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How to Create a New ACH Batch 
 

1. Navigate to ACH 
a. Click on the Payments tab. 
b. Select ACH.  

 
 

2. Create a New ACH Batch 
a. On the right-hand side, click Create ACH. 

 
 

3. Setup the Batch 
a. Enter a Batch Name. This is the name that will appear in your batch list. 
b. Select the appropriate ACH Company you want to send the batch from (PPD for 

individual payments and CCD for company payments). 
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4. Add Recipients 
a. Click Add Recipients  
b. Select the Add Recipient icon. 
c. Choose Manually Add. 
d. Enter the recipient’s name, payment amount, and account information. 
e. Select Save Recipient to complete the process. 
f. To add more recipients, click Add another recipient. 
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5. Complete the Batch 
a. Once all recipients are added, you will return to the Create ACH screen. 
b. Review all the information and click Create Batch. 
c. You will be returned to the ACH batch list.  

 
6. Review and Initiate   

a. Select the batch you created. 
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b. Click Review and Initiate.  

 
 

7. Finalize the Batch 
a. Choose the Offset Account and Effective Date. 
b. Click Initiate to submit the batch.  

 


