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This document describes the Heritage Village Masters Association (HVMA) Electronic Funds Transfer (EFT) update process.
To prevent inadvertently changing EFT Bank information, any change to EFT information must be made via a prompt.

The data cannot be changed directly on the screen and is “read-only”. Use these instructions when changing an existing EFT
setup on a customer record, adding an EFT to a customer who did not previously use EFT, and removing EFT information
from a customer record. To access the screen, from the menu, select:

Misc Billing P Maintenance P Customer Maintenance

Type the customer number to bring the record to the screen.

1 Change Existing EFT Information for a Customer

If the EFT Bank Transfer radio
button is set to ® Yes, and a
change is needed, click the

Goto.

Actions

XAdd Cust

button_ Delate Cust

Z Add Invoice

Update EFT

by Every change
F\{ j'. is logged to .
e the customer
maintenance

field log tab to allow the

user to see what it was
before the change.

Customer Maintenance

CustNo FEH]
Name 1

Phone 1 Ext joaoo Typ [

Name 2
Streetit

Street ERLTAGE VILLAGE

Phone 2 Ext o000 Typ £ Cell
Phone3  [(000) 000-0000 Ext KGO0 Typ |

Line2

City JEOUTHBURY st BT zip pedss-oooo E-mail Addr [

1 Customer 2 PRG Invoice (1} 3 Attachment (4) 4 Bil History 5 Trx History 6 Notes. 7 Custom Fiekds 8 Field Loas.(13)

Bill Delivery OPrint  OEmail @ None

Mailing Address Same as Service Address

Mame 1 [CHRISTOPHER G & GAIL L RYLER

Class Type  [BERK-1 T-]

Name 2

Line1 9B HERITAGE VILLAGE

Oceupancy @ Occupied O vacant

Line2

Line3

Comment 1 FLOSING 11/5/20

Lined
City OUTHEURY

Comment2 [

StET  Zip [edas-3526

Country [JSA

EFTBank Transfer ~ ONo @ Yes

Bank Name CHASE

Routing#  1234-5678-0

Account#  987EGIZE21

Type Checking Savinas

Pre-Nete © Pre-Note Sent Date 27

Update EFT

—Jar-2021

AN

EFT Bank Transfer

The system will display a
prompt; enter the
information into the fields
on the prompt.

Bank Name CHASE

Type Check

Routing# 1234-5678-0
Account# 987654321

Pre-Note 0 Pre-Note Sent Date 27-Jan-2021

ONo @ Yes (\UDdﬂte EFT;>

ing Savinas

7 [HVMA] 10000-Customer Maintenance [theresa]

Update EFT Bank Information

Optional: Enter Bank Name [cHASE

Required: Enter Bank Routing¥ 0987-6543-6
Required: Enter Bank Account 123456789

Required: Select Bank Account Ty @) Checking O Savings

Lookup Cancel | | Clear All

Required: Select Prenote Type @® Send Money to Bank O Send 1 Testto Bank O Send 2 Tests to Bank

. The Bank Name is optional.

The Bank Routing #, Account, Account Type,
and Prenote Type are all required.

For details on Prenotes, see section 4.

Press oK to apply the changes to the customer record.

Cance

Press ' to exit the prompt; no updates will be applied.
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2 Add EFT Transfer Information to a Customer Record

If the customer has no EFT Bank Transfer information, the radio button will default to ® No and there will be no EFT

information shown; the

Update EFT

button will not be available. To add information, set the EFT Bank Transfer radio

button to ® Yes. The system will immediately prompt for the information with the same prompt that is used when
changing Existing EFT Transfer Information.

Setting the radio button
to © Yes makes the

Update EFT

button available if
changes are needed.

Fill in all the fields on the prompt and click on

Bank Name
Routings
Azcounts
Tyoe

Pro-tote

EFT Bank Transfer

OMo_@ves

| EFT Bank Transfer

ONo @ Yes |

Required: Select Prenote Type

1 [HMA] 10000-Customner Maintenance [theress]

Update EFT Bank Information

: Enter Bank Account

Required: Select Bank Account TYPE &) Checking O Savings

Coataup Gancal

Clear All

2 Send Maney to Bank () Send 1 Test to Bank O Send 2 Tests to Bank

OK

Cancel

To exit the prompt without applying any changes, click on

to apply the changes.

3 Remove Existing Customer EFT Transfer Information

A customer record that includes bank information will have the EFT Bank Transfer radio button set to © Yes. Change the
EFT Bank Transfer Radio Button from ® Yes to © No to remove the EFT Transfer Information.

To remove any EFT
information from a
customer who chooses
to no longer use EFT,
click on the

EFT Bank Transfer ® No
radio button.

Customer Maintenance

strest

Prone 1
Phone 2

Fhons 3
HERTTAGE VILLFGE

i Bill Defivers O

EomEET ST Zp feaEaaom

E-mail Addr

£ Trx Hiory 8 hotes

e {560 e [
000 T [ cell

=
[{a007 530-0005 Ext 005 T

prnt__ CEmail @ Nons

7Cusiom Fieits | 8 Fiekd Loas. (13)

Ciass Tipe

Occupancy

EERK-1

® occupiea Ovacam

Comment 1

Comment2 [

FLOETHG 1175720

Routingé

P—
e a4 ﬁEFT Bank Transfer @ No |

secount
Troe

Fra-tiote

0 Prodole SentDale  27-Jan-2021

[H¥Ma] 10000-Customer Maintenance

-

N

[HVMA] 10000- Customer Maintenance

o This will remove all current EFT Bank Information. Continue?

Press ﬁ to apply the changes to the customer record.

Press to cancel removing the EFT Bank Information.

—
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4 EFT Prenotes to Bank

The Prenote defaults to ® Send 1 Test to Bank when adding or changing an EFT.
Select ® Send Money to Bank if no pre-note advice should be sent when adding an EFT for a customer.
Select © Send 2 Tests to Bank if the issuing bank requires two tests.

Run the EFT/ACH pre note process from the menu by selecting:
[HVIA] 10000- Customer Maintenance *

Misc Billing P Maintenance » Generate ACH/EFT Prenotes

Goto MB -> Queries -» Customer Query before running
PreMote Process

Note: the process cannot be run from the Customer Maintenance
screen. The system will display a pop-up message instructing the user to
move to the query screen (or another screen) before running the

Prenote process.

Fill in the required bank code — this is the

87 Task 10840: Generate ACH/EFT Prenotes X .
T — code for the bank receiving the money
. 7 ”
Required: Enter Bank Code |NEWTOWN SAVINGS BANK ‘ Via the EFT, Cu rrently NSB fOr Newtown
Optional: Recreate prenote for any record dated between From: ||]1_0,;1_2|]23 ‘Tu:‘au_Nﬂv.zugg | Savings Bank. Select a date range that W|”
Run a5 @ pOF include any of the customer records
(] changed within the specified time frame
_Lnnkup 0K Cancel Clear All .
and that have either the ® Send 1 test to
Bank or ® Send 3 Tests to Bank radio
button set.
. - . . — Select Edit List on the customer
A
1 |Custé |~ Owner-Name ~ | Primary Address ~ | ChangeDaf 7| ChangeTime |+ H :
& 0994 TIMOTHY L& BEVERLY A ALLEN 9994 HERTAGE VILLAGE 11302023 10:45:37 maintenance or query screen to see a list
34(988A  TMOTHY L& BEVERLY A ALLEN 9994 HERTAGE VILLAGE 11002023 104535 £ h ithi
35(9994  TMOTHY L & BEVERLY A ALLEN 9994 HERITAGE VILLAGE 115302023 104528 of EFT changes within a date range.
39994 TIMOTHY L& BEVERLY A ALLEN 9994 HERTAGE VILLAGE 113012023 1045:26
37|988A  TMOTHY L & BEVERLY A ALLEN 9994 HERTAGE VILLAGE 11302023 1045:26
339998 RICHARD & ROBERTA E HAGSTROM 999B HERITAGE VILLAGE 103012023 104517
39 |9sA JILL MICHEL 99A HERTAGE VILLAGE 11302023 10:45:11
85 |ooB CHRISTOPHER G & GAIL L RYDER 99B HERITAGE VILLAGE 1103012023 1029.23
66 [s9B CHRISTOPHER G & GAIL L RYDER 99B HERITAGE VILLAGE 11302023 1033:26
&7 |ooB CHRISTOPHER G & GAIL L RYDER 99B HERITAGE VILLAGE 1103012023 1033.28
68 [s9B CHRISTOPHER G & GAIL L RYDER 99B HERITAGE VILLAGE 11302023 10:33:42
&2 |ooB CHRISTOPHER G & GAIL L RYDER 99B HERITAGE VILLAGE 103072023 1045.01
70 [958 CHRISTOPHER G & GAIL L RYDER 99B HERITAGE VILLAGE 11302023 10:45:01

4.1 Field Logging of Changes

o Every change is logged to the customer maintenance field log tab to allow the user to see what it was
\{ ]: before the change.

To view changes, from the menu, select:

Misc Billing » Module Maintenance »

Customer Maintenance - Field Logging
Customer EEn]
Actions.
Location
Change Date  Time User Field FromiTo ‘Where Changed
; 28-How-2023 16107 THERESA Bark Hane CHASE CUSTUPD
1 Edit List
28-Now-2023 16307 THERESA Pre-Mote Sent. Date  27-Jan-2021 CUSTUPD
2 Cust Maint 28-Now-2023 16:07 THERESA Premote Flag a CUSTUPD
28-Now-2023 16:07 THERESA Bank Account Type C CUSTUPD
28-Now-2022 16:07 THERESA Bank Account 123456729 CUSTUPD
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