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1. Select the “Business Banking” menu and then select “Payments”. 

 

 
 

2.  Select the Ellipses (three dots), then select Pay.  
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3.  Select “Effective Date”.  If you are choosing a Same Day effective date you will have to 
agree to the additional same day fee. 

 
4.  Enter the “Amount” of each transaction.  If the “Amount” is zero (0) for a recipient you must 

click on Ellipses and select “Do Not Pay”.  
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5. Select “Approve” if you have full access to draft and approve ACH transactions, or select 

“Draft” if you are using dual control.  If you select Approve, you can view your 
transaction in the Online Activity Center.  If you select Draft, your company Approver 
can approve the transaction in the Online Activity Center. 

 
 


