
Recurring ACH Batch or CollecƟon from Template  
Same Day ACH CutoƯ Time: 2:00 pm Next Day ACH CutoƯ Time: 4:00 pm 

Recurring Transactions that fall on Non-Processing Days: 
 ACH Batches (Payments) will process the Business Day prior to the weekend or 

Holiday. ACH Batch is set to recur on the 1st of every month, if the first falls on 
Saturday, the batch will be sent on Friday. 

 ACH Collections will process the Business Day after the weekend or Holiday. 
Example: ACH Collection is set to recur on the 1st of every month, if the first falls on 
Saturday, the collection will be processed on Monday.  

1. Login to Digital Banking 
2. Click on Treasury Management 

 
3. Click on Payments 

 

4. Click the to the right of the Template you are collecting from.  
5. Click Pay or Collect 

 
6. Choose EƯective Date 
7. Click Set Schedule 

 
 
 
 
 



8. Choose the Recurring Schedule you would like to set 
9. Choose when the transaction should stop 
10. Click Set Recurring Transaction 

 
11. Review the account and amount for the payment or collection 
12. Click Approve 

 
13. Follow prompts for Secure Access Code 


