ACH External Funds Transfer Instructions
User Set Up For External Account Transfers:
The user logs into their account and goes to ‘transfer>external account transfer>add account’. Fill out the
form with their outside financial institution account information.

Once they complete the required information it will generate a ‘micro-deposit’ to be retrieved and
processed as an ACH file by cu staff through the admin site. Micro-deposits are the means that HomeCU
uses to establish account ownership of the account the user has requested access to.
Micro deposits will always need to be confirmed by the user to establish that the requested outside
financial institution account belongs to the user.
Once the cu staff processes the ACH file the user should wait a couple of days and then go review the
account at the outside financial institution for the micro deposit amounts. If the micro-deposit processes
correctly the user should see a deposit and withdrawal on their account. They should make a note of the
amount of the micro-deposit. Now that the micro-deposit has posted to their outside account they will
need to log back into their account at the credit union, and click on the menu ‘transfer>external account
transfer’. They will see their external accounts sitting in there with a ‘pending verification’ status on them.

The user should click on the flag to bring up a verification screen, and proceed to fill this form out with the
correct micro-deposit amounts they have retrieved from their outside financial institution. Once the
micro-deposit is verified correctly, the status will change to ‘active’ and the user can proceed to transfer
money to and from the outside financial institution using the normal transfer screen on their account.
Users can also request transfers directly to a loan payment.
Users can also click on the pen at the far left to edit the names on the account if desired. The name they
place here will show up as the external account description on their transfer screen.

There is no time limit on a micro deposit confirmation. Accounts can get locked when confirming the micro
deposit amounts from their outside financial institution. The user has 5 attempts to confirm the correct
micro deposit amount and if they repeatedly input the wrong amount they can lock the record.

A locked record will show up with a red lock icon. Once locked micro deposit confirmations cannot be
unlocked, and the member must delete the original request and start over.

----------------------------------------------------------------------------------------------------

Administration For External Account Transfers:

ACH MENU: Allows credit union staff to manage user generated ACH transaction requests. ACH
transactions are generated by users when they:
1) Setup an External Account which generates a micro-deposit
2) Request ACH transactions via their online banking
When members set up their External Account, ACH transactions are created to initiate the micro-deposits
for account verification. An offsetting ACH to pull back the micro deposit is also created if the cu indicates
to do so under ‘Administrative Maintenance>Banking Settings>ACH>Create Offsetting Micro Deposit
Entry’.
ACH ACTIONS:
The credit union will create the ACH transmission file which is then uploaded to their corporate account
for processing.
First, pending transactions are reviewed by the credit union staff and selected. If you do not select certain
transactions they will remain in the ACH Actions as a pending item to be processed later.

Next, choose from the drop down to ‘Create ACH Upload File’, the selected items will be processed and
placed in a *.ach(Batch_YYMMDD_HHmm.ach) file and download this to the admin users PC or MAC.
This *.achfile is then uploaded to the credit unions corporate account for processing.
If you choose to ‘Cancel Transactions’ those selected will be permanently deleted.

Once your members verify their micro deposits you will see both new ACH micro deposits and real
transfer requests in the pending transactions.

ACH HISTORY:
This link will show previously processed ACH transaction files. Including process date and time, credit
union staff who processed the file and the transaction count in the file. The down arrow to the right allows
credit union staff to open and view the actual ACH formatted file.

The page icon to the right will allow credit union staff open and see the details of the file.

If needed, the cu staff can click on the actual row to see the detail of the user accounts in the selected file.

Once the file details are open, credit union staff can remove any transactions they desire by choosing the
box to the left of the transaction and clicking remove. This is typically only done if the ACH transaction is
rejected by the outside financial institution or the Federal Reserve for some reason (bad account number,
account not found, etc).

If credit union staff removes a transaction from an ACH file that has already been posted it will generate a
new ACH file from the transaction removed.

Staff can then review the new file in Actions and cancel the transaction if needed.

NOTES:
PROFILES:
The confirmation flag when setting up a profile indicates that if any group assigned to that profile has
more than one user in it, when an actual transfer is done another user will need to confirm the transfer.
Not the initial micro deposit confirmation, but any further real external transfers. If there is only one user
in a group then this rule does not apply.
Credit unions wishing to use the EFT functionality must be ACH originators. Typically through their
corporate account.

CRUISE CLIENTS ONLY:
Cruise clients must map their ACH accounts for EFT the first time they come in a file.
The first time they come through on CRUISE they will come through as an exception and they come
through for a “missing MICR Number”. All they have to do is create a MICR number in CRUISE, for the
member, as they do with any exception, and they should not have a problem.
In CRUISE:
1.The account comes up in the exceptions as a “missing MICR Number”
2.Edit the member to add the MICR number on the Member account
3.Edit the data in the exception file to “MICR” Corrected
4.Update the warehouse
5.Post exceptions

You must also have a GL MICR setup in Cruise so that when a GL transaction comes in via ACH for your
micro deposits, Cruise knows to post that to GL number you have chosen (see screenshot below).

