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Payment Template Creation

Payment Template Creation

Select the ‘Payments’ option under the ‘Commercial Functions’ menu and press the ‘New
Template’ button.

% Search Filter by Type ~

Info & Users

1. The ‘Info & Users’ screen allows the user to name the template and to determine which
User Roles are allowed access to the template.

2. Click the ‘Next’ button at the bottom of the screen or the ‘Recipient & Amount’ step in the
workflow ribbon at the top of the page to move to the next step once complete.

NOTE: The ‘Manage Templates’ feature overrides the ability to turn off access to the
template. This is controlled in the Features section of the User Role.
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Payment Template Creation

Recipient & Amount

3.

The ‘Recipient & Amount’ screen allows the user to select which recipients are tied to the
template and designate a dollar amount for each.

Select the ACH Class Code.

To see additional recipients that are eligible for this transaction type, select the ‘Show All’
button just above the recipient listing.

Click the ‘“Next’ button at the bottom of the screen or the ‘Account’ step in the workflow ribbon
at the top of the page to move to the next step once complete.

NOTE: Only the recipients with at least one account eligible for the corresponding commercial
transaction type (ACH or Wire Transfer) will show in the list of recipients to select. The ‘New Recipient’
button is used to add a new recipient remaining within the workflow of the existing payment template.
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Recipient &
Info & Users Account

Template Name:

ACH Batch Templata

ACH Class Code

Individual (PFPD)  Company (CCD)

Show All
Account Pay MNotify Amount Addendum
¢ Don Child... 234567 ¢ %0.00 = £l &
¢ Internatio... 123456789 & %0.00 = ] &
Cancel MNext
Payment Template Creation Modified 09/22/2016 3 | Page

© 2016, Q2 Software, Inc. Confidential and Proprietary. Information within this document is subject to change.



Payment Template Creation

Account

7. Select the corresponding offset account for the commercial payment.

8. Click the ‘Next’ button at the bottom of the screen or the ‘Review & Submit’ step in the
workflow ribbon at the top of the page to move to the next step once complete.

Payments - ACH Batch

Recipient & Review &

Template Name:

ACH Batch Template

ACH Class Code
Individual (PPD) - Change

Choose "From" Account

Search

-4

Account Name = Account Type = Account Number ~ Balance ~
«  Business Value Checking Checking 42865 $51.22
Business Value Checking Checking 42867 $23.00
United Savings Savings 12345 $97237
Commercial Non-Real Estate Loan Loan 5003413557 $0.00
Cancel Next
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Review & Submit
9. Review the information on the screen for accuracy and then click ‘Save’.

NOTE: The ‘Effective Date’ field is not required to save the template. This is only required when
the template is being used to generate a payment file. In order to submit the payment upon
template creation, you must first save the template.

All requests sent after 4:00 PM, ET will be processed on the next business day.
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