Direct Deposit Frequently Asked Questions
(A$CEND participants, please consult the ASCEND Handbook for
enrolling in direct deposit)

General Information — DIr@Ct DEPOSIT..........eiiiiiiiereiicceeeeeeeerteeecreeeeeeeereeneeaeeeeeseeessssssnnnnnes 1
1. Why should I enroll in direCt depoSite.....cooovvviieeeee e 1
2. What do I need to enrollin direCt deposit@......ccooevveviiiiieiiiiiiieeceeee e 1
3. Is direct deposit required or will | have the option of receiving a live checke ........ 1
4. | cannoft provide a voided check. What can | provide instead@e..........cccceeeeeennnnne. 1
5. Where can | find my bank routing number and account numbere ...........cccccuuueee. 1
General Information — Direct Deposit Web LiNK ...........coviiiieiiieeecceeeeeeeeveeeeecereeeeeeeeeeeennenees 2
6. How do 1 enrollin direCt AEPROSITZ .uuuuiieiiiiieeeeeeeee e e e 2
7. |submitted my request to enter/update banking information. Why am | getting a
phone call to confirm the information that was submitted? ..............ccooeeeeeeeeen. 2
8. What happens if the bank information provided does not agree to the copy of
the voided check image or the image cannot beread?..........ccoeeeeeeeeeeeeeeeeeeeeeene. 2
INSHUCHIONAI = WED LINK.....oeeeieiiiiiiiieeeeeeee s cneeeeeeeessesssnnnnaeesesesssssssnnsnnasssssnns 3

9. What steps do | need to complete in the vendor form? Please present a visual. .. 3

| enrolled in direct deposit — NOW What?............o e eeee e e e s e eeeeens 4
10. When will direct deposit payments DEQING ..........uuiiiiiiiiiiiiiirieeeeveveevevereeaen. 4
11. Are my payments going to be processed on the same schedule as they were

before being direCt AepPOSITEAZ ... ... aaaaees 4

12. How quickly will a payment be deposited into my designated account? ............. 4
13. Will | receive advance notification of payment as to when the monies will be

deposited into my designated accounte ..., 4

14. How will | know what the payment is fOre ... ..o, 4

15. Can | cancel my direct deposit enrollment? What happens if | do?....................... 5

16. | am not receiving direct deposit related emails. Why is this happening? .............. 5

Changes to enroliment information that was previously submitted..............cccceeeeeeeeenennnnees 5

17. Who should | nofify at The Trust if the individual who enrolled in The Trust’s direct
deposit program is no longer an authorized representative? ..........cccoeeeeeeeeeeeeenn. 5

18. What must the provider/ vendor do if the provider/vendor’s bank and/or
AaccouUNt NUMBDEr ChANGESS ..o 5



19. How do | add or remove individuals fo receive email payment nofificatione........ 5

20. | forgot to notify The Trust that my bank account changed and payment was
submitted to the outdated/closed bank account. What do | do now?e ................. 5

Terms anNd CONAITIONS.......ccoiiiiiiiiiiiiiierteee et rree e e s s s sssssseessssssssssnssssaases 5
21. What are the Terms and Conditions for enrolling in direct deposit? .........ccccccuuu..... 5



General Information - Direct Deposit

1.

Why should I enroll in direct deposit?
e It's more secure than having checks mailed
e [f's convenient
e [t's easy to enroll
e Advance email payment nofification

What do | need to enroll in direct deposit?
¢ U.S.bank account that the payment will be deposited into, that agrees with
the vendor/provider name
¢ Image of the check pertaining to the account that the payment will be
deposited into

Is direct deposit required or will | have the option of receiving a live check?

All providers and vendors that have a contract with The Children’s Trust (The Trust)
and A$CEND participants are required to enroll in direct deposit. Vendors that do
not have a contract with The Trust may have the option of receiving a live check
unless their agreement with The Trust requires direct deposit.

I cannot provide a voided check. What can | provide instead?

In lieu of submitting an image of the voided check, you may provide a statement
or letter from your bank, that includes the name that the account is held under,
the type of account e.g. checking, the bank routing number, and the account
number that the funds are tfo be deposited into. If a lefter is submitted, the letter
must be on the bank’s letterhead and signed by a representative of the bank.

Where can | find my bank routing number and account number?
You can find the bank routing number and your account number on your check.
A sample check is provided below.

Your Organization 1001 —4
123 Main Street
Anytown, FL 33129

1123456789 11234567890 11001

|

I
Routing Number Account Number Check Number

Note that the location of the bank’s routing number on a check may vary by
financial institution. The bank routing number must be nine digits.

You may also contact your bank representative for help if you have any questions
about the financial information requested.
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General Information - Direct Deposit Web Link
6. How do I enroll in direct deposit?
It's easy and it is online!

Providers and Vendors with a contract using Trust Central

If you are currently not enrolled in direct deposit, a Trust Representative will
contact you to provide an email of a director or authorized representative to add
and make updates to banking information.

. An email will be sent to the email address provided. This email will
contain a link that will be unique to you and will allow you to
complete your banking information.

ll.  For your security, once the form is completed and submitted, the
email link will no longer be accessible.

Vendors requesting reimbursement and are NOT using Trust Central
You may contact your Trust Representative to provide the email of a director or
authorized representative to add and make updates to banking information.

7. | submitted my request to enter/update banking information. Why am | getting a
phone call to confirm the information that was submitted?
As part of The Trust’s overall risk management approach, The Trust may randomly
call a vendor, using the contact information on file, prior to emailing the vendor’s
unique direct deposit/ACH email link. The Trust will then confirm that the contact
information submitted is current.

8. What happens if the bank information provided does not agree to the copy of the
voided check image or the image cannot be read?
You will receive an additional email link requesting additional information.
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Instructional - Web Link

9.

What steps do | need to complete in the vendor form? Please present a visual.
Click the link from the email. This will open a webpage containing the vendor
form. Complete the information requested on the vendor form. You must attach
ach support and agree to the Terms and Conditions.

he Children's Trust Vendor Onboarding Form

ACH Bank Details

Primary Contact

Submitted By

lrwoice Roquirements brwonces munt be sent individuaity in POF format with the relsted Purchase Order mumber included
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| enrolled in direct deposit — now what?

10.

11.

12.

13.

14.

When will direct deposit payments begin?

We will verify the information with your bank after the direct deposit online
enrollment has been successfully submitted. The verification process may take up
to fifteen (15) business days, from this date. If there are no issues, your next
payment will be deposited directly into your bank account. If there are issues
during the verification process, we will contact you.

Are my payments going to be processed on the same schedule as they were
before being direct deposited?

Once an invoice has been approved, payments will be processed through our
accounting system (the system that creates direct deposit payments) on
Wednesday morning. Funds are typically deposited within three to five business
days, provided that all required documentation is received. Invoices and the
required documentation, if any, that are not approved by The Trust on Monday of
a given week, will not be processed for payment in the accounting system during
the same week. It is on the deposit date that the funds will be directly deposited
into your designated account.

How quickly will a payment be deposited info my designated account?
Payments are deposited on the seftlement date i.e. date that payments are
available in your designated bank account.

Will | receive advance notification of payment as to when the monies will be
deposited intfo my designated account?

Yes. You will receive an email that serves as an advance notification of payment
from The Trust alerting you that payment is being sent to your designated bank
account, along with an anficipated deposit date. This email is sent approximately
two to three business days prior fo the date that the monies are to be deposited
into your designated account. The email address(es) that were submitted when
enroling will be the email address(es) used for the advance nofification of
payment. We recommend that one of the email addresses include your finance
representative that will record the fransaction in your accounting system. We also
recommend that a group email account be created by your organization that will
include all personnel that should receive an email nofification.

Additionally, you may contact your bank directly or use online banking, mobile
applications, and regular bank statements to confirm the deposit. Please note that
while most banks do not charge a fee for direct deposits made into your account,
some banks charge a nominal fee. Please contact your bank if you have any
questions about bank fees that they may charge.

How will | know what the payment is for?

The advance notification of payment email that you receive from The Trust will list
the applicable invoice(s), along with any credits applied against that invoice, so
that you will know what the payment is for.
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15.

16.

Can | cancel my direct deposit enroliment? What happens if | do?

If your contract with The Trust requires payment using direct deposit, you cannot
cancel your direct deposit enrollment while the contract is in effect. Provided that
there is no requirement to enroll in direct deposit, you must contact your Trust
Representative If direct deposit is cancelled future payments will be paid by
check.

I am not receiving direct deposit related emails. Why is this happening?

Please check your junk email and/or spam folder. If the address is correctly listed
and the email is not in the junk and/or spam folder, please contact your Trust
representative.

Changes to enroliment information that was previously submitted

17.

18.

19.

20.

Who should I notify at The Trust if the individual who enrolled in The Trust’s direct
deposit program is no longer an authorized representative?
Please contact your Trust representative.

What must the provider/ vendor do if the provider/vendor’s bank and/or account
number changes?

Whenever a change occurs pertaining to the information required for enrolliment,
inform your Trust representative so that a tfeam member may send you an email
link so that you may edit the bank account information.

How do I add or remove individuals to receive email payment notification?
Inform your Trust representative that you would like to make a change to your
direct deposit enrollment information. Your Trust representative will then notify the
department team member to email your unigque link. This email link will allow you
to update your direct deposit enrollment.

I forgot to notify The Trust that my bank account changed and payment was
submitted to the outdated/closed bank account. What do | do now?

Please contact your Trust representative and together we will do what is necessary
to resolve the issue.

Terms and Conditions

21.

What are the Terms and Conditions for enrolling in direct deposit?

Please visit https://www.thechildrenstrust.org/ach-direct-deposit to review the
terms and conditions. The terms and conditions link will also be provided during
the enrollment process.
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