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Select free form back and the type of transaction that you want to send.

Select Template Free-Form Batch

Select existing ACH Batch template.

ACH Company |Genesis Bank v
Je] Debit Credit | Credit Only v
Batch Type | v|

Business

Business (CCD)

Extended Addenda (CTX)
Individual

Individual (PPD)

Payroll (PPD)

From here you want to make sure you change the date to today’s date. The system will
default to next-day processing. You will also need a short description of the
transaction.



Please Note:

-

' The Same Day ACH processing deadline of 1:00 PM PDT
.

You will click create new payee to add the payment company.

Create Batch
Current Progress 1 Select Request 3 Review 4 Complete
ACH Batch Details
Payment Date |o4/01/202 &M Company Discretionary Data l:l
ACH Company Genesis Bank * Company Entry Desaription
Batch Type Business (CCD) - Credit Only o Notify Me Pending Actions: Notiy via EMATL
#* Offset Account — - — 0 {UsD) = System Events: Notify via EMAIL
| Q [apr w2025 | © | Complete - Unsuccessful: Motify via EMAIL
Memo Complete - Successhul: Notify via EMAIL
SaveazsTemplate Su Mo Tu We Th Fr Sa Early Action Taken: Notify via EMAIL
Early Action Removed: Motify via EMAIL
Totzl Cradits 2 3 4 00 (0) Expirad: Notify via EMAIL
Page Credits 3 0w 1 00 (0) Exdude $0.00/empty items O
14 15 16 17 18 during batch submission
11 2 1B M N
3 23 2
Payees —————— Dane
Paye Account * Amount Addenda Remittance + [ -
x | /O| None Selected | | | | L) Remittance
X | /Ol None Selecked W | | | | ) Remittance
X | /O| None Selected W | | | | [ Remittancs
X | /O| None Selected W | | | | [ Remittance
x [ L] [Nonesdetedw] | | | | O Remittance
» | ,O| None Selected v | | | | L) Remittance
x [ D] [Noneselectedw] | | | | [ Remittance
X [ D] [Hone selected v [ | ] O Remittance
x | ,O| None Selected W | | | | O Remittance
» | ,0| Nene Selected v | | | | [ Remittance
) Add Payees ) Create New Payss
& Request Batch £ Cancel




Enter the payee name and ID. The ID is for your information and how the system recognizes
the payment. You will then click add account to add the payee information.

Payee

Save entry as Payee record?
Entry will be saved permanently as a payes record to be usad in other payment templates

Payee Information

* Payes Namea |Test Pay | Display Mame | |
* Payee ID [Test Payl ] Address 1 | |
* Payee Type Address 2 | |
Address 3 | |
Mote: P.O. Bawes are not valid For
Wires and RT Paymesis

Email Address | |

Payee Accounts

Account Information Bank Information Authorized For Debit Account Type Dafault Account

N accounts defined for payee

) Add Account

Add the account number and bank information. You can use the bank lookup to verify the
bank routing number. (See note below for Bank Lookup) Once completed hit save. (Bank ID
= Receiving Bank Routing #) > SAVE ACCOUNT

Add Payee Account x

Account Information

* Accounk Name [Test pay
* Beneficiary ID Type [ Account Number v

* Account Number (17345

ACH Information

Bank Lookup

*BankID 123455789

Bank Name (Tost Bank] )

Account Type

Prencte ng prencte () Add Prenote

" Save Account . Cancel




*When using Bank Look up, Type in Bank Name and Search. Multiple Bank names and
routing numbers may appear. Be sure to use option with green Icon for ACH*

Bank Lookup 1

Search Details

Bank Mame ||,I.IE|_|5 FARGD | Ciky | |

Bank ID | | State Abbrevistion | |

Bank Referance Type Fed ABA

Search
Bank ID Bank Name City State Abbreviation
E] 23 .. 14 MNext Goto pagel:l Showing 1 - 10 of 134 Items to display: 10
| 011100106 WELLS FARGO BANK MINNEAPOLIS MN = o View o Select
021101108 WELLS FARGO BANK ML MN = o View o Select
021200025 WELLS FARGO BANK MINNEAPOLIS MN =1 4 View o Select

If you will be sending this payment frequently you can save the payee by checking the box
at the top. This will save the data for future use.

Click save.

Current Progress 1 Select Request 3 Review 4 Complete

ACH Batch Details
Payment Datz (p4/01/2025 &) Company Discretionary Data l:l
ACH Company Genesis Bank * Company Entry Description

Batch Type Business (CCD) - Credit Only ! Notify Me Pending Actions: Mobfy via EMAIL
« Notify Me

* Offset Account #3456 - Checking {Basic Checking) - 50,00 {USD) System Events: Nodify via EMAIL
Complate - Unsuccessful: Notify via EMAIL
Mema Complete - Successful: Notify via EMAIL
Save as Template [ Early Action Taken: Motify via EMAIL
Early Action Remaved: Motify via EMAIL
Total Credits $1.00 (1) Total Debits $0.00 (D) Expired: Notify via EMAIL
Page Credits $1.00 (1) Fage Dehits $0.00 (0) Excluds $0.00/=mpty itsms [

during batch submission

Enter the account number from the drop down and amount of payment. Once completed
hit request batch.



Payees

Payee Account * Amount  Addenda Remittance + / -
X [Test Pay 2| [Fmszpom v | 1og | | O Remittance
A | 2 | | | O Remitance
X | D) [msesv] | | | O amtane
X | 2 | | | | O remitance
A | =] | || | O Remitance
< | O] [Honeseasdv] | | | | O Remittance
A | =] | || | O Remtance
x | D) [emssv] | | | O amitane
X | =] | | | | 1 Remitance
X | =] | | | O Remitance
Q AddPayees () Create New Payss
o RequestBatch 3 Cance

The last step is to confirm the batch on the next screen and that will submit the batch for
same day payment.



