Business Banking: How to Manage ACH Recipients

Follow these instructions to learn how to make and collect business account payments.
When creating a template for a payment, please set up your recipients first.

Log in to Online Banking and
click Manage ACH.

Under Manage ACH, click
Recipients on the left-hand
side

Click Add a New Recipient in
the upper right-hand side.

In the “New Recipient” window
enter:

» Recipient Name

e Account Number

e Confirm account number

e Account type

e Routing Number

* ID Number (if applicable)

» Category (if applicable)

» Email Address (optional)
Click Save.

(Vterra N\

Q What are you looking for?

@ ousnoonrs Viekome ABC COMPANT.NG. Lot i s 151155 S

Cash Accounts ~ s10450
ABC Company Mastercard ‘533 Quick Links
© sccompanyCheeking 54352 Te— Schedute Appointment
kDL $62.50
e Weaith Management Login

© asc company BMMa $6.07
Statement Balance 510000 Aoply for Business Loan

5001 Payment Due 0ct 14, 2020
n Minirmum Due 5000

ABC Company Checking
T County Taxes
Make a Payment
e Bank, -$0.01 Indiana Dept. of Revenue
ABC Compan

Open an Account

e ABC Company Savings 8531 Federal Tax Payments (EFTPS)
Loans & Credit A $62.50

(5) ABC Company Masterc.. 36250
“so01

Vv v v v v v

ABC School A 5213 foratomn

(Mterra

Q What are you looking for?

© Creste or Uplosd s Tempiste

Manage ACH
@ Templates @ Limits § Cut-of Times

@ Templates

Approvals Q sensch tempiats by NamehD) v

© scheduted
(=)

O ——
© Addyourfirst template

Manage ACH
@ Recipients © Adds New Rcipient
e L]

@ Terplstes @ New Recipient

Q rowoms
@ sorosies o
@ tioy -
© recivents
o e e
7 o

(Dterra



