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Log in Using Your Single Sign On ID
To log in, go to the KS StateBank website: ksstate.bank.

Select “YOUBANKING” to go to the YOUBanking login page.

Stgtenank BUSINESS PERSONAL RESOURCES CONNECT =1
T

RESIDENTIAL LENDING

Homeloan solutions tailored
for almost any situation.

Complete the login process.

Note: You will be prompted for additional verification upon login with our enhanced security — facial biometrics and/or passkey.
This is required in order to send a ACH.

ACH Overview
Bank Cutoff for Next Business Date Effective: 4 p.m. CT

, StateBank YouSanking ACH
To Access ACH, click Treasury Management, choose ACH SRR
Batch List - Will list all ACH batches that have been created and | & sateh st
ready to be managed:; this is where you will go to edit a previous, [ B pashboard
approve, or initiate a batch = = 3 ACH History
ACH History — This will list ACH Batch history processed ro i ACH Impart
including the items/transactions/files. ACH batches will also be Payee Directory TR

listed here after being processed by KS StateBank. These ACH
batches can be viewed, Downloaded or Restored to the ACH
Batch list screen to be utilized again

. B File Layout

[ ACH Templates

ACH Import
*  File Import —Upload a NACHA or CSV File type, choose this menu option @ Retums & Comections
*  File Layout — if an ACH Batch file is created outside of online banking (and it is NOT a 7 Work fems
NACHA file), use this menu option to enable importing the ACH batch file into online banking.
Choose the import file type and format according to the file's layout. B Work Hisory

ACH Templates — Similar to your batch list, you can create an ACH Template to have available ./ Crech et

and easily add to your batch list, when ready. This helps keep your batch listing clean. Great for
those batches you continuously have to “copy” periodically

Returns and Corrections — ACH Returns (payments returned) and Notices of Change (payments that are processed, but
routing/account number updates for the next payment), you have one centralized area to view this information.

¢ Work Items — this will show you what Returns and Notices you have to review.

¢ Work History — shows you what returns and notices of change you've received previously.

Create New Batch — will allow you to manually create an ACH Batch in online banking
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Create A New Batch

The ACH Batch List is the main screen for managing ACH transactions and existing ACH Batches. However, for a new batch,
you’'ll want to go to Create New Batch

Step 1: Create your batch

Under Treasury Management, select ACH, and Create New Batch
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Select your ACH Company and then the Account with the “Origination” drop-down. Once all selected, click Next.
¢ If there is more than one ACH company, the user will be able to select the company from the drop-down menu.

% Create New Baich

e

Eatch

Creale New ACH Dakch

Automatied Clearing House (ACH) it & secure and efficient balch-ceienied network thal provides butinesses the power 1o trarsfer funds ekectronically Between other Businesees
o indivichaad enbifies. All ACH bransfers use the National Autcmated Clearing House Association (MACHA) transaction nales format to moswe Tunds elecironically betwesn
firancial institutions in the United 5tates Federal Reserve System

Company Originatan

All Companies w Select Origination w

= -
Once the Origination/Account is selected, you'll be able to fill in the detalils:

Add a Batch Name. The batch name will help differentiate between multiple batches or templates created. (Ex. Payroll
3.22.2022, Supply Payment, etc.)

Select Category (PPD, CCD, CTX)

 PPD - any item being debited or credited to an individual's account; would be personal payments such as payroll (Receiver
has 60 days to dispute as “unauthorized”)

» CCD - any item being debited or credited to a commercial or business account such as a vendor payment (Receiver has 2
banking days to dispute as “unauthorized”)

e« CTX-—any item being debited or credited to a commercial or business account but requires more information than a typical
CCD (allows you the ability to include addenda information, invoice numbers, descriptions, etc.)
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Provide Discretionary Data — normally, this is just the name of the company funds are coming from

Provide an Entry Description

e Only allows ten characters

* Be as descriptive as possible and follow Nacha Guidelines (PAYROLL, PURCHASE AcctRec, AcctPay, etc.)

Note: You MUST use PAYROLL for anything related to payroll such as bonuses, commission, etc.
Select the toggles for Restricted or Recurring, if applicable
» Restricted — if you restrict a batch, that batch can only be viewed by YOU/the individual who has restricted it.

* Recurring — if selected you can ensure this batch processes on a recurring basis (daily, weekly, monthly, etc.)

Select Next

[ Create Mew Batch

latch [nte v

Creabe Mew ACH Baich

Automated Clearing House (ACH) 5 8 secure and effcient babch-oriemied network thal provices Dasinesses The power bo Dansher funds lecironically beteeen other busingsses
o sad et All ACH fransfers use the Hational Automated Clearing House Association (MACHA) Eardaciion rues format o move funds slecteonically Etwin
fmancial insiiuiions in Thit United Stabes Federal Resens Sysiem
Company Ovigination

All Companies w TEST BATCH o
Baich s Category Compiay

PPD- Preamanged Payments an_ w
Hetretiorary Dats Eniry Description
TEST BATCH PAYMENTS
Aestricled Balch

Aecurting

=

Step 2 - Add your transaction details
NOTE: to help mitigate the potential risk of corporate account takeover and email fraud, KS StateBank strongly recommends
verbal confirmation of updated ACH Account information before submitting payment.

Select ACH TYPE and input information for Entry Count:

»  Single or Multiple Entries: This will determine how many entries (or transactions) need to be added within the ACH batch.

e Entry Total field: If there is more than one entry, the user can choose Multiple ACH Entries to list multiple entry lines and
in the “Entry Total” field, enter the number of additional entries needed (in addition to the two entry lines already displayed
below) and select “+ Create Manual Entry”. For example, if you have 5 entries you will want to enter 3 into the Entry Total
box and click +Create Manual Entry so that there are now 5 entries listed on the page to complete.
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Multiple Entries

ACH Typse
ACH Transscbion Type — IS ThE 5 1inge OF MaBple Sfilry hasmT
Enéry Count Eniry Toial
Waltiple ACH Erdris [ | Craale Wl 16 A Parypers
= Enlry

E&CH Bibpie Entry Setup
Anermaied ey Pl HOUSE | ALFH) E 8 SeCule 30d elliDem Sesrorienles ol thet provides businssses the power o rersier funds dectromecally bebmeon sther

Dlnesses oF inoividusl EMEEs
Single Entry
[ Create New Batch
° :"._.\'l
LU

Batch Eniries R

ACH Type
ACH Transaction Type — 15 this a single or multiple entry babch?

Entry Count

Singhe ACH Entry e

ACH Single Entry Informaticn
Anomated Cleaning Houss (ACH) it & seoure and eflicent Balch-omented retwork thal provides businesses the power 10 Irarsder funds sleciranically between olher businesses of individual emities

Entry/Payes Mame iD# AU
o oo
Addenda Type Addenda

00 - Mo Addenda Informabion L

ACH Recehring Financial Institution inlormation
Agomated Clearing House (ACH) i 8 secure and efficient baich-priented retwork that provides businesses the power o tramsder funds dectronically beteeen other Businesses o individual sndities

Reating # Accournt & Account Type Tran Type: ActheHeld

Checking w Debit Aclive

Complete the Required Field
¢ Entry/Payee Name (person or business) — individual/business recipient you're crediting/debiting
¢ ID # (optional) — identification number if you have one for the payee
¢ Routing/Account Number for individual/business recipient
¢ Choose Account Type (checking, savings)
e Tran Type: Debit if pulling money from recipient or Credit if sending money to recipient
e Active or Held
¢ Active — they will be paid with next processing
¢ Held — will retain their information such as routing & account number, while excluding them from this specific initiation of
the batch.
* Note: You will need to manually go in and remove the hold to activate for future processing.
¢ Amount to be paid
e« Addenda Records (optional) — simply available for additional information (invoice number etc.) to be included with the
payment.

Click Next
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Step 3 - Review your batch entries

Review the entries. If changes need completed, click Previous to correct data. If entries are correct, click Submit

B Create New Batch

Baich F bipabs Aeem

ADH BEch — Fonl Bevsw

Brevbenw the Trnal Bastch prgwierm Tor qualkitp s3sussnce prioe 10 dalemilming

Beity White Rl EE 123050 Checking [t s.m

Tirale Tkl Bruiink 81.00

- @

Once successfully added, navigate to your Batch List to view the Completed Batch.
The Status should show Approval Pending
¢ Note: Once a batch is created and/or edited, it must be approved prior to initiating.
* Create or Edit the ACH batch
¢ Approve the batch
e Initiate the batch
¢ For companies utilizing Dual Control, the workflow will be:
* User 1 creates or edits the batch and approves it.
¢ User 2 initiates the approved batch.

Initiate a Batch
Once the Batches are created, imported, etc., they will need to be Approved and Initiated.

Approve ACH Batch
The status will show Approval Required. You'll need to select the ellipse button to display the options available for the ACH
Batch.

Select Approve. This will set the Batch status to Ready to Initiate in the ACH Batch list
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ACH Overview

& Baich List
Please review, el and/or delete sctive ACH Balch transactons.

B ACH Higsery

E ACHI Y K STATERANS — ACH PROCESDNG L CUT-OFF INFORMATION w
& il irpent
EAFW“,WI Company Slatus Keyword
ABC Com = —
(@ ACH Tempiates pany
R view

B Reetums & Comection

2 wWork Bemas

[ Tl

Tewt Banch 1

B work tastery

A Create ses Balch @ Guick £dn
A e e
- s Approval Reguired Test Baich 3 0L $000 $100
2 Edn
Eppronal Regared Tewt Baich 3 DRI $000 5030 B Dese
Eopeoval Regued Donations §1.00 80.00 5 Pl

Initiate ACH Batch
Step-up authentication will be required upon initiation. You'll need to follow the steps for facial biometric authentication to

complete the process.

When initiating, you can select an individual batch or multiple ACH batches at once. If Dual Control is set for the Company, you
will not be able to Initiate the batch you approved; the second user will need to initiate.

You have Two Options to Initiate the batch:
e Click on the box to the right of batch Status field to select the batch to Initiate and then click on the Initiate Button at the

bottom left hand of the screen (this method allows for multiple batches to be initiated at the same time); or,
e Select the ellipse button to display the options available for the ACH batch and then select the Initiate option.

§5 Batch List (Al

ACH Owverview

Flease review, edil andior delete aciive ACH Eatich ransaclions

K3 STATERANS — ACH PROCESSING & CUT-OFF INFORMATION o
Compeery Slabs Maryweord Baich Opteons
ABC Company > ] [« = =
& view

. Slabn & [Ferr— [Ty S——rY Dietat Cradié Sand Dole #

Reachy ko blikite DRnOEG
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B Debeix
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Approval Regqursd Bonatiorn 100 §0.00
L Preview

Mobe — Select all baches 1 initiste o Delete ol Transsctions
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Once selected, you'll get a pop-out to confirm your offset account (account funds
are pulling from), and your effective date. Qitset Accounts

CEG PLLUS 0001 L
Same Day - By enabling Same Day, funds will be distributed on that business
day. Transactions will be received by EOD at the corresponding financial Same Dy
institution(s).

Thare will be an additional fee applied when infsating a same day

MCHL
*  Processing Deadline: 2:00 p.m. CT on the effective entry date

e Maximum Transaction Amount: $1,000,000 (one million dollars) per individual  erestive pat=
transaction
e Fees: $0.10 per item and $25.00 per batch with a Same Day effective date

Tuesday, August 11, 2026 wr

Effective Date: For the funds to be effective by the next business date, you will Feuat baich BTSN 10 $0.00 Sfiar posting

need to initiate prior to 4 p.m. CT. You may initiate up to 2 weeks in advance.
Click Submit

You will be prompted for additional verification. Once confirmed, the batch [— e
will be placed in an Initiated status. Once KS StateBank processes your ACH | P I
Batch the batch, it will be placed within the ACH History screen as Completed
and will remain within the ACH Batch list screen to be utilized again if needed.

Edit an Existing Batch
On your batch list, select the ellipse to Edit or Quick Edit a batch.

¢ Quick Edit — allows you to edit only the amount (and select for a prenote as well)

e Edit — allows you to edit the full details such as routing/account number, amount, batch name, descriptions, and set the
batch as Recurring if desired. You will also be able to setup the batch as Recurring as well, if desired. If needing to delete an
individual transaction, you will need to delete from the Edit menu.

& Batch List (All)

ACH Owverview
Please review, edit and/or delete active ACH Babch transactions

KS STATEBANK = ACH PROCESSING & CUT-OFF INFORMATION 5
Compary St L] Batch Options
ABC Company AN : ==
H view
o Initiate
[ ] Stabes @ Rustch Mama Last Processed & [ Cradit Send Date @ .
& Download /
Ready ta Intiate Test Batch 1 03/10/2026 §000 $1.00 Y Quick EM :
Approval Required Test Batch 2 10022025 50000 51.00 [ edn
Hl  Delete
Approval Requined Test Batch 3 & 242028 50000 50050
D copy
Approval Bequired Donafions $1.00 S0.00 -
&, Preview
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Add a Transaction
To add an individual transaction to a batch, you will select Edit on the batch of your choosing, and select Add.

Hamw Reouting & Account £ Account Type
Al o All i All W Al W
Debit/Credit Active/Held Keyword Seaech

- - ok - m

Bty While 10101536 123456 Checiing S1m Dbt A

Total Debit £1.00 Total Credit: 5000

(e | 2

Complete the Required Fields
e Entry/Payee Name (person or business) — individual/business recipient you're crediting/debiting
e ID # (optional) — identification number if you have one for the payee
¢ Routing/Account Number for individual/business recipient
¢ Choose Account Type (checking, savings)
e Tran Type: Debit if pulling money from recipient or Credit if sending money to recipient
e Active or Held
e Active — they will be paid with next processing
¢ Held — will retain their information such as routing & account number, while excluding them from this specific initiation of
the batch.
¢ Note: You will need to manually go in and remove the hold to activate for future processing.
¢ Amount to be paid
¢« Addenda Records (optional) — simply available for additional information (invoice number etc.) to be included with the
payment.
¢ Click Submit once complete.

ACH Type
ALH Trarsaction Type = 15 this & single o multiphe entry batch?

Entry Count

Single ACH Eniry wr

ACH Single Enry Information
Austomabed Clearing House (ACH) s a secure and efficient batch-onented network that provides businesses the power to transfer funds electronically between other businesses or individual entities

Entry/Payes Mame Io# Amount
Addenda Typs Addanda

00 - Mo Addersda indonmation e

ACH Reoeving Financial Instituticn information
Auporrabed Clearing bouse (ACH) i 4 secure snd efficient batch-onented network that provides businesses the power bo trandfer funds electronically betveen other businesses of individial enlities

Resdting & Aooount § At Typs Tran Type dtive Hekd

. Checking w Debit - Active w
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Enable a Recurring Batch
At any time, you can set your batch to be Recurring.

You may add or modify recurring transactions up to the day before the effective date. To ensure changes are processed

successfully, please complete all edits prior to the ACH cutoff time. All edits made to existing Recurring batches will need to be
initiated again to ensure all is updated and ready for processing on your selected schedule.

¥l ACH Batch

ACH Bafoh Rersies

Pleass ey tha details of Te selecied badch

Hatch M Categery Carrpary Carpay I
Caonatisres FPD: Freamanged Payments and Deposits - L=ty
Dincrptsonany Dita Entry Description
TEST RATCM Dionatonm
Restricted Baich
Recurriong

ACH Templates

These templates can be used as a “base” for your batch list. You can keep your batch listing clean for only batches waiting to
be approved or initiated. By creating a template you can easily add this to your batch list, when you're ready to initiate. This
eliminates a “need” to copy a batch if needing to send the same “template” twice.

Select ACH Templates from the ACH Menu and select Add.

Be sure to validate the Company you're under is correct. You can filter through each Company if multiple are assigned.

8 ACH 2 ACH Templiles
B Eich st ACH Templates
—— oy Earpmis]

=1 Pt

MO manifing AeConds

ACH Returns and Notices of Change e
ACH Returns (payments returned) and Notices of Change (payments that are processed,
but routing/account number updates for the next payment) will be generated automatically
by the system. These notifications will be available directly through the Returns and
Corrections section of the ACH Menu.

[ Returns & Corrections
= work ttems

B Work History

e Work Items — this will show you what Returns and Notices you have to review.
¢ Work History — shows you what returns and notices of change you've received [ Create New Batch
previously.
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ACH History
To see a list of your batches processed, visit the ACH History tab within the ACH Menu. These ACH Batches are what have

been sent by the bank. You can view, download, or even restore these batches back to the ACH Batch list.

B ACH 2 ACHM Tranesclion History

AGH Tramsaction Hishany
Pleaas use the Siten 1 review prefemed Baniaction hisony

Company Trpe Siatum BEC Codes Diawys Barant Wgwond

[E ACHFmper

(E] Fila impori

B Pl Lyt

@ ACH Termplates
Compaeted gy, Terting TR S003 -1k AR DE24TS

5 Faturna & Comactiong

Upload NACHA or CSV file via ACH File Import
You can upload your batches using the NACHA format or an ACH File Import format.

File Layout
If uploading transactions, you can adjust your Import layout for those CSV files. Simply select File Import and add a new layout
or edit an existing one. You will choose the corresponding layout when you go to import your files.

2 ACH FJ ACH File import Layout
W0 Asteh L ACH File impon Layout
Thide ACH il o Sarvics allows thorited uiers 1o uplosd fles which Polude REtructicns for ACH rafaactioni — Ad & fumw Mo Lot By confgunng file Sefniticni
B ACH Heseny . .
| + import Layout
=] ACH npori . J
sl o e Trpe & Format n Ackive &
B File Layoud
5 Fil Lot ETT— ACH Galimiinel 8
[ ACH Templates
o il Lo B TEST ACH et -

¢ File Layout Name — choose a name for the layout

¢ Import Type — most commonly Delimited

¢ Delimiter Type — most commonly comma but additional options
e Click Next

Bd ACH File Import Layout

ACH File Import Layout
Thae ACH file uplcad sendce allows authornzed users 10 upload files which inchade instructions for ACH transactions — Add & nesy import Layout by defining the file design

Compary
[ =) -
Fil Layout Wams Impert Type Dalieriter Typa
Test Mame Delimited w Comma .} =

Lo |
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Complete your file definitions as they appear in the CSV file to match. Once completed, select Submit.

These fields will most likely match the column the information is included in. For Example, if you have the Payee Names within
column A of your CSV, you'll select “Column 1" for that field.

Bl ACH File import Layoul

Befiniticns
Tha ACH File upload parvics allows asuthorined users: o upload files. which includs mstructions Tor ACH rarescBions = idd 8 neer mport leyous by defining the ks design

e -1 ACoom F Fasisting &

BLENK o ELANS s BLAMK e BLANE '\.-
AITUNR Trassaction Code

BLESH - ELANS, w

Hale - H e Teangaction Code ek o BLANK, you will be mauined by erder The information below,

Arcoa Type Chasckireg Equals Savings Eouals
BLANK o

Teanaaction Type Dbt Dquals Crindil Dquals
BLAMHK w

File Import
Choose ACH Import and File Import
¢ Select the Company and File Type for the file to be imported
e Click within the Upload ACH File box

e This will open a Windows Explorer box

¢ Choose the file to upload

The file name will REQUIRE an extension (.txt, .csv, etc.)

Drag and drop tool is also available
Click the Import button
Visit your Batch List to view the uploaded batch and proceed to edit, approve and/or initiate.

B ACH B ACH File import
BB Baichumst ACH File impert
The Biei Bl uzioar nersior shoees aulher smd Leers % oo et whe® e e iretucboes fod 500 B ma o
N ACR My
A ACH it 5 STATEREAR — BAPDRTANT FLE o JRUAT | (80
T e ot
B e Lk Cxmmpany Fiie Fpe s &5 File
MACHA w
8 s Tempipeey
H Perbarmis L Commeotions Drag and drop files or click Fere 10 uplaad allaciments
e T bt p i 5 WS in e
i 1 T il e i 0 s s
B o Hiriory = Th Rollowing Typss Can Be upicadid D, oo eof nacha, dat, 109, sy
] Crenbe Mew Byich

it — [Pl narme oot be longer than 30 characters (No rpaces or bl

=
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