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Login to Digital Banking
2. Click on Treasury Management

Home  Transfers & Payments Services  Settings Messag? Log Out
3. Clickon Payments
$ Payments <«

Send or collect wire, ACH, and other one-time or
recurring payments.

4. Click on New Payment
5. Click on ACH Batch for payment or ACH Collection to collect

ACH

‘ ACHBach 4
ACH Collection 4/

ACH Batch or Collection from Recipient Library
" Same Day ACH Cutoff Time: 2:00 pm Next Day ACH Cutoff Time: 4:00 pm

6. Selecta SEC Code (CCD for paying Businesses and PPD for paying Individuals)

SEC Code

PPD - Prearranged Payment and Deposit v l

----Select a SEC Code----
PPD - Prearranged Payment and Deposit
CCD - Cash Concentration and Disbursement
7. Enter an Entry Description

Company Entry Description

TestAcH 4=

8. Choose a Subsidiary

From Subsidiary

A |Search by name

JaneDoe  g=—""

#44++6780

JohnDOE  gm—"

*rkksg369

9. Choose account to Pay From/Pay To

Pay From/Pay To

A Search by name or number

Personal Savings /
0022
SmallBusiness ="
ots

: <«

Test Nickname
0136

Green Checking /

$3.00

$203

$3350

10. Click on the Search by name or account box

11. Begin typing the recipient you wish to choose. Click on the recipient name to add them to your

payment or collection.

12. To add additional Recipients, Click +Add another recipient.
(Repeat Steps 11 and 12 until all recipients you wish to add are listed.)

+ Add another recipient

ACH Batch or Collection trom Recipient Library
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13. If the recipient(s) you want to add are not in your Recipient Library, Click +New Recipient
(If your recipients are already in your Recipient Library, skip to Step 14.)

, Search by name or account. N ‘
s
+ New Recipient <« l
a. Enterthe Individual or Business Name
Display Name *
sally Doe &

b. If youwant an email notification to be sent when you pay vendor, enter an Email Address and
the Send email notifications box

Email Address *

- / ®end ‘emall notifications for template payments
Choose the Account Type for the Payee

Enter the Routing Number
Click the

Payment Type

c
d. Enterthe Account Number
e
f.

ACH Only v

Financial Institution (FI) Refined Search  ACH Routing Number *

X Search by name or routing # 082907008

= )
g. Enterthe Business Name
h. Click Save Recipient
Recipient Details A
ACH Name * ACHID
Country Address 1 Address 2
United States v
City State 2P
Select State
e —
Cancel Save Recipient ’

i. Repeat Steps 13a-13h to add additional recipients.
14. Enter the amounts to be paid or collected to the right of each Recipient

D

[¥) Notify Recipient Show Details

) This payment s valid.

Johnny Tester

123456987

15. Click Approve

(If you click Draft, you or another user with access will need to go to the Online Activity page to Approve the ACH batch for it to
process.)

Total Amount: $0.00 To 66 recipients

Back Draft ‘ Approve ’

16. Follow Prompts for Secure Access Code

ACH Batch or Collection from Recipient Library
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