
ACH Payments 

Go to Payments & Transfer Tab 

Select ACH Payments 

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

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:  

 

 

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

 

 

 



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. 

 

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 

 

 

 

 

 

 



*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* 

 

 

 

 

 

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. 

 

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



 

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

 

 

 

 

 


