Opening a New Personal CD

1) Get all signer’s personal information (refer to Personal Account Information sheet) and a copy of each signer’s drivers license.

2) If a New Customer, make sure they pass ChexSystems.
-Go to Deposit Platform, Account Add, Change/Customer Information.

-In Customer Name type the primary signer’s name with last name first.

-Then move down to the General tab.


-Enter the primary signer’s SSN in the Tax ID Number spot and make sure the drop down box say SSN.


-Then go down and input their First Name, M/I, and Last Name in the correct spots.


-Enter in Mailing Address, (NO P.O. BOXES, MUST BE PHYSICAL ADDRESS), City, State, and Zip.


-After that info has been entered, click on the red triangle with an exclamation point in the middle of it at the top of the page.


-A pop up box will show up, in the Application drop down box click on 2 EFUNDS and then hit Proceed.


-A second pop up box will show, make sure all info is inputted correctly and all the required info is entered then hit Submit.
-A new page will show, scroll down to Account Actions and make sure it says ACCEPT and OPEN ACCOUNT.

-Also scroll down to ChexSystems History and Inquiry Details and make sure there are no bank charge offs, collections or account abuse.

3) If all is well, move forward with completing the customer information.

4) Go back to Deposit Platform/Customer Information Maintenance box.

-Click on the Codes tab and change the Officer drop down box to NO OFFICER.

-Click on Contact Info tab and input Phone Numbers, mother’s Maiden Name, E-Mail Address (If available), and Drivers License Information.

-Next go to the Misc tab and enter Birth date under Dates.

5) SAVE
6) Repeat these steps for all new signers to make sure that they all pass ChexSystems.

7) If each new signer passes, continue with completing their customer information and opening the account.

8) Get CD account #.

9) Then go to Account Add, Change/Certificates for Personal CD’s.
-Enter in the Cd # in the Account Number space.

-Branch # should pre fill with the correct branch.

-Bring in the primary signer in the Primary Cust Name space by clicking on the glasses with the arrow below them.

-Select the Product Type by choosing from the drop box.


-If the CD is over $100,000.00 you need to choose that option.

-Select Ownership Type by choosing from the drop box.
-If there is more than one signer on the account, move down to Secondary/Title tab and select New.

-Under Secondary, make sure the Owner Type is correct.

-Go to Name and bring in the 2nd signer by clicking on the glasses with the arrow below them.

-If you want the 2nd signer to appear directly below the primary signer in Precision than go to Secondary and then, Print Option and choose Print as the Second Name line from the drop down box otherwise choose Display on Inquiry Only.

-Make sure the Relationship box has the correct type.


-Check the Document Signer box.


-Click Save under the Secondary/Title tab.


-Repeat for each signer (all signers must show in the Precision system).

-Under the General tab type in the opening deposit amount in the Opening Deposit.

-Look at the Maturity and Renewable boxes and make sure all is consistent with the CD term.

-Under the Codes tab go down to Officer and change it so say NO OFFICER using the drop down box.

-Under the Earning Rate tab double check the Base Rate to make sure it says the correct rate for that term.

-In Earnings Schedule choose New.

-Go to Type and choose Repeats within term and repeats for each renewal term.
-Under Print make sure the Print Schedule box is checked.

-Make sure that the Term is 3 Months.

- Save under the Earnings Schedule tab. 
-Next go to the Documents tab and Preview the Account Information.


-Make sure that the names of all the signers are correct and there is a spot for each them to sign on the form.


-Make sure the address is correct and that it is NOT A P.O. BOX.


-Check CD #, SSN, and opening deposit amount that they are correct.


-And there are no Exception Errors at the top of the page.


-Once all is completed, print the prefilled print check boxes and have all signers sign the SIG card.


-Save.


-Give the customers the disclosure info and keep SIG card and boarding data.

9)
Go back to Deposit Platform/Processing and click on Export New Accounts.


-In the pop up box under Upload Status choose New from the drop down box.


-Check the correct box/boxes and hit Export.

10)
Go into Precision under Main.


-Click on Demand Deposits and choose the Interfaces folder.


-Select Import New Accounts and click on the blue arrow (submit).
