Setup Emplover's Direct Deposit Info
Review Setup During Bank Rejection
Reverse a Past Direct Deposit Batch

[ Deposit Entries Deposit Total: $0.00

Microsoft Access A verification message will be displayed stating the

location of the file just created.

Transferred Amount is $0.00,
Transferred File is c\bdswin\YourEntity ACH. bt

For Example C:\bdswin\YourEntityACH.txt

oK This is the location and file name that you specified in the
setup. This file now needs to be uploaded to your bank
via their website. The file can also be saved to a flash drive if you want to walk/drive it to the bank. If
you have agreed with the bank to email, that works also.

In case the initial prenote process fails, your bank shall be able to indicate what part of the transfer
file requires correction/changes. To make correction/changes to the transfer file, click on the
“review setup during bank rejection” option in the bottom left of the direct deposit transfer screen.
You can make changes/ corrections directly on this screen for an employee or employer setup.

=2]
File Header or Record Type 1 SHUD Emplwefs I:hl’EC-t D’Eﬂﬂsﬁ ||'TF|=|

Immediate Immediate Creation File Immediate Immediate

Destination  Origin Date D Destination Name Origin Name Review SE-‘tIJD Durinq Bank Heiedign
6653553636 8899077363  05/14/14 1 FEDERAL RESERVE BANK D
Batch Header or Record Type 5 H.EWS‘E i i

Company Name Discretion Data Company ID  Entry Description  Effective Date Originating DFI a Past Direct Demstt Batch
ENTITY NAME DIRECT DEPOSIT 8899077363 DIRECT PAY 0514414 889907736
Employee Name Acct Type Routing ID Bank Accourt Transfer Type Amourtt
CL/ CY] Savings| s | 847489595 8877394555 Prencte 50,00
CLANCY, TRACY Checking| w | 847489595 887799934 Prencte 350.00

Employer Debit Record Checking 89307736  unknown Prenate 0.00

Batch Header or Record Type 8 File Control or Record Type 9

Company D Originating DFI Total Debit  Total Credit Total Debit Total Credit
2899077263 889907735 0.00 0.00 0.00 0.00




Create ACH Transfer File

1. Before this process is run, each employee must have the option switched from prenote to direct
deposit from the main employee screen.

2. Once each employee is switched from prenote to direct deposit Select View, then Special
Reports, then direct deposit from the Payroll ribbon

(This screen can also be accessed during the payroll cycle from the print checks step by clicking
on Direct Deposit 51,316.41

3. Select a posted payroll to transfer. Selecting no option allows you to browse the employee list to
verify the ACH option column to make sure all employees are off the “prenote” selection.

4. Mark records to be transferred or use select all to check all employees.
5. Enter a deposit date below the pay group and period selection area.

6. Click print report to verify and have a record of the payroll transfer.

==l DIRECT DEPOSIT =

Employse Name Bank Name / Accourt Mo
~| CLANCY, TRACY
» CLANCY. TRACY 887799934 $350.00 Depost

-

o
§
5
g
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NN W W RSN NG
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g
3

Deposit Date | 05/14/14

Print Report  Motify Empl Email
Creste ACH File or Transfer ACH File

Setup Employer's Direct Deposit Info
Review Setup During Bank Reiection
Reverse a Past Direct sit Batch

Deposit Total: $400.00

7. Click on “create ACH file” to begin the process

9 Create ACH Transfer File as c\bdswin\YourEntity ACH bxt?
e

8. A confirmation message will then appear stating the file has been created along with the
transferred dollar amount.

For Example C:\bdswin\YourEntityACH.txt

Transferred Amount is 5410.00.,

This is the location and file name that you specified in the Transferred File is c:\bdswin\YourEntityACH.b¢.
setup. This file now needs to be uploaded to your bank
via their website.

The file can also be saved to a flash drive if you want to
walk/drive it to the bank. If you have agreed with the bank to email, that works also.

9. Send the generated file to your bank and the transfer process is complete.

10. After the file is created, the employees can be notified via email of their pay stub by clicking the
“notify employees by email” (setup is talked about on the next page)



Emailing or Printing Pay Stubs For Employees

Payroll check stubs can be setup to either email a pdf of the pay stub or one can be printed out on
blank paper or check stock during the payroll cycle process.

The email option must have been purchased along with the direct deposit module in order to use.
Steps to Email:

1.  The employees email address must be entered on the personnel information screen in the
email address field.

2. On the top payroll ribbon click on the “email server” icon.

e | &L &L =]

Thecks Fund  Timecard Email 3. The easiest setup is to use the connection type
rintin Accountin Ent Server . . .
° oL =n ssl (Gmail) and would require you to obtain a
B E-mail Setup = gmail address that you can obtain by going out
Mail Server Hele: to Google and signing up.
Connection Type S5L {Gmaily L
Server Mame SMTF.GMAIL COM . . .
Senders Address 7 4. Enter your gmail address in the logon name field
s Pt [P Sgmel Som and your gmail password in the password box.
Fart 465
Firewall 5. The port will default to 465
Host Mame
Logon Mame . .
Password 6. Thatis all that is needed for setup.
Fart 25
Type o Lo .
S If you do want to use an existing email you need to use

Pause between messages i the SMTP connection type and you will need a hardware
P s oy mesesaes 20 person to configure this using the guide under HELP on
the top right.

The emails can then be sent from the direct deposit screen (view, special reports, & direct deposit) by
clicking on the “notify employees by email” option.

Select payrollis) to transfer.  For curmrent ACH
After the notify button is clicked you will be asked to

BTV EEKL enter in a subject for the email.
ENWVEEKLY CTY 7.0
BWVEEKLY CTY 7 04701707
ENWVEEKLY CTY E.1 03.21.°07
BNMVEEKLY CTY & 03/18.07
BWWVEEKLY CTY 5 03,0407
ENWVEEKLY CTY 4 02-18.07
MOMTHLY 3 03/07/07 | Enter Email Subject:
ENWVEEKLY CTY 3 020407 |
MOMNTHLY 21 0272107
MOMNTHLY 2 02707707 w
Deposit Date | 05/14/14
Prirt ot Motify Empl 5 Email
Create ACH File or Transfer ACH File




5] ACH E-Mail Notice Print No Email Notices: This

CLRNCY, TRACY
chriscfbanyon.com

is used to print out paper copies
of stubs for employees not
choosing to receive email

Insert Space Filler

Employee Name: CLANCY, TRACY

Period Ending: 4/15/2007

Deposit Date: 05/14/14 notification.

Bccount #***%***x4555 Amount: £50.00

Account ***%%**x%3034 Amount: $1,266.41

Earnings Amount Units Rate Start Sending Emails: Click to
Reonior Yiaan o 00 S ee begin sending out the email
Overtime 338.90 7.00 37.99 notifications.

Deductions Amount YID

PERACOORD 50.00 268.47 . .
PRETAXAFLAC 10.11 70.77 Note: The white box is used to
Leave o TTTse::l hoccrued ) Balance ) N type a message for the body of
Chec sttachnent vo il cmals il Sty e same, | - S0 chedkinfo for al mal recspiEnts. the email. By default the

information shown left will go in
Emailing ACH Checks the body of the email unless
something else is typed in the
box.

1 message sent.

Elapsed time: 00:00:13

Setup Check Printing Options

From the main payroll top ribbon click on view and checks printing.

First click on “Direct Deposit” on the left hand side. You are now setting up how you want employees
to be notified of the direct deposited amounts.

Send email notifications only: Check if you do not want anything printed because you are using
Banyon’s email notification process to send a PDF payroll stub to each employee.

Print with regular checks: If not all employees are going direct deposit you can print a check out
that is voided for your direct deposit employees so they have their stub (most will not choose this
option)

Print on a separate batch following regular checks: Most would choose this option if not emailing
the stubs. This will prompt when the regular payroll checks are done printing so you can insert paper
and then finish printing the direct deposit employees on paper to not waste check stock.

You can also select a different printer if you have one and it would then print the direct deposit
automatically to that printer.

= Setup Check Printing =  Show Deposit info on check: if this box is
checked, a summary will show on the
- How Do You Want Drect Depost Checks? employees deposit stub to show the banks and
ser Prirting ] Send Email Motifications Only .
Auto Signature [ Prnt with Reguiar Checks _ transferred amounts. If the hide bank account
e Ry s cperte Patch [olowing Reguier Cheds ! is checked, then the bank account number will
nnter Creen b .
Paper Source | Upper Bin % not be displayed.

Starting Check# for EFT Reconcilation | 500017

Show Deposit Info on Check [ Hide Bank Account

[ Reconcile All ACH Checks As One Entry Per Pay Period Bank hams Amount Agcount Numbsr
TCFBank 35000 BETT 4555
You can put a 343" BMP logo image on the top left comer TCFEank 5126641 BaTTa9asd

of the direct deposit check. Click below to locate image file.

If you have a logo that you want printed on
the direct deposit notices or emailed PDF
Rk r e e D bes s Do e R click on the white box to browse to where
your logo is saved.




SAMPLE DIRECT DEPOSIT PDF AND PAPER COPY FOR EMPLOYEE

ENTITY LOGO HERE

Check Date Amount
Bank Hams Amount Aooount Numbssr . .
TCF Bank §50.00 BETT3S4EE5 051414 Direct Depmrt
TCF Bank ¥1,286.41 BETTEEM .
™ One Thousand Three Hundred Sixteen Dollars and 41 Cents *
TRACY CLANCY
222 Hollywood Bhvd
Your City US MM 56052
[ Empiloyes Name [ SEN | Employee# | Period | PerbdEnding | CheckDale |
TRACY CLANCY ] 452007 051414
| Eamings | | DeductionsBanefts | | Leave |
Pay Method Unis  Rate Amount  Description Deduction/Benedi YT0  Description Used Accr.  Balancs
HOURLY 000 3799 $151860 PERACOCRD 55000 $B6B4T  CITY SICK 000 150 48150
CVERTIME TO0 5599 539690 Sockl Secunty 511832  §o50En
Medcare 5554 50247
FEDERAL TAX 531236 5251527
Stabe Tax - MN si0566 503302
PRETANAFLAC 1011 §T0TT
Total Deductions: SEO209  55.540.8%
GrssPay | S0 Sec Medcare | Rebrement | FederalTax | StaleTax | LocalTax | Deduclions | NetPay
CURRENT| 5151850 a3z 556 $50.00 531236 510566 Si041 | 51,3641
¥-T-0 $16,152.70 $959 89 $202.47 S86H.47 | 3251527 3533.02 5000 SETOLTT | $10,002.81




