Payment Template Creation

jw- iy National Bank
gitsra of Middlebury

Good Afternoon

NOTE: A Commercial Template allows youto g
save payment information that can be accessed '

Home
in the future. AT Business Banking
1. Select the ‘Business Banking” menu and e PAYMENTS & TRANSFERS
theﬂ Se|eCt IPayments’. e E Online Activity ﬁ, Tax Payments
Settings View & manage recurring transactions Pay federal or state taxes

created in online banking

B  Business Banking
o iy
Messages =3 Positive Pay & Payments

Validate check payments & automate Send or collect ACH, wires, and other one-
check processing time or recurring payments

Digital Banking Disclosure

CoBrowse Code

Ton BUSINESS MANAGEMENT

Payments
2. Select 'Create Template’ and the desired

payment type. ‘ \1

+ Creaﬁ Temp! a:%

Templates

ACH Wire
Results  Filters:
m ACH Batch Domestic Wire
ACH Collection nternational Wire
There ar¢
Payrof
. ’ 1 /! Pre {
3. Designate a ‘'Template Name'. Template Properties
Template Name Template Access Rights

2 of 2 users selecied
Sample

4. Select an 'SEC Code'.

Origination Details

5' Se|ect a 'Subs[d[ary' SEC Code To Subsidiary Account

—Select a SEC Code— JO‘m 3'IJ=

) L Search by name or number
—Select a SEC Code—
! ! PPD - Prearranged Payment and Deposit
6. Select an offset ‘Account’. ranged Paymentand Depockt.
CCD - Cash Concentration and Disbursement
Recipients{T) Filters: Pre-Notes \,  Find recipients in collection

Questions? We're here to help.
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7. Click the link below ‘Template Access SELECT USER(S)
Rights'.
Select All | Deselect Al
8. Select the User Role(s) who should have
access to the template.

+| Sample User

NOTE: A User Role will appear as greyed out if
the feature allowing access to all templates is
enabled. This overrides the ability to remove
template access from the corresponding User
Role.

9. Click the '+Add multiple recipients’ link to
add multiple recipients to the template.

Recipients (1) Filers: LAl Pre-Notes %, Find recipients in collection

+ Add multiple recipients

_

10. Select the desired recipients and click the SELECT MULTIPLE RECIPIENT ACCOUNTS
‘Add’ button when done.

Select All | Clear A

Jane Smith v’ John Smith
Savings 587654321 Checking 123456769

Cancel m
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11. Enter a dollar amount for each linked
recipient.

NOTE: The amount may be left as $0.00 if the
amount will differ from file to file.

12. Review the information on the screen for
accuracy and then select ‘Save'.

Questions? We're here to help.

Customer Service: 877.508.8455
@ Member
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ecipient/Account

Amount

+ New Recipient

Jane smith

+ Add another recipient

lane Smn@
Savings

987654321

$0.0 John smith

1 coll

John Smith

123456789
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