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C- NACHA Payments

Overview

NACHA (National Automated Clearing House Association) payments offer a very low-cost,
effective solution to receiving Member payments electronically. Office now has the
capabilities of accepting ACH payments directly from your Club’s Members, without the
need for an intermediary processor, such as ETS, or Open Edge.

Use Case(s)

In addition to (or in lieu of) accepting Member Credit Card Payments, which oftentimes have
high processing fees that impact the bottom line, Management wanted to provide Members with
another option to pay their monthly statement electronically, via ACH. With significantly lower
fees than credit card processors charge, Clubs are now able to utilize their primary bank for

processing ACH's directly, and provide Members with this additional payment convenience.

NACHA Setup

To ensure ACH is set up and working properly, there are four main areas that need to be addressed
within Office, and one that needs to be addressed directly with the Bank your Club chooses for

processing.

1) Cash Receipt Type- Bank ACH

2) Member - Bank Account(s)

3) General Ledger - Bank Account(s)

4) Member Payments - ACH File Generation

5) Upload ACH File to Primary Bank (contact your Banking institution for instructions)

Cash Receipt Type- Bank ACH

Configuration of the Bank ACH Cash Receipt Type is the first and most essential step to
processing NACHA payments. Specifically, the club must ensure the Bank ACH Cash Receipt
Type is NOT linked to a Merchant Processing Token. Please follow the below instructions to
properly configure the Bank ACH Cash Receipt Type. If the club is currently accepting ACH

payments through one of our integrated third party processors, please see the Switching from

Integrated ACH Processor to NACHA Payments section of this document for more information

on switching to NACHA payments.

p.2
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To access Cash Receipt Types, select Membership across the top toolbar and choose Cash
Receipt Types.

Guest Rooms

Go To Club Webs Addresses

'@j Billing Schedules
c—l—f@j Cash Receipt Types
N — '@j Change Reasons

';\; '@j Credit Book Types

Export Re| ¥ Custom Fields

[~ Description =} Emais
Cash/Che:

et e

'@j Gift Card Types

Double-click on the Bank ACH Cash Receipt Type.

") Cash Receipt Types 3¢ |
Home

2 XM & % @ @

Mew Edit Delete  Export Refresh  Clear Filter  Active Help
Marne [*] Description [~] Default AR Ledger ID
Cash Cash/Chedk
Credit Card Credit Card
Bank ACH Bank ACH
PayCloud ACH
PayCloud CC

Ensure the Token field is set to NONE.
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%) Cash Receipt Types %
Home Bank ACH >
= e
4 % @
(- [ k.
Edit Cash Receipt Types
Mame: Bank .ﬁ.CHl
Description: | Bank ACH
Debit Account: | 00-1020-000 Cash - Operating (-«'Q 3

G}k&n: I{None}l

Default AR Account: | (Mone)

Payment Type: I#-CH j

E)

™ Post to G/L With Detail

Member - Bank Account(s)

To effectively receive an ACH payment from a Member, the Member’s profile must first contain
the appropriate banking information. Within the Membership Module, Manage Members
section, select a Member, and then navigate to the Bank Accounts tab within the Financial
Information section of the Member’s profile. Click New to add an account, complete the tab for

the Member's account they wish to use for ACH payment purposes, and click Save and Close.

Membership « %) Manage Members 3¢

= | = =, - :
|_| M x \33\7 \@ D I\Q/‘ Search: | robert

w4 Member Charges
Mew Edit Delete  Export Refresh  Clear Filter  Active Help

0 Member Payments

% Member Credit Book

Phone Email ‘p Last Paymen

Member Number + Last Name First Name
¢ Credit Book Expiration - y 4
GZ Smith Robert (919) 349-3... rbrady@mcconnellgolf.com :) 03,
00110 Myers Robert 1. (510) 555-1234 myers@nvyahoo.com C
? Club Inteligence 001210 Rivera Robert
5 00168 Wyatt Robert W. (510) 555-1... wyatt@nvgmail.com 06,
@ Accounts Payable 001738 Sargent Robert (925) 555-1234 sargent@nvworldfranchising. ...
00191 Meadows Robert S. (510) 555-1... 06,
Q 001918 Meadows Roberta A, (510) 555-1234
(7 e 00202 Brady Robert (925) 555-1_ rbrady@dubessentiaLcom 06,
00207 Albert Robert Lowis  (925) 555-1... albert@nvgmail.com 06,
W5 General Ledger 00243 Adkins Flobert M, (510) 555-1234 4
:| oo2ss Estrada Robert (510) 555-1... estrada@nvsboglobal.net 06,
a e 00312 Burt Robert E. (510) 555-1... burt@nvmpfi.com 06,
00408 Oneil Robert L. (510) 555-1... oneil@nvrockwoodcap.com 06,
. 00410 Weaver Robert L. (760) 555-1234 weaver @nvaol.com C
. Guest Rooms 00453 Cummings  Robert G. (510) 555-1... cummings@nvyahoo.com 06,
79 Macdonald Robert A. (925) 555-1... macdonald@nvha-cpa.com 06,
Marketing Al95 Workman Robert (510) 555-1... workman@nvme.com 06,
. 00501 Lindsay Robert C.(Cic) (510} 555-1234 lindsay@nvaol.com C
00502 Pratt Robert Hugh  (415) 555-1... pratb@nvilyjetnow.com 06,
ﬂ R 005158 Ortiz Robert C. (925) 555-1234 ortiz@nvaimfair,com
00601 Mcleod Robert (5101 555-1... mcleod@nvcomcast.net 06.
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) Accounts %) Manage Members

Home | [14] Robertsmith ¢

H @
= 4
+ %} Membership
%y Groups
%y Pictures
) Preferences
¥y Scheduled Changes
D Web Settings
~ %) Communication
“y Physical Address
%y Email Address

% Phone

%) Messages
~ @8 Finandial Information

Activity
Bank Accounts =
% 6iling 4
.@ Instalment Billing Bank Name
%) creditBook Test Bank

) Credit Cards
%) Gift Cards
%) vouchers
) Late Fees
) Minimums
) Statements
+ % Other
&y Attachments
2@ Custom Fields
% Notes

Member ID:
Member Type:
Status:

Title:

Edit Member

4

[ A

First Name
Jason

Sodal

Resigned

(None) |CL[98] suffix:

First Robert

brady @meconnelgolf.com

x | % Approve Payment Batches

Q
q
G

=]

Middle Name Last Name

House

Robert Smith

Player Type: | (None)

Suipe ID:
Middle: Last: | Smith
Phene: [rg19) 3453000 -

Routing Number

::::: 4733

Account Number
i

Account Type
Checking

Quick Label

& Member Bank Accoung — [efx

First Name:

Middle Name:|

Last Name:

Account Type:| [Checking

Bank Name:
Routing Number;
Account Number:

Auto-Pay Balance:

Default:

ID: 186 | Loaded

The Member must have banking information set up to make an ACH payment.

General Ledger - Bank Account(s)

In addition to having a Member’s banking information, the Club’s Cash Account that will be
receiving the payments from the Members must also be set up properly. Within the General
Ledger top menu, select Accounts, and then double-click on the appropriate cash account that

will be receiving the ACH payment.

General Ledger

[ -
" Overview

(@ o 9

Membership

) Go THb Website ) Help Videos

| '\'r'_';j.ﬁ.ccounts x

PQS

. Support Request

&

Active

%) Budgets
%2 Budget Types
L= Categories @\? \@
%) Companies Export  Refresh  Clear Filter
4 %%} Departments Mame
1% Periods Cash - House Funds
] Cash - Operating
%) Rollups
] Cash - Payroll
1% Types Cash - Savings
1060 Cash - Other
1NN Mach - Mo Arrmomd

System

Help

|@|

Help

Search:

Ledger Type Name
Current Asset
Current Asset
Current Asset
Current Asset

Current Asset

e it Accat

cash

(B) Select Theme -

(@ All Words
) Any Word

Ledger Category
Cash & Equivalents
Cash & Equivalents
Cash & Equivalents
Cash & Equivalents
Cash & Equivalents

Description

Navigate to the Banking tab, and populate the Bank Name and Routing Number fields.
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% Accounts % | ) Manage Members %2 Approve Payment Batches

Home | Cash - Operating X

(== 1y o = BT e

Account Category: Cash & Equivalents (_«Q

Account Number: | 1020

Mame: Cash - Operating

Departmental Roll-Up:  cash (_.'\\ x

Consolidated Roll-Up: | Cash L% b 4
Description:

Type: IChecking Account j

Departments

Bank Name:(

Routing Numl:uer:(

Account Number:

Mext Check #

MICR.:

These fields must be populated to issue the proper ACH file.

Member Payments - NACHA File Generation

Once the proper Member(s) and Club account have been set up properly in the system, proceed
to the Payment Wizard to generate the appropriate NACHA file for the bank. Navigate to
Membership, Member Payments, and click Quick Add to initiate a ACH payment batch.
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Membership « w20 General Ledger Transactions ) Accounts € Manage Members X
%) Manage Members Home
T . =
- |l xR @ \© D '@' Search: | robert
. New  Edit Delete Export  Refresh ClearFilter  Active Help
8 Lookup Value
& Member Credit Book
S ¥
€ Credit Book Expiration
Batch Control Number Transaction Date ~ | Cash Receipt Type Amount
€ GiftCard Expraton 0| crozods 10/03/2016 Bank ACH $139.53
e =) | df croz2o4s 10/03/2015 Bark ACH $139.53
q| cro2043 09/25/2016 Bank ACH $0.00
? Club Intelligence 0 crO2042 09/29/2016 Cash $0.00
| cro2041 09/29/2016 Bark ACH $9,247.43
g 0 CRO2040 09/27/2016 Bark ACH $9,297.43
@ REEnEEELs d| cro2037 09/27/2016 Bark ACH $835.00
; | cro2035 09/23/2016 Cash $100.00
a Employees 0 CRO2034 09/23/2016 Credit Card $0.00
q| cro2033 09/23/2016 Cash $100.00
) coneral tecger 0| cro2031 09/22/2016 Bank ACH $835.00
€| CRO2023 09/22/2016 Credit Card $0.00
0 cro2028 09/21/2016 Bark ACH $9,185.34
a Guests €| CRO2027 09/21/2016 Credit Card £746.00
q| cro2025 09/21/2016 Bank ACH $9,185.34
. it Roonrs €| CRO2025 09/21/2016 Cash $0.00
0| CRO2024 09/21/2016 $0.00
CRO2023 09/21/2016 Credit Card $385.00
Marketing 0| cro2022 09/21/2016 $0.00
00601 tMcleod Robert (510) 555-1.. mcleod@nvcomcast.net
00616 Blackwell RobertE. (510) 5551234 blackwell@nvcomeast.net
00641-E Wiliamson  John Robert
=1 00662 Mosley Robert 5. (510) 555-1... mosley@nvmsn.com

Posted

06/15/2016
06/15/2016

06/15/2016

Complete the Payment Wizard as normal, with the following highlighted exceptions. Ensure
Bank ACH is chosen, and Export NACHA File has been selected. Once Export NACHA File has

been selected, the NACHA Settings box will open. Contact your bank to receive the proper

information to populate the NACHA settings fields.

Cash Receipt Wizard

These will be unique to your bank.

Cash Receipt Wizard

Step 1: Select Cash Receipt Batch.
CRO2089 a,

Step 2: Select the date you wish to use for these transactions.

3/16/2017

Stey
Bank ACH

Step 4 Select processing method.
—_

Export MACHA File

r

Automatically add all members with non-zero balances that are configured for statement
Auto-Pay.

Only Process For Selected Member Type:
Only Process For Selected Member Group:

Step 5 Select data entry mode options.
cd Populate Check Amount with Members AR Balance
¥ Member's AR balance as of last statement date including any posted payments,
" Member's AR balance as of current batch date.

Step 6: After making your selections, dick on Next to continue,

Close

MNACHA Settings
FieD: |

Company ID: I s

Note: File ID can also be called Origination ID.
Flease chedk with your bank for appropriate
values for these fields.

MNext
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NACHA Payments

If NACHA Settings are not populated, error message will appear, and you will not be allowed

to proceed.

| Cash Receipt Wizard

Step 1: Select Cash Receipt Batch.
CRO2089 =Y

Step 2: Select the date you wish to use for these transactions.
316/2017 -

Step 3: Select Cash Receipt Type.
Bank ACH =N

Step 4 Select processing method. TACHA Setangs

IEprrt NACHA File - l Warning =

Automatically add all members with
Auto-Pay. Company ID and Origination ID must contain numbers only and be at least 9 digits long.

Only Process Far Selected Member Ty o '
Only Process For Selected Member\Gri ........... oK,

Step 5: Select data entry mode options.

d Populate Check Amount with Members AR Balance
¥ Member's AR balance as of last statement date induding any posted payments.
' Member's AR balance as of current batch date.

Step 6 After making your selections, dick on Mext to continue,

Close Next

Once populated, proceed to next screen. When populating information in this screen, ensure to

select the Member’s account that is to be utilized for ACH payments (previously set up in

Member’s profile) in the Payment field. Once complete, click Save NACHA File.
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Save As

OO |-Desk'to|:| -

- m I Search Desktop

Organize *  New folder
- Favorites

B Desktop

& Downloads

1= Recent Places
4 Libraries

3 Documents

J’ Music

& Pictures

B2 videos

18| Computer
3—3 Local Disk (C:)

i‘j Network
1M tedient

i Libraries
U System Folder
il

5 | Computer
(| System Folder

Report Writer Demos
N L File folder

Clubsoft Point Of Sale
ClickOnce Application Reference
238 bytes

3 Finandal Statements In Excel -

Shorteut
@i = Shortcut
test. xlsx
|_I - | Microsoft Excel Waorksheet
HI | 11,7kB

Administrator
% System Folder

, Metwork
| System Folder

Clubsoft Club Management Application
ClickOnce Application Reference
283 bytes

Demo Vendors. xdsx
|_| .—1 Microsoft Excel Worksheet
3.56 KB

Sample Finandals (with Metrics).pdf -
Shorteut

El E Shortcut

B testnachc.txt
| TextDocument
| 960 bytes

File name:ﬂ_tesmachc.txt

Save as type: I

.~ Hide Folders |

Save Cancel |

The NACHA file is now available for uploading to the Bank.

F: Cash Receipt Wimard Ed £

<

I

4 Enter Cazh Racaipts Current AR Eslences |

p 7 Member T|Chek e W] Ameunt 7] AR Hame Balence Due P |

d v [14] Smith, Risbert TEST £133.53 b Accounts Receivable £13853 000

LI | $13953 $0.00
| $139.53

[

[

r

¢

L

€

[

r

[

¢ &

L

€

L

£

¢ Détrioute Payments

P, Amount To Trarmfer:

¢ Destination AR:

L

€

£

: Ciose @ Back Finish
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testnachc. tet

199999999999990309099999099090999 99090909 99009490009803090009 99000999999 0909999939999090989090
1905030930909995303399999330909039993999590339300959303050099893030904033933999530309399959999

Complete wizard and posting as normal.

When reviewing General Ledger History, note that ACH file shows successful file generation.

[ ) Accounts [ ] Manage Members T %7 Aoprove Payment Batches
Heme:
x o ﬁ D ﬁ @ @ @ "@ Search: | TR e
Belete  Export Refresh  Olear Filter  Active Post Baich  EchtBatch Dabe npost Bakd Baitch Report Help. A
Transaction Dale + | = | CashRecsipt Type - || Babch Corttrol Mussber - || Amount - || Posted - || Pasted Dabe a /
B 10/03/2016 Bank ACH CRO2045 5130.53 [m]
[amourt o posted | Transactensste  Hame Chedk Mumber  FPIStats PRI Respanss
517953 10/03/2016 Smith, Robert TEST 1 HACHA record generated successfully at 10/3/2016 2:10:24 PM
B 09{30/2015 Cash CROX044 §2,959. 55 !‘ 03f30/2016
B 09/29/2016 Bari ACH CRO2043 50,00 1
(e 09/29/3016 Cash CRO2042 50.00
[e:] Q5252015 Bark ACH CRO2041 §9,247.42

Upload ACH File to Primary Bank

Once complete with the Office steps above, follow your Bank’s instructions to upload NACHA file
to your Club Bank’s website.
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Switching from Integrated ACH Processor to
NACHA Payments

Please contact Office support if the club is switching from a currently integrated third party ACH
processor to NACHA payments.

Best Practices

Ensure set up of Member Bank Account and Club G/L Cash Account are proper to

reduce/eliminate processing delays.

Frequently Asked Questions

What are the major benefits of taking ACH payments?

It is a very low-cost solution that allows Members the ease of making electronic payments, and
Clubs the ease of accepting electronic payments. It also gives Clubs the power to work with the

Bank of their choice directly without the need for an intermediary processor.
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