One-Time Commercial Payments

Gesa
Credit
Union

1. Select the “Payments & Transfers” menu,
then “Commercial Payments”.

Click an account tile to view details and transaction history. X

Home Messages Accountinformation v  Payments & Transfers ~  Services v Administration v Settings  Log Off

hETTEIRTEES Transfer Money Now
Home e — @

ACH Pass-Thru
ACCOUNTS

Current: $100,300.00 &

3 Month Business Certificate 3150 2764 .
Current Balance SSS,?Z_/Z?;
| Business Money Market Sweep 322} hecking 3233 E
Current Balance Bill Pay nce 59,997;442
2. %elect the desw:ad transaction type within the MAKE A PAYMENT
New Payment” drop-down menu.
ACH Wire
ACH Batch Domestic Wire
/ ACH Collection International Wire
ACH Payment
pPayroll ‘
3. Select the desired “SEC Code”.
ACH Collection changetype Upload From File,

NOTE: Payroll transactions will automatically orgnacon peais
default to an ACH Class Code of PPD. sec cose Tosbsiry secoun

~—Select a SEC Code-— v ief‘?f;“‘”"l X Search by name or number
" . . " Effective Date Recurrence
4. Select the “To Subsidiary”.

5. Select the offset “Account”.

6. Select the “Effective Date”.

Questions? We're here to help.
Contact us at (833) 322-1893 or at CBCC@gesa.com 1
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» X

Optional: Click “Set schedule” to set up a Schedule Recurring Transaction

recurring transaction.
How often should this transaction repeat?
(O 1stof The Month (\/ Every Other Week
7. Select how often the transaction should N
repeat (_) Last Day Of The Month () Monthly
. . () 1st&15th Of The Month O Qquarterly
8. Designate when the transaction should stop.
Click th lend q | d (O 15th &Last Day Of The Month (O semi-Annually
a. Ick the calendar and select a date to
. . ': o < - (\l
designate a specific date to stop the ") Daily (Monday - Friday) E) ey
recurrence. O weekly
b. Enter the number of desired When should this transaction stop?
occurances. () onsBefore Date ‘
c. Click the option "“Forever (Until | .
cancel)” to set up an indefinite O after oceirrence(s)
recurrence.

) Forever (Until | Cancel)

9. Click “Set Recurring Transaction” to save the
recurrence.

Cancel Set Recurring Transaction

/

10. Select an existing recipient from the drop-
down menu or select “+New Recipient” to
create a new recipient. I

Recipient/Account Amount

aQ bearch by name or account $ 0.00

NOTE: Refer to the “Recipient Management”
sheet for details on creating a new recipient.

+ New Recipient

+ Add another recipient

Sample Recipient
Checking ust’@?s
$0.0| Sample Recipient
1ol BCHECNE 987654321
I Matched 1 recipient account(s).
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11. To add more than one recipient, select the e , »
K K K . . pients (1) Fileers: G4l Pre-Notes & Find recipients in collection
“+Add existing recipients” link, and select
+ Add existing recipients

additional recipients. /
Recipient/Account Amount

& This payment s valid. @
) ]
. . Recipient/Account Amount

12. Enter the desired transaction amount. - ] |
ample Recipient 5 100.00
Checking 12345678
@ This paymentis valid.

13. Review the information on the screen for ol o] | * | 001

accuracy and then select “Draft” or ) ooty necin S et
//Approveu dependlhg on user ent|t|ement Addendum (optonal)

+ Add another recipient
sk
collections w

/
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