Atlantic Capital

Atlantic Capital Exchange
Quick Reference Guide
Managing User Access

If you are an Administrative User of ACE, you have the ability to manage user access within the Administration
module.

1. CREATE USERS

a. In Administration, click Actions and Create User : Vesta Inc (vesta)
select Add User oot Bt

b. The Create User form will appear.
Complete this information and click
Save

c. Users can also be cloned to reduce
steps to create a new user. To clone a
user, in Administration, click Actions
on the respective user and select

send HELP t

od STOP

Message and Data Rates May Apply. Number of Messages Varies Per User.
authorzes charges to appear on wireless bill o from prepand

Clone User -
Vz,
2. MANAGE SERVICE PERMISSIONS

User Services : Tom Jackson of Vesta Inc (vesta/Tom)

a. In Administration, click on Actions for
the respective user and select
Services

b. Permit services by clicking the
checkbox next to all the services this
user will need

c. Un-permit services by unchecking the
checkbox next to that service

¥ M-Secure Browser
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3. MANAGE ACCOUNTS FOR PERMITTED
SERVICES

Company Details : Vesta Inc (vesta)
a. In Administration, click on the user Vesta Inc (vesta) B Accounts || pormacts || g Resend || Acoon

» Accounts

and the permitted services will » Services
appear with the option to remove

Users

services ®* , edit service preferences * Tom Jackson (Tom)  Actons
. . w User Details
, or edit accounts for the service ol Al G st oo hoas N (A
Enable Date:  11/04/2015 Last Login:  Never
I |
» Services
ACH Reporting
b. Click on the i to permit or un-permit X 7 8 NAGHA ACH Returns Fle X 7 8 NAGHA Detad Fle Repart X /8 NACHA Nothication of Change Report
accounts for a given service At Sorion
U g M x W Alerts x EDIS24 Applcation Advice x EDI997 File Acknowledgement
Company Administration
x Delivery Template Maintenance x Mobie x Software Token Chent
x Tablet x Web Report Maintenance
Desktop M-Secure Browser
x Desktop Connection x M-Secure Browser x @ M-Secure Browser Destinations.
Information Reporting
x W Account Information x 8 Current Day Balance Report x W eStatements
x @ Online Statements x ' Previous Day Balance Report x & Quick View
x @ Sunrise Report x W Transaction Search

Information Reporting Configuration
x Transaction Groups
Secure File Transfer

x File Vaukt x SFT Administration X /W SFT Receive
X /M CET Cond

% MANAGE PAYMENT SERVICE PERMISSIONS

a. In Administration, click on Actions for User Payment Settings : Tom Jackson of Vesta Inc (vesta/Tom)
the respective user and select @ 4 poymens p——— -
Payments % Wee Tanser — e o

b. Permit or un-permit payment services @ ot Tandes :(’:';::’::::"“““““"w”
by clicking or unclicking the D heckPrit Rbow ACH Manusl Etry

¥ Integrated Payables ACHER @

checkbox next to the respective Alow ACH Reject @

payment services on the left — iR §
c. For each permitted service, click on S g
the service to manage settings for D i iy oorsgwhfsclrm oy RO
that payment service @ Check st Pay User mus use xsing payeest creste n ACH Batch(Fee Form, From Template, and Iport

d. Click to save once all settings for
each respective payment service
have been set S gt et A o s b  coports ws

Allow ACH Batch Template maintenance

User is ehigible to maintain ACH Batch Templates for all users in their company

Allow Import Map maintenance

User is ehigible to maintain import ACH Payments import maps to be used by all users in their company

VESTAACH

« Allow ACH Batch approval
User is eligible to approve ACH Batches for total amounts between the specified lower limit and upper limit

VESTAACH

Lower Limit ($
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5. MANAGE USER SUBSCRIPTIONS - —

a. In Administration, click on Actions for

. Edit Subscriptions : Tom Jackson of Vesta Inc (vesta/Tom)
the respective user and select

S U bSC I’I pho ns ‘ v Account Transfer Items End of Day Notification 4 ‘
b. Modify any subscriptions by clicking Delivery Settings -
. . . + /- DataType %) Format Preference
On The SUbscrlphon ° H/ |nd|COTeS ¥ Account Transfer Items End of Day Notification L HTML ¥

subscriptions that have default
opftions which can be modified.

Account Transfer Status Change Digest

. » Account Transfer Status Change Notification 4
c. Click Save once the necessary
.. . » ACH Payment Items End of Day Notification v
modifications have been made. )

» ACH Payment Status Change Digest
» ACH Payment Status Change Notification
» Check Positive Pay Decision Batch Report
» Check Positive Pay Decisions Requiring Approval
» Check Positive Pay Exceptions Notification Report v

Check Positive Pay Issue File Report

OTHER FUNCTIONS

1. DELETE USERS
a. In Administration, click on Actions for the respective user and select Delete

Note: Delete User should be selected when system access for that user needs to be permanently
disabled, e.g. when an employee leaves the company

2, DEACTIVATE USERS
a. In Administration, click on Actions for the respective user and select Deactivate User.

Note: Deactivate User should be selected, when access needs to be temporarily disabled, e.g. when
an employee goes on leave

3. RESET USER PASSWORD
a. In Administration, click on Actions for the respective user and select Password
b. Enter a new password and reenter to confirm the password
c. Click Save
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