
Treasury Management Guide

ACH Payments



To send an ACH, use the 
Commercial Payments menu, then 
the Payments link.

For assistance call us at 888-658-7327 or contact your Account Officer or Treasury Consultant 



Select New Payment 

For assistance call us at 888-658-7327 or contact your Account Officer or Treasury Consultant 

To send a one-off payment, select 
New Payment and the payment 
types you have access to will be 
shown.



Choose the correct SEC code.

First you must choose the correct 
SEC code.

For assistance call us at 888-658-7327 or contact your Account Officer or Treasury Consultant 



Subsidiaries can be setup 

For assistance call us at 888-658-7327 or contact your Account Officer or Treasury Consultant 

Subsidiaries can be setup to allow 
you to change the originating 
company for the payment.

You don’t have to select a 
Subsidiary.



Select the account you want the payment to come from.

Select the account you want the 
payment to come from.

For assistance call us at 888-658-7327 or contact your Account Officer or Treasury Consultant 



Select the Effective Date

For assistance call us at 888-658-7327 or contact your Account Officer or Treasury Consultant 

Select the Effective Date, which is 
the date the payment will be 
received, not the Process date 
which is the money will be 
withdrawn.



Select the Recurrence schedule

For assistance call us at 888-658-7327 or contact your Account Officer or Treasury Consultant 

Select the Recurrence schedule if 
you want more than one payment.



Select a Recipient

Next, select a Recipient.  You can 
choose one that is already 
available or create a new one 
(instructions to follow).

For assistance call us at 888-658-7327 or contact your Account Officer or Treasury Consultant 



Expand the Row

For assistance call us at 888-658-7327 or contact your Account Officer or Treasury Consultant 

You can Expand the Row to see 
more details



Set the amount you want to pay

For assistance call us at 888-658-7327 or contact your Account Officer or Treasury Consultant 

Set the amount you want to pay.



Select Show or Hide Recipient

For assistance call us at 888-658-7327 or contact your Account Officer or Treasury Consultant 

Select Show or Hide Details to see 
Recipient details.



Add an Addendum

For assistance call us at 888-658-7327 or contact your Account Officer or Treasury Consultant 

You can add an Addendum.



Add another Recipient 

You can add another Recipient if 
you choose.

For assistance call us at 888-658-7327 or contact your Account Officer or Treasury Consultant 



Add multiple Recipients 

You can add multiple Recipients at 
one time if you choose.

For assistance call us at 888-658-7327 or contact your Account Officer or Treasury Consultant 



Select the Recipients you want 
and click Add.

For assistance call us at 888-658-7327 or contact your Account Officer or Treasury Consultant 



Add a new Recipient

You can add a new Recipient if 
you choose.

For assistance call us at 888-658-7327 or contact your Account Officer or Treasury Consultant 



Draft or Approve 

You can either Draft or Approve 
the transaction, depending on your 
rights.

For assistance call us at 888-658-7327 or contact your Account Officer or Treasury Consultant 



Note the message and icon color

In this case we Drafted the 
payment.

Note: when the icon is green, the 
transaction is complete.

When the icon is yellow (as here), 
there are extra steps required.

When the icon is red, the 
transaction has failed and 
something needs to be fixed 
before another transaction can be 
started.

Transactions requiring secondary 
approval will be completed in the 
Activity Center.

For assistance call us at 888-658-7327 or contact your Account Officer or Treasury Consultant 



Activity Center tracks all transactions that happen 
online. 

For assistance call us at 888-658-7327 or contact your Account Officer or Treasury Consultant 

To approve or view detail, go to 
Activity Center under the 
Transactions menu.  The Activity 
Center tracks all transactions that 
happen online. 

You can Approve the transaction 
from here, amongst other actions.

You may not have been the person 
who Drafted the transaction.



You can make a payment using a file

You can also originate payments 
using a file:

5 column CSV containing name, 
account number, routing number, 
account type and amount

Or

A NACHA formatted file

For assistance call us at 888-658-7327 or contact your Account Officer or Treasury Consultant 



Select the file and Upload it.

Select the file and Upload it.

For assistance call us at 888-658-7327 or contact your Account Officer or Treasury Consultant 



Enter the payment details

For assistance call us at 888-658-7327 or contact your Account Officer or Treasury Consultant 

Select the ACH Class Code, 
Company Entry Description, 
account, Subsidiary (if required), 
Effective Date and Company Entry 
Description.

If you want to be certain that the 
file contains the right payments, 
Draft it first then review in Activity 
Center.



See all of the recipients 

You can see all of the recipients 
and the amount they will be paid in 
Activity Center.

Approve it if your file is accurate or 
Cancel the transaction.

For assistance call us at 888-658-7327 or contact your Account Officer or Treasury Consultant 



Q2 Advisory ServicesFor assistance call us at 888-658-7327 or contact your Account Officer or Treasury Consultant 

Payment Templates allow you to 
save the transaction and re-use it.



Q2 Advisory ServicesFor assistance call us at 888-658-7327 or contact your Account Officer or Treasury Consultant 

Click + Create Template 



Q2 Advisory Services

Give your Template a name, and 
select which users have access. 

For assistance call us at 888-658-7327 or contact your Account Officer or Treasury Consultant 



Q2 Advisory Services

Click Save when you are finished

Click Save when you are finished.

For assistance call us at 888-658-7327 or contact your Account Officer or Treasury Consultant 



With ACH Pass Thru, upload NACHA file

With ACH Pass Thru, you can 
upload any correctly formatted 
NACHA file.

Note: ACH Pass Thru uses 
Process dates and not Effective 
Dates.

For assistance call us at 888-658-7327 or contact your Account Officer or Treasury Consultant 




