1. Navigate to ACH
a. Click on the Payments tab.
b. Select ACH.
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2. Select the Batch
a. Select the ACH batch you want to edit. The selected batch should display a “Ready”
status.
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b. Select Edit to the right of Credit/Debit to only update the batch name and/or entry
description.
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c. To editthe recipient’s information or dollar amount, select the recipient using the
arrow to the right.

-

Batch details e X
Test2  Ready
() Credits © Debits
Edit >
$0.01 $0.00
Recipients 1 recipient >

d. To edit the dollar amount only, select the pencil icon in the top-right corner.
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e. To edit all recipient information, select the recipient with the green check, edit
necessary information, and then click Save to complete the process.
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