ACH Payroll Transactions Guide

SANTA CRUZ B
'A COUNTY BANK Good Evening o Smith
1 Se|ect the ’Transfers & Payments' menu Home Checks & Deposits  Information Reporting ~ Access & Security ~ Additional Services ~ CoBrowse Code  Preferences  Messages  Log OFf
and then select ‘Commercial Payments’. Transfers & Payments

TRANSFERS & PAYMENTS

NOTE: The ‘Split Payments’ option is only
. . $2 Internal Transfers 2 Loan Payments
available for Payroll transactions. Trnster money from one accounc o anthe Vike r schedule paymentonyour o

~

$2 Commercial Payments 22 Recipients
Add, schedule and manage ACH and Wire Payments Add and manage ACH and Wire Recipients
2. Three options are available. Payments Hub

a. Click ‘New Payment’ and select ‘the
‘Payroll’ option to create a new payroll MAKE A PAYMENT

transaction.
New Payment

ACH Wire
ACH Batch Domestic Wire
ACH Collection International Wire
Payroll

b. Click ‘New Template’ and select the PAYMENT TEMPLATES

‘Payroll’ option to create a new payroll

template. \ Search templates

ACH Wire

ACH Batch Domestic Wire L
ACH Collection International Wire

Payroll
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3Results Filters: [f] AcHBarch  Domestic wire  Payroll
c. CIICk the 'template aCtIOnS' ICOn and Name Type Recipients Last Paid Date Las[Pald-‘\mouH[\ Actions
select ‘Edit’ to work with an existing Sompeporcl Porol 20 * [:]
Paer” template' Test Template Domestic Wire 1
Edit
Copy
Test Template 1 ACH Batch (PPD) 1
Delete
Recipients (1) Filters: Pre pay
3. Select the desired recipient’s primary
account from the drop down list of pepan st
existing recipients.

+ New Recipient
Test2

Test2
auings

$0.01 Test Reciplent

P Test Redipient (ACH 1235
Creak

Recipient/Account Amh
Enter total dollar amount of the payroll O
. $ 0.01
transaction. |

Test Recipient (ACH12345)
Checking

1234567

Click the ‘Show payment actions’ icon and ecplengAccount
select the ‘Split Payment’ option.

Amount \
Adam Smith

Show payment actions for account
$ 500.00 8
Checking 98765409 :
split Payment
-+ Add another recipient
Copy
$500.00
1 payments

Cancel I Expand Row

- Show Details

Notify Recipient
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6. Select the recipient’s secondary account

ReclplentlAccoun( Amount
from the drop-down list.
This payment is incomplete
\ Adam Smith CETED
Checking 98765409
| 2N $ 0.00 X
Adam Smith
$ 500.00
Adam Smith
Checking 45453434
NOTITY Kecipient Show Details
7. Enter the desired dollar amount to be B
Recipients (1) Filcers: All
allocated to the secondary account. Then
select ‘Draft or Approve’, depending on A MRl recpiens
user entltlement. Recipient/Account Amount
(@ This payment is valid
Adam Smith \ T
Checking 98765409
NOTE: The dollar amount allocated to the e ] | ® so00 | X
primary account will be automatically reduced .
otal: $ 500.00

in accordance with the total dollar amount of
the payroll transaction.

Notify Recipient Show Details

Addendum (optional)

+ Add another recipient

oo cancel
2 payments

=
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