
Debit Batch Creation 

Click on Debit Batch – Current Screen 

Click on “New ACH Payment” New Screen 
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Using the CM Wizard – Current Screen 

Fill out Create Payment – New Screen 
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Input Employee / Customer Information – Current Screen 

Add Recipients – New Screen 
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Click Add Recipients – New Screen 

Add Recipient – New Screen 

Click “Save” 
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Processing Details – New Screen 
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Review and Submit – New Screen 

Payment Submitted – New Screen 
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ACH Payment List – New Screen 
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