Destwin Quick Reference

Console Version 2.0

How to Download an eCheck File for Processing
22-AUG-11

This Quick Reference describes how to download an echeck file for processing if you are set up to
process NACHA files for submission to your bank.

Note: Payments made by eCheck are available for processing within Destwin the following day.
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You can look up your account number by entering the data reguested below. _

Account

Batch Payments

Last MNarme

Email Address
Submit | MNew Search | Go back to search list | Exterldfé@h | Home Page | Budget Calculatar | Manage Password | Make 2

Step 1: select Batch I
«Payments from the Payments | o]
"drop down. | PE
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Batch Payments

Payment Batch Type: ENDt Selected?vl Select Batch Type | Show Old Batches |

) Mot Selected
There are natransactions to ¢ Credit Card Step 2: From the Payment Batch Type dropj
down choose eCheck and click on the

Select Batch Type button.

«| |
|Done E’? 4

Any unprocessed batches will be displayed.
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Payment Batch Type: | eCheck j Select Batch Type: Shaow Old Batches |

Show batch for 2011-08-16  Show Batch Step 3 CIiCk_ on the ShOW batch
button to begin processing of that

There are no transactions to display. batch -

I | 3

| Done El; A
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Batch Payments

Payment Batch Type: I eCheck j Select Batch Type I

Create batch for 2011-08-16 _ Create Batch

q q Exclude
Accaunt Name Date Approval\ Submitter UGZELGEED Il Method Type Amount  AVS Card CAVV  Pending? Settled? Downloaded? Posted?
Number Number Code
Bill 2011-08-15 subrnission
1 1000102 West 182216 recorded in  E00030511 123 ECHECK AUTH_OMLY 0.04 Y il M Mo Mo Mo Mo
Total . 1
Tota Step 4: Click on the Create
$0.00
Tota Batch button.
Credited:
$0.00 o
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Batch Payments

Payment Batch Type: | eCheck j Select Batch Type: Show Cld Batches |
iew a previous batch: I Mot Selected j Retrieve Batch |

Enter password to allow eCheck download.

w Dealer Manz

Web tools

A t . T cti Invei Card
N:rtl:'lohue“r Name Approval Submitter ranlsg fon N::‘:::: Method Type Amount  AVS C:u;e CAVV F
Bill 2011-08-15 submizsion )
11000102 West 182216 orded admin  E00030511 123 ECHECK AUTH_OMLY 0.04 b i i
Tatal
Paid Step 5: Click on the Enter
0.00
o password to allow eCheck ||
Credited: download link.
§0.00
4 | _’I_I
| Done Lr} I? A
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Enter password: Il
: Step 6: Enter your special
Close Window &eCheck password and click

on the Submit button. This
special password would
have been supplied to you
by Destwin. It is not your
standard Iog_]in password.

Dane |_l I? 4

Y ] 4|

pticr ¢
Password set. Click "Close Window" to reload
original page and try it. Step 7: After setting your
Enter passwori: I password, click on the Close

— Window link.

Submit | ‘//
Close Window

Done |T l? 4
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Paymant Batch Type: | eCheck j ‘Select Batch Type: Show Old Batches |

Wiew a previous batch: | 2011-08-19 eCheck »| _ Retrieve Batch |

Accept Batch

Accou . Transaction Invoice Card
Number me Date Approval Submitter D Number Method Type Amount AVS Code CAVV
110002 o 2”1;3??]3 S“E;’;‘gfﬁ:gg admin  EOO030512 357650 ECHECK AUTH_ONLY 0o ¥ M M
Total
;Dalg:ﬂ Step 8: Click on the Accept
Total Batch link. | |
Credited:
$0.00
| | »
|D0ne E’? S

1=
| ik,
This will generate the Download option.
Download
Step 9: Click on the Download link.
Done = W v
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Opening echecks_log_2011082Z csr.Ext x|

‘ou have chosen to open

[Z] echecks_log_20110822_csr.txt

which is & Text Document
from: https:}/myaccount. marandolafuel, com

—What should Firefox do with this File?

" Cpen with I Matepad {default) j

™| Do this autamatically for files like this fram now an,

A
Ok I Cancel |

Tech Note

The resulting download screen
might look different depending on
the browser in use.

7

Step 10: Choose the Sawe File
option and click on the OK button.

This is the NACHA formatted file that has now been
downloaded from the Destwin portal to your local system.
This file name is derived from the date that the file is

generated.
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The specific behavior of the system from Step 10 forward is dependent on your local system and how it is
configured. In this example, files downloaded from the internet and saved to the local system are automatically
saved to a default Downloads folder. Destwin recommends you copy the downloaded file to a specific directory
for processing to your bank. Once you have successfully saved and downloaded this file you may upload it to

your bank by whatever procedures established with your bank.

This concludes the procedure for downloading a “new” file. To retrieve an “old” file see below.
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Follow these steps if No Transactions are displayed after Step 2 and you want to access an Old Batch. An Old
Batch is a batch that has already been processed.
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Batch Payments

Payment Batch Type: | Mot Selected j ‘Select Batch Type: Show Oldd Batches

There are no transactions to display.

I
Step 3: Click on the Show Old — @M= ,

| Done

Batches button.
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Payment Batch Type: ENDt Selectedi'l Select Batch Type | ) Bt 4o blovea =l bC
T Step 4: (same as Step 2 abowe) From the
Select date range for pre| Credit Card Payment Batch Type drop down choose
.. - eCheck and click on the Select Batch Type
button.

There are no transactions to display. =
«| | 3
| Done E,? 7
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Step 5: Enter the desired date range in Web tools for the Qil
he From and To fields using a format
YYY-MM-DD and click on the Update

Display button.

Batch Payrrrerres
Payment Batch Type: IeCh j Select Batch Type | Return to Mormal Mc

Select date range for profdus batches:

From: [2011-08-01 To: [2011-08-22] Update Display |

There are no transactions to display. =

| Crone E,;T A

From this point forward the process requires entry of the special password (see page 3 above) and follows from
there through step 10.
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