How Do | Set Up Accounts Payable for Electronic
Funds Transactions (EFT)

Required Permissions for EFT Processing
In System Administration

In order to set up and use the EFT functionality, there are a few Permissions that will need to be
assigned through the System Administration application.

Accounts Payable
Maintenance
Vendors
Modify Vendor EFT

This permission will allow the user to set up a vendor with whom you will transact the electronic
transfers.

Accounts Payable
Checks
Create Electronic Files
Create EFT Pre-note File

This permission will allow the user to create a “test file” after a vendor is entered that will be
passed to the bank for validation. This step is also necessary for the school to confirm that
THEIR bank information is correct.

Accounts Payable
Maintenance
Checks
Cash Disbursements

EFT File
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This permission will allow the user to create the actual EFT file that will be passed to the bank
for processing.

In Accounts Payable

Next, set up the school to transact in EFT...... AP> Maintenance> Administration
Maintenance>Accounts button.... select the Bank account and click on the Electronic Funds
Detail tab.

Bank Account EFT Set Up Information

Routing/ABA Number 11301390

Bank account’s routing number

EFT Code 1

ACH Record Type Code

Company ID Prefix 1 - EIN (may be provided by
your bank)

What type of number are you using to ID your
company

ACH Company ID 02-0223317

Federal Tax ID

Entry Description AP EFT PMT

Description of the transmittal type

Header Record Ref.

Currently not required

Entry Class Code PPD

Type of transactions being passed (PPD is the
usual selection)




IMMEDIATE ORIGIN INFORMATION

TELLS BANK WHAT
ACCOUNT TO TAKE/DEPOSIT
$$$$ TO OR FROM

Routing No. Prefix

No entry — file indicates use Transit/Routing No

Transit/Routing No.

Checked flag indicates USE ROUTING NUMBER

Other Routing Number

Number other than Routing No that identifies the
account (usually provided by the bank) aka DFI
number No entry — file indicates use Transit/Routing
No

Create Offset Transaction

Box is checked/unchecked

If the respective bank requires an offset transaction
this field must be checked




Checking Account Detail

decount Electronic Funds Transfer Detail | Expart & Import Files

Details

Fouting/&B4 Mo, 11301390

EFT Code 1
Cormpany 10. 1-EIN -
Frefix

ACH Company 1D 02-0223317

Entry Description &P EFT PMT

Header
Fecord Ref.

Entry Clagz Code

Control Record Information

Irmmediate Origin

Riouting Mo, Prefis E]

@ Transit/Routing Mo.

() Other Routing Mo.

Lasgt Tranzaction Mo. nooooo 12

Create Offset Transaction [

Mao. Contral Shing

Drefault

D = L P —

OOEOEE

Ok ] [ Cancel




Vendor Account EFT Set Up Information
Disbursement Information section of Vendor Record

(NOTE: Bank Name Routing No, and Account No will ONLY be active IF EFT is

selected)
Bank Name Sample Bank and Trust
Vendor’s bank name
Bank Routing No. 987456321
Provided to school by the Vendor
Bank Account No. 0000007

Provided to school by the Vendor

Payment Method

How will Vendor receive payment

Check Vendor will be paid by paper
check
EFT Vendor will be paid via
Electronic Funds Transfer
process
EFT Pre-Note Will only be checked until a

“test” file is generated and
passed to the bank to be
validated



Vendor Maintenance - ( 123001 - 1-2-3 Lock-Key & Security )

[aaEl = N

10593 Information
1099 Type

This Cal. *rear &mt. $0.00
Last Cal. “rear smt. $0.00

1039 Marme

izc. Information

Class Code -
Uzage Type -
ShipYia -
W Status

]9 Received

Date Received

1-2-3 Lock-Key & Security

Vendor Info |G£L Dist.l F'roductsl Llnpaicll Histor_l,ll Campusz Store Historyl Purchaze Drdersl Medial Commentsl Llselsl

Wendor Infarmation
Temnz 4 Met 30 DueDay

Aot Mo,

[] Temparary Yendor
[] Employee
Disbursement Information

Fayment Method () Check @) EFT [V]EFT Pre-Note

Bank Mame Sample Bank and Tzt
Bank Routing Mo. 98745631
Bank Account Ma. Qooooo?

Bank Account Type @ Checking () Savings

[ tctive ] Miscellaneous Vendor — [] Separate Check ok, ][ Cancel ][ Prirt ][ il ][ Delete ]
i T —

Testing New School and Vendor Account Setups

Once the accounts are set up in Senior, the user must create a Pre-Note file to manually
provide to the bank to ensure all the settings are correct (Ascendance does not transact with the
bank directly). Each new Vendor set up for EFT will have the EFT Pre-Note flag turned on

automatically.

Maintenance View Im.roices[Checls P.0. 8 Receiving End of Period Reports Mailing Help

Cash Disbursements
Hand Checks/Bank Drafts
Create Electronic Files

Void Checks

3

3

|

d Checks Histarp Repart Check Register  Fofificatons £
EFT/ACH Pre-Mote File l

[

=] &
1 !G = L_ﬁ
Wendors P.O. Receivi
I



Be sure to select the correct bank and click on the Generate File button. The system will create
a file to the path indicated in the File Name section of the screen (aside of the magnifying glass)

Cash Account 1110100710

m Dale/Time 101017 11:09 Effective Date 10-10-207

Eank Name Bank Account Bank Rowing | Account Type
123 Lock-Key & Secuity Sample Bank and Trust 0000007 98745531 | Checking

The system will confirm that the file was produced.

(EFT: ACH File [ =

QE File Generated Successfully.




Any vendor on the Pre-Note List will be included in the file generated. Remember, the bank will
be checking that all the information provided is accurate, for YOU and the VENDOR.

School info:
Routing/ABA 11301390
Number
EFT Code 1
Company ID Prefix | 1—-EIN
ACH Company ID | 020223317
Entry Description | AP EFT
PMT
Other Routing -
Number

| File Edit Format View Hel

o1
1'5220TEST SCHOOL
6239874563210000007

T o =

710101109A094101:

020223317

4 EST SCHOOL

K r
p,71o10171o1o 1011301390000001
0000000000000000000000000T=2-3 LOCK-KEY & SECUR 0000000000000001

/|8220000001009874 56320000000000000000000000001020223317

011301390000001

9000001000001000000010098745632000000000000000000000000
9999999999999999999999999999999999999999999999999999999999999999999999999999999999999999999999
:9999999999999999999999999999999999999999999999999999999999999999999999999999999999999999999999
9999999999999999999999999999999999999999999999999999999999999999999999999999999999999999999999
9999999999999999999999999999999999999999999999999999999999999999999999999999999999999999999999
9999999999999999999999999999999999999999999999999999999999999999999999999999999999999999999999




Vendor info:

Vendor Name | 1-2-3 Lock-Key & Security

Bank Routing | 987456321
No.

Bank Account 0000007
No.

| PrenoteBT171010 - Not
{ File Edit Format View Help
o1 011301390 0113013901710101109A094101CENTURY BANK TEST SCHoOL
I'52 ~ ote 1 1020223317PPDAR 1011301390000001
000000000000000000000000¢1 0000000000000001
000000000000000000000000102022331 011301390000001

9000001000001000000010098745632000000000000000000000000

9999999999999999999999999999999999999999999999999999999999999999999999999999999999999999999999
9999999999999999999999999999999999999999999999999999999999999999999999999999999999999999999999
9999999999999999999999999999999999999999999999999999999999999999999999999999999999999999999999
9999999999999999999999999999999999999999999999999999999999999999999999999999999999999999999999
9999999999999999999999999999999999999999999999999999999999999999999999999999999999999999999999

Upon confirmation from the bank that the initial layout is acceptable, the process of EFT may be
used within Senior. First, the Pre-Note designation will need to be removed from all EFT
vendors, to allow for actual EFT processing. Go back to the list of EFT vendors, make sure the
correct bank is selected, and click Update.

Bank Nygfle | Centuy Bank = Cash Account 1110100110
FileNeme  PrenateBT171010k4 =N Date/Tiene  10-10-17 11:09 Effective Date 1010217

Bank Name Bank Rowting | Account Type
1-2-3 Lock-Key & Secunly Sample Bank. and Trust 99745631 | Checking




A confirmation message will appear, to identify that the vendors selected will have the Pre-Note
option turned off.

,

want to update?

@ Pre-note will be turned off for all selected vendors, Are you sure you
'\. -

ves || Mo

Click Yes to proceed.

A second confirmation message will appear, confirming that the Pre-Note option has been

turned off.
il %
Update Campm u

1 vendor has been updated successfully.

Click OK to proceed.

All vendors should now be available for EFT transacting.
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Processing Actual EFT File for the Bank

Accounts Payable

1. Create an AP invoice batch and post it.

Purchase Entry lr=i Bk
File Edit Tools Help
Wendor Infarmation Irvoica Information
1D. 123001 _|C’\ [Previous] | Detas| Number 12345 (see )
. Cancel
Hame 1-23 Lock-Key & Security Date  10-10-2017 DusDate 11032017
Addrezs P.0, Box 456 Amount 500,00
Desc,
5 !
City Mew Hampton tate NH «  Zip 03256 Temms ] Net 30 or Due Day
Phone  G03-744-3053 . s Chesk
F Toj. | Separate
PO m Create Agsat
Media Q‘I
G r—
General Ledger fecount Distibutions @
Prepaid For Next Year
Account No. Sub Ledger|  Dist. Am. Invoice Description Account Desciiption ~ | | New |
= L Del
ry | Delete |
-+ Balance
_b
Sk | Search |
DISTRIEUTION TOTAL 0.00 - v
BALANCE 500,00 -
< -
Arnount Mot Subject To Discount Dizcount Amount
(MUK

For any vendor now set for EFT, the drop-box indicated will be active, and can be set to
either EFT or Check. For EFT transactions, be sure the Payment chosen is EFT.

edia

11



Purchase Entry - ( Batch Am_blﬂu

File Edit Tools Help

1.0. Wendor Mame Inwaice Mo. Amount

12300 1-2-3 Lock-Fey & Security 12345 500.00

=

Totals 500,000 »

Cazh Accaunt; 1110100110 - Operating - Century Bank
Thig Batch Entries in Batch

[ Past ][ Delete ][ Save Mew

A{P FPurchase Entry

Description

2. Post the AP batch. (AP004543)

[ [55] Purchase Entry - ( Batch Am_[gl@uw

File Edit Teools Help

|.0. Yendar Mame [rvoice Ma. Armnavint -
1230m 1-2-3 Lock-F.ey & Security 12345 A00.00 D

| i Totals

Cazh Account: 1170100710 - Qperating - Century Bank,
Thiz Batch Entries in Batch

[ Paost ( ] [ Delete b[ Save Mew

AJP Purch‘mﬁs/

Dezcription




Accounting Period Print Optiotis

(@ This Month [2018, October] Mo. of Copies 1

(70 Last Month [201 8. September)

() Last Year 2017, June)

Posting Date  10-10-2017

Pt N
0] I r Caticel ]

Be sure to review your reports before proceeding.

-~

Update Confirmation Message |

The infarmation has been successfully sent to
i & theprinter. Make sure the data is completely

printed BEFORE updating! Select YES to

proceed with the Update, otherwise select NO,

L JCm )

ii The Invoices in this Batch were successfully posted!




3. Select the invoices to be included on the EFT file

T

=l

=)

Notific;ations Show Dashboard

Maintenance View Invoices M] P.0. & Receiving End of Pericd Reports  Mailing Help
Cash Disbursements » Select Invoices to Pa
2 i . ’
Wendors F.0O. Receivi Hand Checks/Bank Drafts 5 Print Checks
Generate EFT Transactions
Create Electronic Files » Update
1 Void Checks I

- S -
Cash Disbu rseme_ g

Cazh Account

[111m00110
Operating - Century Bank

)

| oK

I[ Cancel ]

If there are multiple banks set with EFT information, the drop-box will be active to choose

which account gets the EFT transactions.

Cash Disbursements Entry  SES|

[rvoice Selection tethod
(71 Due Date
@ Al lrvoices
Due Date

[V] Include invoices eligible for discount
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5] Cash Disbursements - Select Invoices to Pay - (Batc
File Edit Tools Help

=)

EFT 1210:; 1-2-3Lu-;:-E::i; — 110817 muuuﬂ
—————— [T]

. Dan't Pay
........... ]
-

o o

Totals 500.00] - | 10102007

111000110 Operating - Century Bank Balance: $486,073.38
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4. Go through the Disbursement process to generate the EFT file.

n u &c Cath Disbursernents » Select Invoices to Pay

* 3 ¥ a
Vendors PO Recerin Hand Checks/Bank Deafts » i b Shos Dashboard
Genesate EFT Transactions
Create Blectronic Files ’
Void Checks [

16



F ——————— =
Batch Details
BatchID. | APO04544 | 500.00
Bank, &cct,
&EH;L o 151?13312331-1%?”':“[}' Bank B ark Details
Cazh Acct.

File Detailz
File Mame  AACCTP&YSEFTETI71000 Cl%l

Date 10-10-2017

Effective
D ate

[Generate File][ Cloze ]

Validate the correct bank account is selected. The File Name shows the path where Senior
will drop the file, and the file name. The default file name is EFTXXyymmdd, which can be
edited, if desired. The Effective Date is the date the transaction is expected to “settle”
with the bank. It can be left as is, but the bank may prefer it be moved up by a day or
two, as they may not be able to settle accounts the same day the file is received.

5. Select Generate File

A confirmation message will appear. Navigate to the file path selected to find the file just
created. This may now be passed to the bank.

' il
EFT: ACH File A [

ii File Generated Successfully. |
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Below is a sample of what the data transmitted to the bank will look like, from the file just
created.

e

File Edit Format View Help

101 011301390 0113013901710100000A094101CENTURY BANK TEST SCHOOL

5200TEST SCHOOL 1 1020223317PPDAP EFT PMTL71010171010  1011301390000001
6229874563210000007 00000500000000000000000001-2-3 LOCK-KEY & SECUR  0000000000001013
6279874563210000007 00000050000000000000000001-2-3 LOCK-KEY & SECUR (0000000000001014
822000000201974912640000005000000000000050001020223317 011301390000001]
9000001000001000000020197491264000000000000000000045000
9999999999999999999999999999999999999999999999999999999999999999999999999999999999999999999999
9999999999999999999999999999999999999999999999999999999999999999999990999999999999999999999999
9999999999999999999999999999999999999999999999999999999999999999999999999999999999999999999999
9999999999999999999999999999999999999999999999999999999999999999999999999999999999999999999999

Note: ANY EFT TRANSACTIONS TO A VENDOR ARE ENTERED AS ONE LINE ITEM
PER INVOICE |IN THE FILE. THE SYSTEM PRODUCES INDIVIDUAL
LINES/TRANSACTIONS PER INVOICE. NEGATIVE AMOUNTS WILL APPEAR WITHOUT
AN INDICATOR, THE SYSTEM CODING WILL PROCESS IT PROPERLY
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As is the same when issuing checks, be sure to run the Update process as the final step in
generating the EFT file. That will update the transmission information as well as the Vendor
record, to show the Invoice and Payment batch information.

Note: The Update process does not discern between check and EFT transactions. DO
NOT RUN THE UPDATE PROCESS UNLESS BOTH THE CHECK AND EFT
TRANSACTIONS ARE APPROVED TO BE COMPLETED.

# ., Advantage Accounts Payable - [ 5t. Francis Episcopal Day School ) *

Maintenance View Invoices [Ch:ck: PO, & Receiving End of Period  Reports  Mailing Help
m 5 fﬂ, Cash Disbursements L4 Select Invoices to Pay L
- Print Checks
Vendors P.O. Recaivin Hand Checks/Bank Drafts ’ i C Showe Dast
Gacarate EFT Transactions
Create Electronic Files L4 Update
Void Checks [ T
. — B
Vendor Maintenance - { 123001 - 1-2-3 Lock-Key & Security ) ' =B8] =
. r
Vendorl Infol G Dist.l Productsl Unpaid History | Campus Stare Histc-r_l,ll Purchaze Drdersl Medial Commentsl Usersl
Search For: Sort By Sort Order
N @ |nvoice No. () Check Date @ Ascending Dietail
il () Payment Batch (7)) Check No./Trans No. () Descending ;
() Invoice Batch [l nel. Voids
Invoice Mo. Drate P.0. Mo. | Papment Batch| Invoice Batch | Check Mo/ Trans Mo Check Date| Cleared | Invoice Amt | Part
12345 101017 APO04546 APO04543 1013 10-1017 M $500.00 | k
456789 101017 APO04546 AP004545 1014 101017 M [$50.00)
b
it
[ToOTALS [ 45000 =~
4l
[¥] sctive [ Miscellaneous Wendor 7] Separate Check 04 ] [ Cancel ] ’ Prirt ] [ M ail ] ’ Delete ]
| MM
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Frequently Asked Questions about EFT

1. Can an EFT invoice be removed from a vendor using the Unpaid Invoice
Correction function?

If an invoice has been selected for payment through the Cash Disbursement process,
and the EFT file has been generated, an EFT invoice cannot immediately be removed
from a vendor via Unpaid Invoice Correction. First, the invoice will have to be “released”
from the file by going back to the Cash Disbursements>Select Invoices to Pay, and when
the notification appears that an invoice batch has already been selected for payment
message appears, click “Yes” to clear the batch.

-

Existing Batch!

An invoice batch has already been selected for payment. Select YES to
& I_l clear the batch. Select NO to edit the batch.

Vs || Ne || Cancel

e "_J_

L

This process will release the invoice, which should still appear under the Unpaid Invoices
tab of the Vendor Maintenance Record. The invoice can then be deleted, and the EFT
batch can be recreated, minus that invoice.

Note: It is recommended to take these steps any time an EFT Vendor invoice is to be
removed from a batch. Trying to edit the actual EFT file may result in unintentional
corruption of the data and may not be recoverable.

2. Can an EFT transaction be VOIDED?

Yes. In A/P, go to Checks>VOID Checks>New. Select the EFT radio button and enter
the transaction number of the transmittal the press the Tab button. The system will pull
up the transaction to be VOIDED.

20



' SR B
e . =

Check Mo,
(0 Yoid Off Systern Check,

@ “oid Systern Check/Draft.
Type
() Check ) Draft  @EFT 3

Check Date | Check Amt. Address Cash Account
0E-08-16 $50.00 ; Chinaberry 2780 ia Orange Wiay, Spring | 1104000

[ Ok ] [ Cancel

Click OK to continue to the VOID Checks/Drafts screen.

| B8] Void Checks/Drafts L - o | e
.File Edit Tools Help
Check Infarmation Wendar [nformation
Murnbeer 5 1.D. 0000017
Date 06-08-2016 Chinaberry
Check Amt $50.00 :iﬁg;{fj;”gi::?m
Dizcount Amt. $0.00
Applied Total $30.00 Cazh Account
1099 $0.00  CashAccount 1104000

Cadence Bank - Operating - Tez Mame Char

General Ledger Account Distributions

Account Mo, Sub Ledger|  Digt. Amt, Account Descrption -
1705002 B0.00 Parent Meetings/Training-4dm ||
Diigtribution T atal A0.00 -
Balance Q.00 -
4 D b
MUk
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Click Save to generate the VOID batch.

! 58] Void Checks/Drafts - { Batch AP011735 ) = 2
File Edit Tools Help
Check Mo./Draft Mo.| Check Date Yendor Mame Arnourt -
5 0E/0242076 § Chinaberry BO.0D:| |
FTOTALS 50000 «
e Delete Edit [ Fiost ] [ Canicel ]
_ [ Num |

Click Post to commit the VOID.

Note: VOIDING AN EFT TRANSACTION WILL CORRECT THE BALANCES ORIGINALLY
DEBITED/CREDITED IN THE TRANSACTION BUT DOES NOT PRODUCE ANYTHING TO
TRANSMIT TO THE BANK. YOU WILL NEED TO WORK WITH THE SPECIFIC VENDOR
TO ADDRESS ANY MONIES TO BE RETURNED. THE VOID WILL IMPACT THE TOTAL
AMOUNT SENT TO A VENDOR IN A PARTICULAR TRANSACTION.
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' General Ledger Account Maintenance - { 1104000 - Cadence Bank - Cperating - Tes Name Change )

= |

Search For:

.t'-‘xccu:uuntl Balances &

[7] Show Posting Details

| Eudgetl Deferredl Suh-Ledgersl

Year Ending

onth

a

Sort By

[Date -

Sort Order
(71 Azcending

@ Descending

| Period Batch Date Debits Credits Posting Reference Sub-led; =
r May, 2016 : APO11732: 06-03-2016 A0.00 | Cazk Dizburzements Journal [
May, 2016 : APO11729: 06-03-2016 1.500.00 | Cash Disburzements Journal

3. What reports can be used to track EFT data BEFORE it is transmitted to the

bank?

The Vendor Unpaid Invoices Report can be used to track EFT payments. Create a new
query using the criteria below to find ONLY pending EFT Invoices.

P —
Query Parameters ( Vendor Unpaid Invoices Report - EFI'-

=2

andfar % L e ==/ - 3T
B/ | DD @ | E| =32
Conditions | Sorting Add Before | Add ffter Delete Formula Cut Fows | Copy Fows | Paste Fiows
And/Or Table Mame Field / Formula Mame Operator Walue
oR AP _UNPD_ACTIITY DEF_PAYMENT_METHOD = EFT
o) o

T O eaaaaaaa e 4
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June 13,2016 1:34PM

VENDOR LD. / NAME

Unpaid EFT Invoices

INVOICE NO. DATE P.O. TERMS BATCH  DUEDATE INVOICE AMT  DISC. AMT
1940AIR 1940 Air Terminal Museum

n 05731716 Net 30 APOI1730 06730116 40.00 0.00
Total for 1940 Air Terminal Museum: 1 40.00 0.00
AFC AFC Corporate Transportation

7 05:27/16 Net 30 APOIIT23 0672616 12,000.00 0.00

b 0527116 Net 30 APOINIT23 0672616 500.00 0.00

6 0527/16 Net 30 APOIIT23 062616 500.00 0.00
Total for AFC Corporate Transportation: 3 13,000.00 0.00

After the Update process has been run in the system, the Check Register report can be
used to show EFT payments as well. From the Check Register report, use the Include
option to select what items to appear on the report (Checks, EFTSs, Drafts, or All).

File Edit
Other Options
Start Date 05152016 Ihchude
ErdDate  06-13-2016 Sort by Checks
© Chec Dirafts
Display B v ©) Chec [l

Bank Account [ BRO0080147

v] @ Yendor Name

1104000

Forrnat Options

|nclude repart print date az | DatedTime -

Include page numbers

Frint Options
Mo. of Copies 1

Fage Fange 1

Cadence Bank - Operating - Tes Mame Change
Runtime Qptions

[ Cloze Window When Conmplete
[] Shaw SOL

To 9333

Current Printer | CutePDF 'Writer on CPWwW2:

[ Presview ][ Frint ][ Export ][ Cancel ]
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Check Register

CASHACCT: 1104000 Cadence Bank - Operating - Tes Name Change
DATE RANGE: 03/15/16t0 061316
CHK # /TRANS # DATE  VENDOR LD,  NAME TYPE CHECK AMT. CLEARED
D0O00000T 061316 1940AIR 1940 Asr Terminal Museum EFT 000 N
000000003 0531716 1540AIR 1540 Aur Termanal Museum EFT 154000 N
Q00052323 0527716 0000472 ABC-CLIO LLC Check o000 N
D0O0S23X6 0572716  ABEDINF Fanba Abedin Check I N
000052327 052716 MISCP Mr. and Mrs. Charles Ableson Check 100000 N

4. Who do | contact if the bank fails the EFT file because of its layout?

While the Ascendance Accounts Payable EFT file is designed to comply with the NACHA
(National Automated Clearing House Association) standards, there have been some requests
by the bank to edit the file template from time-to-time. Should a school’s bank fail a file because

of a layout issue, please contact SeniorSystems.Custom@communitybrands.com to submit
your change request.
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