One Time Commercial Payments Guide

SANTA CRUZ .
r‘ COUNTY BANK Good Evening, John §

1. Select the ‘Transfers & Payments’ menu and _ -
. Home [RICISCETAEVOSNCH Checks & Deposits  Information Reporting  Access & Security  Additional Services  CoBrowse Code  Preferences  Messages  Log Off
then ‘Commercial Payments’.
Transfers & Payments

TRANSFERS & PAYMENTS

2 Internal Transfers 2 Loan Payments
Transfer money from one account to another Make or schedule a payment on your loan
\ $§2 Commercial Payments 28 Recipients
Add, schedule and manage ACH and Wire Payments Add and manage ACH and Wire Recipients
fa Tax Payments Business Bill Pay
Add, schedule and manage Tax Payments Create and manage bill payments and payees

2. Select the desired transaction type within the Payments Hub
‘New Payment’ drop down menu.
MAKE A PAYMENT

ACH Wire

ACH Batch Domestic Wire
ACH Collection International Wire
Payroll
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One Time Commercial Payments Guide

3. Select the desired ACH Class Code. ACH Batch chenzempe uploas From ele
. . . . Origination Details
NOTE: Payroll transactions will automatically e cone rom substoy e
default to an ACH Class Code of PPD. —seect a SEC Code— v | [ce s commerdt susiness \ Search by name or number
Effective Date Recurrence
None

4. Select the ‘From Subsidiary’.

5. Select the offset ‘Account’.

6. Select the ‘Effective Date’.

x
Schedule Recurring Transaction
7. Optional: Click ‘Set schedule’ to set up the How often should this transaction repeat?
eres as recurr|ng transactlons 1st Of The Month Every Other Week
_) Last Day Of The Month Monthly
1st & 15th Of The Month Quarterly
15th & Last Day Of The Month Semi-Annually
. Daily (Monday - Friday) Yearl
8. Select how often the transaction should B ’
‘Weekl
repeat. o
When should this transaction stop?
9. Designate when the transaction should stop. On/Before ace

a. Click the ‘Forever (Until | cancel)’ to setup
an indefinite recurrence.

) After occurrence(s)

Forever (Until [ Cancel)

Cancel Set Recurring Transaction

b. Click the calendar and select a date to When should this transaction stop?
designate a specific date to stop the ® Onefore Date & “
recurrence. @© Format mmvddiyyy
After { November » < 2023 >

10. Click ‘Save’ to save the recurrence setup.
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11. Click the ‘+Add multiple recipients’ link to _
A L. . Recipients (1) Filters: P\E—Nutes A Find recipients in payment
select multiple recipients at one time. \
+ Add multiple recipients

12. Select the desired recipients and click ‘Add’ SELECT MULTIPLE RECIPIENT ACCOUNTS
when done.

Select All | Clear All

[7) TestREcipient (ACH723...
Checking 1234367

Cancel Add (0)

Recipients (1) ries: [ ° s Find recipients in paymen

13. Click the ‘+Add another recipient’ link to add
an individual wire transfer.

= Add multiple recipients

Reciplent/Account Amount
. . . . + New Reciplent
14. Select an existing recipient from the drop- S et ancchr recpins

Test2

down menu or select ‘+New Recipient’ to e

$0.0 Test Recipient Cancel n

create a new recipient. i s

NOTE: Reference the ‘Recipient Management’
setup document for information regarding the
setup of a new recipient.

15. Review the information on the screen for
accuracy and then select ‘Approve’ to
authorize the wires or ‘Draft’ to only draft
the transactions.

Recipient/Account Amount

Test Recipient (ACH12345)
Checking 1234567

5‘ 1.00

+ Add another recipient

1 payments
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