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START A NEW PAYMENT
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On the left menu, select Pay & Transfer.

Select ACH/Wire to initiate an ACH Payment.
Select New Payment.

Choose Payment Type from the drop down menu.

USER GUIDE: SUBMITTING AN ACH — MANUAL ENTRY
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Click “New Payment” to submit a one-time payment or upload a file. Click “Create Template” to create a template for recurring payments.

[ New Payment ]

ORIGINATION INFORMATION

5. Select SEC Code as either CCD or PPD.

6. The Company Entry Description is used to enter the
transaction description/purpose. If left blank, it will
default to the Payment type chosen (ACH
Payment/ACH Collection).

7. Company Name will auto-populate; however, it can
be changed using the search function.

8. Select the Account from the drop-down menu.

9. Click the Calendar icon to select the effective date
for the ACH.

10. The ability to set up a recurring payment will appear

once an effective date is selected. Click Set Schedule
and select the appropriate box.
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Recipient Management
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Welcome back,

Wire + Create Template

Domestic Wire

International Wire

ACH Payments change Type

Origination Details
SEC Code JS)

Company Entry Description ﬂ

Upload From File

Company Name

PPD - Prearranged Payment and Deposi

ABC Compan

FS Testing Treasury Prefund

Account n

Effective Date

COMMERCIAL AA CHKG

XX $0.28

i) Set schedule || How often snould tis transaction repeat?
B

= .

Semi-annually vearly

When should this transaction stwop?

[
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Independent Financial is a trademark of Independent Bank, Member FDIC.
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RECIPIENT INFORMATION
Recipients (1) Filters: A Find recipients in payment

Note: A recipient must be created under manage
recipients in order to proceed. Please see Adding
arecipient in order to add a recipient.

t+ Add multiple recipients

Recipient/Account Amount

11. §efarch I:;y name or account to enter recipient © This payment s vl :

information. :
12. Enter the Amount. i R $1.00
13. Notify Recipient to send an email confirmation

.. Notify Recipi i

to the recipient. Sl show Detalls
14. Enter any Addendum information (optional). Addendum
15. Click on Add another recipient to enter additional

recipients as needed.
16. Click Draft to submit the transaction for approval.
e Note: Click Approve if you do not require

dual approval.
17. A Transaction Drafted pop-up will appear on screen

© 51.00
e (17.1) Click Close to finish the process. payments cance
e (17.2) Click View in Activity Center to go to
the Activity Center, where the transaction

+ Add another recipient |

is stored. %
8/10/2020 Drafted gofq  ACH Payments - Tracking ID: TM Parent Sweep XXXXHX sumﬂ
Transaction Drafted
Tracking ID: Total Amount: $0.01 Toggle Decalls
Transaction requires 1 approvalis)
Created: (8/10/2020 8:50 AM Total Payments: 1 Approve

Transaction 1D Created By: Company Entry ABC Compan
Cancel

Description:
Total Amount:  $0.01 WIll process On: 08/10/2020
17 1 17 2 From ACCount: Thi Parent Sweep X | .
. . Effective: 08/11/2020 Inquire
SEC Code: PPD
Copy
,ﬁ View in Activity Center ACH Header: Independent Bank

Print Details

|
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