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In this material, we will cover the commercial online banking features. We
will show you how you can manage your own users for your business and
assign specific rights to those users. We will cover how you can create
recipients that represent people or businesses that you either will be
crediting or debiting. In addition to creating different payment templates,
we will also show you how you can import Balanced ACH files, Unbalanced
ACH files, and CSV formatted files. Domestic and international wires, tax
payments, managing subsidiaries and also availability to access Positive
Pay are also features of the online commercial banking.
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The new features of the
Commercial Online Banking
menu give you the ability to
add and manage new users
for your own business.

Under the nPr er
menu, choose fAMan
Users. o

Managing Users

EJ Preferences

Account
Alerts
Security

U=zer

Manage Users
Uzer Rightz
Kobile
Delivery

From the drop-down box, you
will be able to choose to add
or remove users.

TT T T R TR R R AT R T T IO T T T eTT

Submit

Add a new user

| Add & new user

We are going to add a new

user by choosing this option
and clicking

—

Kirk Bliss

William Macey

Melissa Thompson
Manage Users
| Add a new user v| | Submit
Kirk Bliss kbliss@q2saftware.com
William Macey kbliss@q2software.com
Melissa Thompsan mthompson@q2software,com
New User kbliss@q2software.com
Dev User sturquette @q2software.com
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Managing Users-Adding a New User

The screen will now display
the page that allows you to
a

nd assian

add a new fAUser o
them a fALogin |1DO

fiPass w ot

Add User

User Information
First Name =

Last Name *

E-Mail *

Home Phone. *

Login Requirements

The login must meet these requirements:

» Mustbe at least 1 characters

» Cannot be more than 50 characters

# May contain any of these 'special’
characters: "~ @#§% 8] _+=0[:7;7
<=2y

Submit

Login Information
Login *
Password *

Confirm Password *

Password Requirements
The password must meet these requirements:
# Must be at least 5 characters
» Cannot be more than 15 characters
# Must contain atleast one number
# Cannot be the same as the last 2 passwords

Help

As you enter the information,
note the required fields are
notated by an asterisk

(*). Note the login ID and
password requirements on
the screen as well. Click

i Submi
Login Requirements

Add User

User Information

First Name * betty
Last Name = boop
E-Mail *

bboop @email. com

Home Phone. * |(555) 5555555

The login must meet these requirements:

® Must be atleast 1 characters

* Cannot be more than 50 characters

» May contain any of these 'spedal’
characters: "~ @#8%~&%])_+=010:%?
<=0\

Login Information

Login * bboop
Password * eaane
Confirm Password * | yemess

Password Requirements
The password must meet these requirements:
® Must be at least 5 characters
* Cannot be more than 15 characters
* Must contain at least one number
# Cannotbe the same as the last 2 passwords

@ e

M

This will return you to the

fiManage Us e eyl

anage Users

dd & new user v

Submit

Kirk Bliss
betty boop
William Macey
Melissa Thompson
New User

Dev User

kbliss@q2software.com
bboop @email.com
kbliss@q2software.com
mthompson @q2software. com
kblizs @q2software.com
sturquette @g2software.com

Now, you can manage the
Arightso of
choosing AUser
the APrefer

t hat
Ri

EJ Preferences

Account
Alertz
Security

U=zer

Manage Users
User Rights
Mobile
Delivery
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The fAUseilsdiRded ht s o
into three different categories
for more detailed capabilities.

The top portion of the page
allows you to grant the user

rights to fiManage
al | Users, 0 which
administrati ro

Al

bookkeeping related.

The next portion of the page
allows you to define rights
and limits to your user by
each transaction type.

You can also choose whether
or not your user can view
AOnline Activityo
user s, fUser, 0 me
their work initiated online, or
fiNone. O
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Managing Users-Setting User Rights

User Rights: Melissa Thompson
Modify your user, account, feature access, and recpient entitements using the form pravided below.

Jger: ety boop v

User Rights
The user has rights to:

vV e
Templ ates # ManageRighisforallUsers AccessAIITemplates ManageRecipiems
Reci pients, 0 whic

Transaction Rights

I This section allows you to define rights and limits for each type of transaction for the selected user.

Funds Transfer Al v §100,000.00
Change of Address Al e
Stop Payments Al e
Wire Transfer Al | |$10,000,000.00
International Wire 100,000,000.0

f spifprmentsf A | [ $100,000.00

a neissR=gs 0 N[l y
EFTPS All v §100,000.00
ACH Single Receipt Al v §100,000.00
Payral Al v|  |5100,000,000.0
ACH Single Payment Al o §100,000.00
=1 = [ an oy #4000 NNN AN

ACU Pallecbinen

£100,000.00

£10,000,000.00
$100,000,000.0
$100,000.00

£100,000.00

£100,000.00
£100,000.00
$100,000,000.0

£100,000.00

#4000 ANR AR




Managing Users-Setting User Rights

The bottom portion of this

page allows you to define .

access rights per account for Account Rights _

your user. This section allows you to define access rights for each account for the selected user,
WU S UeRny [ [ ] .
XONH0175 Special Chedking O O O
XXXX0258 Special Chedking [] [] []
XNNN0348 Special Checking O O O
X000370 Special Chedking [] [] []
002131 Special Checking [l [l O
000903 Special Checking (] ] (]

From here, you can allow 005850 Special Checking O O 0

your user access X00K7385 Special Chedking [ =

Deposit, o and

from your linked accounts. YXOK4TT4 Reauiar Cheding -
4 4

Submit Help

IMPORTANT NOTE:

Forausertobe able to fADraftod a transac
be given the right to AWithdrawo f
off, they will not be able to view any accounts to draft a payment from.
The limitation to insure the user is not initiating a transaction without dual
approval wi || fall under the ADr
second portion of this page.
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Now that you have

completely set up your new loginD:  |bboop
user, they will be able to log password: |eesees

in with the new login ID and
password that you issued to
them from the home page.

The user will be brought
through the steps of first-time
user upon entering that
information.

Step one asks that the user
accepts or declines the terms
provided in regards to the
online banking agreement.

Step two, asks the user to
create their profile.

Step four asks them to
change their password to one
of their choice from the one
you issued them while setting
them up as a user.
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Managing Users-User Login

Login Help
| Forgot Password?
[ First Time User?

Welcome First Time User
Before you can access your accounts onling, you must first spend some time creating your online
profile, This is a simple process that takes three short steps to complete,

Step One: Read and Accept Disclaimer

I Accept 1 Daclina

Step Two: Create Your Online Profile

Please update this online profile, as necessary, to ensure that we have accurate, up-to-date information.
This information is important to us providing you the highest level of customer service,

Profile | Browser Preferences

oOnline Profile online Profile Address & Phone Numbers
Title 55N = Street 1+ 123 Main 5t

First Name *  [petty Street 2

Middle Name City = Austin

LastName = |pggp State Texas >
Suffix Postal Code * 78759-

E-Mail = bboop@email.com Home Phaone. = (555) 555-5555 Ext.

Work Phone. = (449) 4994444 Ext.

Create Profile Help

NOTE: Fields marked with an asterisk are required. This is only your online profile and does not result in a
change of address to any account.

Step Three: Change Your Password
As a new user, you can change your online banking password using the fields below. Type in
your old password and your new password twice for confirmation

Change Password

Fassword Reguirements

Old Password * p—— ‘four password must meet these requirements:

# Must be at least 5 characters

# Cannot be more than 15
characters

MNew Password *  |sssses

Confirm Password =,
sssses

Submit Password Change Help




Managing Users-User Login

This will bring your user to

the accounts overview screen | o — |
that all users will view upon £ Accounts Account Overview You have 0 new messages
|ogg|ng in ; This page provides an o\ of your accounts by account type. Click on the Account Name to view histary for &
: Overview
- i selected account,
I Checking Accounts
Online Activity
'I:\E::I;J:rt AccountName  Updated Available Balance  Current Balance
£l Transactions YOM0ET  SpedalChecing  3/22/2006 2:03PM $136.99 §136.99 Wy
Funds Transfer W0XHG500 Spedal Chedking  8/22/2006 203 PM £18,608.17 §13,608.17 \tl
Bill Payment $18,745.16 518,745.16
Recurring
Savings Accounts
Commercial to-
2 ACCO';JHt AccountName  Updated Current Balance _, 'earto date
Recipints Number interest amount
Sigle Payment 00009393 Commergal B/22/2006 2:03PM §13,079.44 §34.44 \'t]
Single Receipt $13,01944 s
Your user can now process T ‘ ‘
. Faymente Time Deposit Accounts
the transactions that you
: : Colkctions Actount - cunk liame Updated Current Balance Vear-to-date
have given him access to by ‘ Number interest amount
managing their rights under WA 0182 EducztonCD §/22/2006 2:08°M §111,350.62 SEN AN
~ N International Wi .
the APreferenceso :ET "J”Et * WOTE A 8/22/2006 208 P 266127 500 Wy
ax Paymen
Posiive Pay §114,621.89 $1,943.77
Credit Card Accounts

IMPORTANT NOTE:

Your users that you set up as an administrator will only be able to access and
view those transactions, accounts, templates and recipients that you grant them

while you are setting them up und AP
these at any time, you may do so by changing the rights granted under this
menu item.
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Now we are going to
concentrate on how you will
be able to execute your
bookkeeping transactions
through the new online
banking solution.

Like your user you set up,
once you have logged in you
will be brought to the

iAccounts Overvie

All of your

templates/transactions will be -

accessed under the

fiCommerci al 0 menu
can see from the
Overviewo screen.
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Commercial Menu -Access to Templates

B Accounts Account Overview You have 0 new messages
= “This page provides an overview of your accounts by account type. Click on the Account Name to view history for a
Ovenview selected account,
iy Checking Accounts
Online: Activity Account
Account Name ~ Updated Available Balance  Current Balance
Number
g Transactions WON0B70  Specal Cheddng  8/22/2008 203 PM §136.90 §136.99 Wy
Funds Transfer N800 Spedal Cheding  8/22/2006 2.0 PM §18,608.17 $18,608.17 \';J
il Payment 518,745.16 $18,745.16
Recurring
Savings Accounts
Commercial -to-
a Acm";"t Account Name ~ Updated Current Balance Year-to-date
Reciients Number interest amount
) #0009393  Commerda| 8/22/2006 208 PM §13,079.44 §4.44 \FJ
Single Payment =
Single Receipt $13,079.44 $34.44
Payroll
Payments Time Deposit Accounts
Collctions Account AccountName  Updated CurrentBalance __ {earto-date
} Number interest amount
AT WO1%82  Education €D §/22/2006 208 PM $111,950.62 513,77 Wy
TETERENE W7D WA 8/22/2006 208PM §2,66127 §45.00 Yy
R 114,621.89 1,843.77
Positve Pay $114621 $1,943.

Credit Card Accounts

EJ Commercial

Recipientz

Single Payment
Single Receipt
Payroll

Paymentz
Collections

Wire Transfer
International VWire
Tax Payment
Positive Pay




Managing Recipients

Under the ACommerci al 0o
menu, you will be able to
manage your

iReci pi entpersbn ar e
either receiving a debit or

fiReci pients. 0

any

credit as the result of a
commercial transaction from
your online banking. For
instance, an employee who
gets their payroll, must first
be set up as a fRecipient.0

In order to set up, edit, or ‘

remove fiRecipient
choose fARecipient
under the ACommer

menu. This will bring up the
iManage Recipient

Manage Recipients

This page lists recipients that you have created, Double-dick on a redpient to review redpient details
and associated payment relationships, To manage recipients, choose an action from the drop-down
box, select a redpient if editing or deleting, and press ‘Submit’,

Add & new recipient %/ | Submit

Krystal Falls Krystals mthompsoni@q2software. com
Mercury Testing Tools HP lwbaustin@yahoo,com
Payless Shoe Source Payless mthompsoni@q2software. com
Target Target mthompson@q2software. com
Walmart Wally World mthompsoni@gq2software. com

You can choose your action
here from the drop-down box.
We are going to choose to

AAdd a new Recipi

Edit the selected recipient

Submit

Add a new redpient

Remove the selected redpient

Krystal Falls Krystals
Mercury Testing Tools HP
Payless Shoe Source Payless
Target Target

wilslrmort A e Al

© 2008 All rights reserved
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The next page that is
presented is the
Recipientodo page.

There is also an additional

option that allows you to
create an fAlntern
Reci pient. 0o

You can choose to pay an
filndividual 0 or t
ACompany. 0O

Notice the change in fields
upon choosing an

il nternati on e

You can also opt to send e-
mail notifications to your
recipient when a payment or
collection has been

Adding a New Recipient

iAdd Ne w

Add New Recipient

Complete and submit this form to create & new recpient, The ‘Manage Payments' section below allows you to
create different payment templates for this recipient.

Recipient Information Manage Payments
Enter information for this recipient. This section lists the payments for this recipient. To manage

. payments, choose an action from the drop-down list, select a
Name l:l payment (if editing or deleting), and press 'Submit’,

vl [ Submit

Display Name * ‘ | | Add a new payment

|:| International Recipient

@ Individual

Payment Type *
O Company

State
Postal Code l:l

[ send E-Mail Notifications

Submit Redpient

Note: Fields marked with & *are required felds th

nust be provided.,

Add New Recipient

Complete and submit this form to create a new recipient, The 'Manage Payments' section below allows you to
create different payment templates for this recipient,

Recipient Information Manage Payments

Enter information for this recipient. This section lists the payments for this recipient, To manage

. payments, choose an action from the drop-down list, selecta
Name payment (if editing or deleting), and press ‘Submit'

Display Name * |Doe, John | |Addanewpayment v|[ Subrit

International Recipient

Address 1 I:I
Address 2 l:l
Address 3 l:l
£ [ ]

processed (the date that the _@

payment has been authorized to
leave the account, not the date that it
wi |1 hit the recipien

© 2008 All rights reserved

Submit Recipient ][ Help ]
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In addition to adding the new
recipient, you can also add a
new payment for this
recipient from this screen as
well.

Under the
Paymentsodo you
add, edit, or remove a
selected payment. We are
going to AAdd a
payment . 0

Under t he
field, you will be able to

choose from a variety of
transactions.

In the next few screen shots,
we will look at all of the
different options and note the
similarity of all of the
templates.

We willchoosean A ACH
Single PayMant o
will use this option when

making a one-time payment

to a recipient (i.e. a non-
recurring service.)

© 2008 All rights reserved

iManage

n

iPayment

f

Adding a New Payment to Recipient

Add New Recipient

Complete and submit this form to create a new aagqts' section below allows you to

create different payment templates for this recipis

Manage Payments

This section lists the payments for this recipient. N manage
X, selecta

payment (if editing or deleting), and press 'Submit',

Recipient Information
Enter information for this recipient.

Mame *

Display Name * Submit

Dinternational

Street 1 789 Easy St.

Street 2

|

Postal Code 78759

E-Mail jdoe @email. com

=

Typeo

Add New Payment for Recipient John Doe
Complete and submit this form to setup a payment template for this redpient.

User Template Access
Select other users that can access this payment
template.

nformation

Pay
ct the payment type and enter the payment
‘amount,

ACH Single Payment

Payment Type

Amount

ACH Single Receipt
Memo/Addendum  |Payrol

ACH Payments
|:ACH Collections

Wire Transfer

Dluser, New

for thiz payn®
Existing Batch

New Batch |:|

® single Payment l:l

Recipient Account Information

Enter the redpient account information in the fields
provided below.

O Use Existing Account @ Enter New Account

Account Type * Checking v
Routing Number * I:l

12



Choosing the
Payment o opti
to make a one-time payment
to a recipient.

You can also choose to give
access to other users from
this page.

The nAMemo/ Add
will be shown on the ACH file
in NACHA format.

Adding ACH Single Paymentto Recipient

AACH Singl e
on

all ows you

Add New Payment for Recipient John Doe
Complete and submit this form to setup a payment template for

ser Template Access

Select the payment type ar Select other users that can access this payike
amount, template,
Payment Type ACH Single Payment
Amount 520.00
endu Memo/Addendum
Chair Rentzl Cser, New
Payment Template

Select an existing template or create & new template
for this payment.

Existing Batch
New Batch

Select All | | Clear Al

® Single Payment |Chair Rental

Under APayment Templ ate, 0
you will notice the option to
use an AExisting Batecha and
ANew Batcho are n ayment Template
. ~ Select an existing template or ceate a new template
avail abl e. For n for this payment,
Pa y rn_e nt, o the tem Existing Batch
automatically defaults to S

1Single P o

You can
Exi sting Acco
AENt er New Ac

will give you flexibility in
making a payment to a
recipientos a

© 2008 All rights reserved

Select All | | Clear Al

@Single Payment |Chair Rental

Recipient Account Information

Enter the recipient account information in the fields
provided below,

O Use Existing Account @ Enter New Account
cho

To Account * 321654987

unt o

coun Checking v

Account Type *

Routing Number * | iBGIIIER

ccou

NOTE: All required fields are notated with an asterisk (*).

13




Adding an ACH Receipt to a Recipient

No w, | ok dt thessanheo

type of payment from a

different perspective. You Add New Payment for Recipient John Doe
can choose to rec ei\; ea Complete and submit this form to setup a payment template for this recipient.

single payment from a Palym;nt Information ) . Us;erT;mplate::cess .
H : Select the payment type and enter the payment Select other users that can access this payment
r.e crp l. e\n t b y choo amount, template.
Single Receiptd und . .
& . N Type | ACH Single Receipt vl
ACommercial o
Amount 520,00 |
Memo fAddendum
|Chair Rental | DCluser, New
Payment Template

Select an existing template or create a new template
for this payment.

An A ACH RE&ceiptig | ies a Existing Batch
one-time debitt o a r eci pi
account.

New Batch | |

wﬁl | Select Al Clear Al
T
Payor Account Information

Enter the payor account information in the
provided below,

O Use Existing Account @' Enter New Account

From Account ® | 321654987 |

This page requires you to fill ) . :
out all of the fields that are pecauntType * | Checking ¥

marked with an asterisk. Routing Number *

Submit

N

This information is
that the payment is coming from.

—
IMPORTANT NOTE: Enter Payment Frequency 2
U n d er b 0 t h ﬁ A C H S Choose the frequency that wou wish ba associate with this payment. If you choose ko draft a
- ) recurring payment, you will be required to fill in the appropriate fields below.,
an d n A C H . S In g | € . R q & one-Time ORecurring
to create a recurring transaction Is
located in an expandable section at
(]
the bottom of each screen.
[ ]
Continue Help
MNOTE: Fields marked with an asterisk are reguired. If no redpient is selected from the drop-down, recipient
information may be entered manually, but will not be saved for later reuse.
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The next payment template

that we are going to look at is
APayroll . o Thi s
allows you to create a payroll

for your employees.

Note that you can use an
existing payroll batch, or
create a new one.

The AReci
I nformat.i
allows you to enter

ADepartment o
| DO i nfor matl

pient
ono i s

eand
on

Em

(0]

f

Adding a Payroll to a Recipient

templ at e

Payment Information

Select the payment type and enter the payment
amount,

User Template Access

Select other users that can access this payment
template.

Payment Type | Payral V|
Total Amount  |$300.00 |
Memo/Addendum

Fayroll 15th |
Payment Template

Select an existing template or create a new template
for this payment.

@' Existing Batch | payless employees v|

O New Batch | |

Single Payment | |

Primary Account Information

Enter the redpient primary account information ipfthe
i i

records.

The unique capability of this
template allows you to split
the payment of your
employees to up to three
different accounts.

© 2008 All rights reserved

O Use Existing Account @ Enter New Accoun
7
Account Type * | Checking

Routing Mumber * 114000093

Split A Information
Enter the amount and account information for the first
payroll splitin the fields provided below.

Enable Spit A |$100.00 |

To Account *

O Use Existing Account @ Enter New Account

Account Number *

Account Type * | Checking

Routing Mumber *  |114000093

D User, New

Recipient Employee Information

Enter the recpient employee information in the fields
provided below,

Department  |Corporate Fadiities

Split B Information

Enter the amount and account information for the
second payroll split in the fields provided below,

[l Ensble ol |$100.00 |

O Use Existing Account @ Enter New Account

Account Number *

| Checking

Fouting Mumber * |114000093

Account Type *

15




The
batch of ACH payments to
several recipient
and one withdrawal from your
account.

To add a recipient to an
AACH Payment s
you will choose this option in
the drop-down box.

0 te

Here you can choose to use
an AExisting
a fiNew Batch.

Bat c

o

All required fields will be
marked by an asterisk.

© 2008 All rights reserved

AACH Paymentso i

—menm.pe

Adding ACH Payments to

S a

s® account s

a Recipient

Complete and submit this form to setup a payment tem

Payment Information

Select the payment type and enter the payment
amount,

Add New Payment for Recipient John Doe

plate for this recipient.

User Template Access

Select other users that can access this payment
template.

| ACH Payments

Amount 1$300.00

Memo/Addendum

Monthly Service Check

| D User, New

Payment Template

Select an existing template or create & new template
for this payment.

(®) Existing Batch | batch v

O New Batch |

Single Payment | |

Select All

Recipient Account Information

Enter the redpient account information in the figlds
provided below,

Ouse Existing Account ® Enter New Account
77777777 |

To Account *

Account Type * | Chedking

Routing Mumber * | 114000093

16




The AACH Coll ecti
template allows you to make

several debits against
recipientsdéd accou
deposit into yours.

Here you can choose and

AExi sting Batcho
iNew Ba

The fAPayo Accoun
I nformationo is t

account that will be debited.

© 2008 All rights reserved

Adding ACH Collections to a Recipient

onso

nit o and

a_n o

Add New Payment for Recipient John Doe

Payment Information

Select the payment type and enter the payment
amount.

Complete and submit this form to setup a payment template for this recpient,

User Template Access

Select other users that can access this payment
template,

Payment Type | ACH Collections

Amount 1300.00 |

Memo /Addendum
|Monﬂ1ly Service Check |

Payment Template

Select an existing template or reate a new template
for this payment.

® Existing Batch | collection batch v|

O New Batch | |

Single Payment | |

Payor Account Information

nter the payor account information in the fields
provided below.

O |Jse Existing Account @ Enter New Account

From Account * (77777777 |

Account Type * | Checking

Routing Mumber * 114000033

D User, New

Select All | | Clear Al

17




After completing the

information on the template

of your choice, you will hit the
ASubmito button a
of the screen. The page you

will be presented with will be

the AEdit Recipie
shown here.

Here you will be able to view
all of the payment templates
that have been attached to /

the recipient.

Submitting a Template to Process

Edit Recipient - John Doe
Complete and submit this form to create & new redpient. The 'Manage Payments' section below allows you to
create different payment templates for this redpient.

Recipient Information

Enter information for this recipient.

Manage Payments

This section lists the payments for this recipient. To manage
payments, choose an action from the drop-down list, select &

MName * payment (if editing or deleting), and press 'Submit',

Display Name *  |Doe, John w| [ submit ]
\
ACH Collections callection batch w
Payment Type *

783 Easy St

I

Street 2

State

78759-
jdoe @email.com

Send E-Mail Notifications

Postal Code

E-Mail

[ Submit Redipient ] [ Help ]

To submit a transaction to be
processed, you will choose
the desired payment under

me rff'.ui?ctiuns

EJ Commercial

Recipientz
Single Payment
Single Receipt
Payroll
Payments

Wire Transfer
International Wire
Tax Payment
Positive Pay

D

the ACommercial O
For this example we will
choose an AACH Co

batch. You will choose the
desired batch from the drop-
down box.

Multiple ACH Receipts

This page allows you to quickly and easily make multiple ACH Receipts (debits) to an existing template in the
system,

select or Import Batch
Select an existing batch collection template from

Payment Information
Enter the payment information for this collection

the drop-down list or browse to import a NACHA- request,
formatted collections file.
Pay To Q2 Qualty v
o clecton et Y rosccants [ooa774: s:0381 W)
Import
e | H Bowse.. | Effectve Date * /202008 7
ACH Format PED o
Enter Payment Frequency M
O Doe, John |53DD.DD | |M0nﬁ1ly Service C| 77 Checking 1140
] Payless Shoe Source |524.SD | |mem0 addendum| 123456788 Checking 123
[0 [ Target |515.UU | |memo addemdum| 23327 Chedking 777

© 2008 All rights reserved
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You can also expand the
area below to make this a

Submitting a Template to

Process

recurring transaction. Tnier PoymentFrequency C 2
Choose the frequency that you wish ko associate with this payment. If vou choose ko draft a
recurring payment, you will be required to fill in the appropriate fields below,
OOne-Time @Recurring
Frequency: Manithly Payment v (@ Tnitiate the payment every month
Recur By: Diays of the Wesk v O Initiate the payment every monkhis)
anthe [J1st [Dend Clard Clath Cleast Start Date:  [3]13j200 3
Monday | of the month &) Mo end date
YOlfl r_nUSt Choose the . CEnd after: payments
recipients that you would like Oendons =
to be affected by this
transaction, or you can
chooseii Sel ect H [0 Doe, John $2.00 Monthly Service C| 77 Checking 1140
bottom of the screen. [] Payless Shoe Source $24.50 memo addendum | 123456789 Chedking 123
[ Target £15.00 memo addemdum | 222222222 Checking 77T
You can also choose to notify '
the recipients on by e-mail on
the date this transaction is
processed.
Click on AContinulf :
forward with the processing
of this transaction. ‘ select All Clear All Continue Help
NOTE: Fields marked with an asterisk are required.

Multiple ACH Receipts

IMPORTANT NOTE:

This page allows you to quickly and easily make multiple ACH Receipts {debits) to an existing template in the

TheAEf fective Date system,
the transaction w Select or Import Batch Payment Information
account. There must be at least a Select an existing batch collection template from Enter the payment information for this collection
two day window for all ACH the drop-down list or browse to impart a NACHA- request,
transactions to be processed for the [~ formatted callections file. Pay To Q2 Quality 3
AEffective Dateo Batch | cllaction B =
I t
mpor Effective Date ® | 9/30/2008
ACH Format
19
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Submitting a Template to Process

The next page that you will
be presented with is the

AiSubmit Transact.i
This will give you details of

your transaction. -

You will be able to view all of

the details of the transaction ‘
that you are submitting to be
processed.

ono

page.

In order for this transaction to
be approved and sent for
processing you must choose
AApproveodo at t
the screen. Choosingfi Dr a
will leave the transaction in a

o

pending state until you come O
p—m i

back and AA 0

it f o

he [pbottom of
ft

r

processing. To cancel the
transaction completely, you
can choose fiCancel

© 2008 All rights reserved

TERMS REVIEW:

Approve = transactions sent to the financial institution
and are scheduled to process
Draft = transactions submitted but not authorized for

processing

Cancel = if the transaction has not been processed this
is a request to cancel it
Help = online Help descriptions, definitions etc.
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