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CREATING SINGLE PAYMENTS

Home Payments Reporting Help
Headgquartery
Payments Center Online Reporting Center Help and Support
[ ]| | =]
l Upload Files I | Review Retums ] [ Oniine Scpport ]
I Payment Approval I | Research Transactions l I Chat Monitor ]

» From the home page or the top menu bar you can navigate to the
CREATE PAYMENTS feature

Home Payments Reporting Help

= ———————————— . "o —————————————————__——]
Headquanats » Create Paymants

Payment Center

Company: YOUR COMPANY NAME HERE - CUTOFF TIME (in EST) -

ACH

Single Payments |
Recurning Payments ‘
éalch Payments (0) ‘

Edit Recumng Payments ‘

» Select your company name from the drop down list
» Select "Single Payments"
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Headquarters » Create Payments » Single Payments

Create Single Payment

Company Name: YOUR COMPANY NAME HERE Company ID: YOUR COMPANY/NACHA ID

Payment Information

Payment Type: --selectavalue—- ~ * Transaction Type: -—selectavalue— « *

Account Type: | —select a value— - *

Individual Name: ® Individual ID: .
Routing #: " Account #: =
Description: *
Amount: b Note:

Effective Date: 184/00/ Y™

» Input pertinent data to create the transaction - required fields are indicated with
an asterick
-Individual ID can be any combination of numbers/letters up to 15 characters
in length of your choosing, to help you further identify the transaction
- Description will appear on receiver's bank statement and can be no longer
than 10 characters
- Notes are only for your benefit and will not show up on any statement

Company Name: YOUR COMPANY MAMZ E2R2  Company ID: TOUR COMPANT/NACHA ID

Payment Information
Payment Type: PPD - Transaction Type: Credt -
Account Type: Checlong -"
Individual Name: Kara Thrace o Individual ID:  Starbuck 2
Routing #: 061000104 . Account®: 11111 .
Description: PAYROLL *
Amount: 50000 " Note:

Effective Date: MUDO/ T

Add Acdenda Info
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» Select the Effective Entry Date - this is the date which you want the transaction to hit the
receiver's account

» Select SAVE

Payment Information

Payment Type: PPD Single Payment

Account Type: Checking Waming: The dady kmit was exceeded.

- The value you entered, $500.00, s over the
Individual Name: Kara Thrace transaction ket of $10.00 (PPD).
Routing #: 061000104 Do you wish to save this transaction?
Description; PAYﬁ?LL Yos NG
Amount: 50000
Effective Date; o4
Add Addenda Info
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» If there are any over limit issues or error,immediate notification will pop up before you
can continue with the process

» If you select yes, please alert approval personnel

Payment Information

Payment Type: —select a value-| Single Payment
Account Type: --seloct a value-
Individual Name: 1

Routing#: Payment added successtully.
Description:
Amount |
Effective Date: = OK

Add Addenda Info

» A dialogue box will pop up to let you know the payment was added successfully
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