Payment Template Creation

4 HEARTLAND BANK

a division of

i German American Bank

NOTE: A Commercial Template allows you to
save payment information that can be accessed in

the future.

1. Select the "ACH & Wires" menu and then Coee—— /’ S—v——

selact the ‘Payments' tile. e

Business Banking

ACH & WIRES
) F.ymenl% & Recipients

An advanced workfiow to 1end of cobect wire, ACH, and Create & manage recpients of commertial paymerss
Other one-uime or reurnng payments

& ACH Pozz-Thru & Tox Poyment:
Craate & batch ACH payment by uplosding a file Pay tederal or state taxes

=3 ACH Reporting
Thes is for NOCs and Recurns Reporting

2. Select 'New Template’ and the desired
payment type.

| Payments Hub

MAKE A PAYMENT

Hlasw Paspens
\ PAYMENT TEMPLATES
ACH Wire
imatonal Wire  Payrol

ACH Batch Domestic Wire

Recipients s Pt Do Last Pasgt Amounc e
ACH Collect T International Wire
Payrol

001CCO20151212094226 AQH Batch (CCO)

3. Click the link below ‘Template Access Rights'.

ACH Collection change e

Template Properties
Template Name Template Access Rights

22.0f 23 user roles selected
Sarnpla Tengiace

Origination Decails
SEC Cade Yo Sabrnitdiary Accouind

PPD - Prearranged Payment and Deposit v | | GrBTest Che ek Chiueg
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4. Select the User Role(s) who should have SELECT USER ROLE(S)

access to the template.
Q

Select All | Deselect All

NOTE: A User Role will appear as greyed out if

the feature allowing access to all templates is by SIS Uy
enabled. This overrides the ability to remove e I R
template access from the corresponding User
Role.
5 I 1
5. Designate a ‘'Template Name'. T
6. Select an 'SEC Code’". i
emplate Name Template Access Rights
P — 22 of 23 user roles selecred
7. Select a 'Subsidiary’. Ertatean Conls
SEC Code To Subsidiary Account
, , PPD - Prearranged Payment and Deposit el T“' Chg ‘L;Eﬁ Chedcng
8. Select an offset ‘Account’.
9. Cllck the +Add multiple recipients’ link to add ‘ Recipients (1) - preNotes
multiple recipients to the template.
+ Ade multiple recipients
10. ’Seleclt the desired recipients and click the Ly MYy muam
Add’ button when done.
Q
Select All | Clear All
ARRRRRRERERRRNSS 5N Alicia Berry chris test
Checking 4737986634 Checking 112233 Checking 1122
ACH Recipient Alicia Berry chris test
Checking 123456789 Checking 112233 Checking 122

v
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11. Enter a dollar amount for each linked RE— Amouns
recipient. || s sa| | v
NOTE: The amount may be left as $0.00 if a pre- [ e, | * e
note needs to be sent out, or if the amount will s nochr et
differ from file to file.
e e e e - |
12. Review the information on the screen for /

accuracy and then select ‘Save’.
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