
 
 
 
 
 
 

 
  

 

      

7/5/18           

Online Services & Reporting Solutions 

COMPREHENSIVE USER GUIDE 

Regions iTreasury 
 



 

2 | P a g e 
 

   

Table of Contents  

Contents 
Table of Contents ......................................................................................................................................... 2 

Welcome to Regions iTreasurySM ................................................................................................................. 7 

Navigation .................................................................................................................................................... 8 

Logging on ................................................................................................................................................ 8 

Home Page and Widgets .......................................................................................................................... 8 

Menus ..................................................................................................................................................... 14 

Menu Icons ......................................................................................................................................... 14 

Utilities Menu .......................................................................................................................................... 15 

Help .................................................................................................................................................... 15 

Log off ................................................................................................................................................. 15 

Workspaces ............................................................................................................................................ 15 

Working with Lists ................................................................................................................................... 15 

Available Actions ................................................................................................................................. 16 

Navigating through a List ..................................................................................................................... 17 

Selecting a Predefined View ................................................................................................................ 18 

Filtering a List ...................................................................................................................................... 18 

Sorting a List ....................................................................................................................................... 21 

Moving Columns ................................................................................................................................. 21 

Adding or Removing Columns ............................................................................................................. 21 

Exporting Lists ..................................................................................................................................... 22 

Printing Lists........................................................................................................................................ 22 

Saving a View ..................................................................................................................................... 23 

Assigning the Default View .................................................................................................................. 23 

Working in Detail Screens ....................................................................................................................... 24 

Mandatory Fields ................................................................................................................................. 24 

Expanding and Collapsing Sections .................................................................................................... 25 

The Audit Section ................................................................................................................................ 25 

Using Drop-Downs and Lookups ............................................................................................................ 27 

Confirmation and Error Messages .......................................................................................................... 27 

Working with Reports .............................................................................................................................. 28 

Viewing a Report ................................................................................................................................. 28 

Notifications ................................................................................................................................................ 29 

Payments ................................................................................................................................................... 30 

Payment Management List ..................................................................................................................... 31 

Available Views in the Payment Management List............................................................................... 32 



 

3 | P a g e 
 

Exporting or Printing Payments ........................................................................................................... 33 

File Import ........................................................................................................................................... 35 

Approving/Unapproving Payments ...................................................................................................... 35 

Creating Payments ................................................................................................................................. 35 

Wire Payments ....................................................................................................................................... 35 

Transfers ................................................................................................................................................ 36 

Batch Payments...................................................................................................................................... 36 

Wire Payments ....................................................................................................................................... 36 

Wire - Domestic Payments .................................................................................................................. 37 

Wire - International Payments ............................................................................................................. 39 

Transfers ................................................................................................................................................ 41 

Creating a Single Transfer ...................................................................................................................... 41 

Creating a Many-to-One Transfer ........................................................................................................... 43 

Creating a One-to-Many Transfer ........................................................................................................... 44 

Loan Payments ....................................................................................................................................... 45 

Make a Loan Payment ........................................................................................................................ 45 

Batch Payments...................................................................................................................................... 47 

ACH / NACHA Payments .................................................................................................................... 47 

ACH Account Balances ........................................................................................................................... 48 

Cash Concentration Payments ............................................................................................................ 48 

Cash Concentration/Disbursement Payments ..................................................................................... 50 

Cash Disbursement Payments ............................................................................................................ 52 

Child Support Payments ...................................................................................................................... 55 

Consumer Collections ......................................................................................................................... 57 

Create a Consumer Payment .............................................................................................................. 59 

Corporate Collections Payments ......................................................................................................... 61 

Corporate Trade Exchange Payments................................................................................................. 63 

Corporate/Vendor Payments ............................................................................................................... 66 

International ACH Payments ............................................................................................................... 68 

Internet Initiated Collections Payments ................................................................................................ 71 

Payroll Payments ................................................................................................................................ 73 

Tax Payments ..................................................................................................................................... 75 

Telephone Initiated Collections Payments ........................................................................................... 76 

Prefunding for ACH Payments ............................................................................................................ 78 

Using Summary View for Batch Payments .......................................................................................... 78 

Common Functions for Batch Payments ............................................................................................. 79 

Create Quick Entry Payments ............................................................................................................. 82 

Create a Payment from a Template ..................................................................................................... 82 

Workflow Life Cycle ................................................................................................................................ 83 



 

4 | P a g e 
 

Workflow States ...................................................................................................................................... 84 

Get an Exchange Rate and Trade Cross Currency Payments ............................................................. 85 

Modify Payments ................................................................................................................................. 86 

Import Payment and Template Data ....................................................................................................... 86 

Wire Payments ....................................................................................................................................... 87 

NACHA Files .......................................................................................................................................... 89 

Detail Import ........................................................................................................................................... 89 

Imported Files Needing Repair and Rejected Files ................................................................................. 91 

Standard Import Format for Payments................................................................................................. 91 

Standard Structure .............................................................................................................................. 91 

Import File Example ............................................................................................................................ 92 

Multiple Payment Types in a Single File .............................................................................................. 92 

NACHA Payments .................................................................................................................................. 92 

Transfers ................................................................................................................................................ 94 

Wire - Domestic Payments ..................................................................................................................... 95 

Wire - International Payments ................................................................................................................. 99 

Repair Payments .................................................................................................................................. 102 

Reject Payments ................................................................................................................................... 103 

Scheduling a Payment .......................................................................................................................... 104 

Templates ............................................................................................................................................. 107 

Create a Freeform Template ............................................................................................................. 109 

Create a Template from a Payment ................................................................................................... 111 

Copy as Template or Payment .......................................................................................................... 111 

Update a Template Through File Import ............................................................................................ 112 

Payment Template Groups ................................................................................................................... 113 

Create a Payment Template Group ................................................................................................... 113 

Stop Payments ..................................................................................................................................... 114 

Cancel Stop .......................................................................................................................................... 116 

Check Inquiry ........................................................................................................................................ 116 

Check Inquiry Results ........................................................................................................................... 117 

Positive Pay ............................................................................................................................................. 118 

Positive Pay .......................................................................................................................................... 118 

Positive Pay Control Decisioning .......................................................................................................... 119 

Actions for Suspect Transactions ...................................................................................................... 122 

Approving/Unapproving a Suspect Transaction ................................................................................. 122 

Viewing Decision History ...................................................................................................................... 122 

Check Issue Management .................................................................................................................... 124 

Approving a Check Issue/Void .......................................................................................................... 126 

Filtering Check Issues/Voids by Job ID ............................................................................................. 126 



 

5 | P a g e 
 

Viewing Imported Files ...................................................................................................................... 127 

Approving an Imported File ............................................................................................................... 128 

Import a Check Issue/Void .................................................................................................................... 128 

Reporting ................................................................................................................................................. 131 

Account Summary Widget .................................................................................................................... 131 

Updating Balances ............................................................................................................................ 133 

Adding Additional Columns ............................................................................................................... 134 

Exporting Balance and Transaction Data .......................................................................................... 134 

Transaction Detail Screen ..................................................................................................................... 134 

Viewing Transaction Images ............................................................................................................. 135 

Combined View..................................................................................................................................... 137 

Filtering the Combined View .............................................................................................................. 137 

Account Groups .................................................................................................................................... 139 

Adding Account Groups .................................................................................................................... 139 

Viewing Account Groups ................................................................................................................... 141 

Modifying or Deleting Account Groups .............................................................................................. 141 

Download.............................................................................................................................................. 142 

Download Fields ....................................................................................................................................... 145 

Report Management ............................................................................................................................. 146 

View a Report .................................................................................................................................... 146 

Download Special Reports ................................................................................................................ 150 

Online Statements Search .................................................................................................................... 151 

Wire Transaction Report ....................................................................................................................... 153 

Image Search ....................................................................................................................................... 153 

Administration and Settings ...................................................................................................................... 156 

ROOBA (Regions Out of Band Authentication) ..................................................................................... 157 

User Maintenance/OnePass Admin Console ........................................................................................ 158 

Create an Application Profile from an Existing User .............................................................................. 159 

Create Application Profile by Cloning an Existing User ......................................................................... 160 

Create a NEW Application Profile (with blank permissions) .................................................................. 161 

User Profile ....................................................................................................................................... 162 

Adding Payment Permissions ............................................................................................................ 163 

Adding Overall Approval Limits.......................................................................................................... 164 

Choosing a Payment Setting ............................................................................................................. 166 

Granting Permission to Payment Actions .......................................................................................... 166 

Assigning Accounts, Account Actions, and Account Approval Limits ................................................. 169 

Assigning Originators, Originator Actions, and Originator Approval Limits ......................................... 171 

Adding Restricted Templates ............................................................................................................ 172 

Adding Reporting Permissions .......................................................................................................... 173 



 

6 | P a g e 
 

Adding Risk Management Permissions ............................................................................................. 174 

Adding Administrative Permissions ................................................................................................... 175 

Adding Alert Permissions .................................................................................................................. 176 

Modify, View, Delete, and Approve Users ............................................................................................. 176 

Remove an iTreasury Application Profile .............................................................................................. 176 

Add an iTreasury Application Profile ..................................................................................................... 177 

Modify an iTreasury Application Profile ................................................................................................. 177 

Preferences Workspace ........................................................................................................................ 177 

ACH Company Options ......................................................................................................................... 177 

Rename Bank Account ...................................................................................................................... 178 

Confidential Settings ......................................................................................................................... 178 

Address Book ....................................................................................................................................... 179 

Payment Types Supported ................................................................................................................... 180 

Beneficiary Address Book Import Formats ............................................................................................ 180 

Adding and Importing Beneficiary Address Book Information ................................................................ 180 

Exporting or Printing the Address Book ................................................................................................ 181 

Add a New Contact to the Address Book .............................................................................................. 181 

Importing Beneficiary Addresses .......................................................................................................... 184 

Viewing Import File Details ................................................................................................................ 188 

Deleting Imported Data ..................................................................................................................... 190 

Import Map ........................................................................................................................................... 191 

Add an Import Map ............................................................................................................................ 192 

Applying Default Values ........................................................................................................................... 196 

Default Value Entered and Field Number Empty ................................................................................... 196 

Default Value and Field Number Entered .............................................................................................. 196 

Alerts Center ............................................................................................................................................ 197 

Alerts .................................................................................................................................................... 197 

Alert Types ........................................................................................................................................ 199 

Recipients ......................................................................................................................................... 202 

Adding a Recipient ............................................................................................................................ 202 

Recipient Group Settings................................................................................................................... 202 

Add Recipient Group Settings ........................................................................................................... 202 

Recipient Group Assignments ........................................................................................................... 203 

Add Recipient Group Assignment ...................................................................................................... 203 

Audit Information ...................................................................................................................................... 203 

Glossary ................................................................................................................................................... 205 

 

  



 

7 | P a g e 
 

Welcome to Regions iTreasuryÑ 
 
 

Frequently Asked Questions 

How Can I... 

Navigation Payments 

o Add widgets to my Landing (Home) 

Page? 

o Create a tax payment? 

o Create a payroll payment? 

o Create a consumer payment? 

o Create a template that I can use to pay future 

bills? 

Checks Bank 
Accounts 

o  Review or enter check issues? o View my account balance? 

o Export account balance information? 

o Search for electronic statements? 

Reports Administration 

o View a report? 

o Filter a report? 

o Navigate, print, and export reports? 

o Add users? 

o Cloning users? 

o Restore disabled users? 

o Add a beneficiary address? 
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Navigation 

The following section provides a brief tour of the application and offers tips for working in the 

program. 

Logging on 

When you sign on to OnePass, you will see a link for New iTreasury on your landing page.  

 

Home Page and Widgets 

The Home Page provides the ability for you to personalize your banking experience with a group of 

widgets. Widgets are small components that allow you to perform a variety of common tasks such as 

quickly making a payment, transferring funds, stopping payment on a check, taking action on tasks, and 

making positive pay decisions. 

The Home Page is the first screen you see after logging on to the program. If your page was 

configured by an administrator, you will see a series of widgets already in place. 

 

Available Widgets 

The following widgets can be added to the Home Page: 
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ACH Company Options 
 

The ACH Company Options function allows you to give ACH companies a more meaningful, client- 

defined name. For more information, see ACH Company Options. 

Account Summary 
 

The Bank Account Summary widget lists the balances of the accounts that you have permission to 

see. The available balance information includes opening ledger, current ledger, opening available, and 

current available and closing ledger balance. You can also access transaction details and account 

statement reports from the widget. For more information, see Account Summary Widget. 

 

Address Book 
 

The Address Book allows you to add, modify, view, and delete payment beneficiaries. Address book 

entries can then be used when creating a payment, or template. For more information, see Address 

Book. 

Alerts 
 

The Alerts widget lets you configure the system to automatically send email alerts when certain 

conditions occur. For example, a Closing Available Balance alert can be sent when a closing account 

balance falls below a certain threshold or an alert can be sent when a Positive Pay Suspect file is 

received from the bank. For more information, see Alerts. 

Bank Account Filters 
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The Bank Account Filters function allows you to assign bank accounts to the companies that you 

manage. For more information, see Bank Account Filters. 

Check Inquiry 
 

The Check Inquiry widget retrieves information about checks from a bank system. Depending on the 

status of a check you inquire about, you can carry out various actions on those checks. For example, a 

check that comes back from the bank with a status of outstanding can be stopped. A check that comes 

back from the bank with a status of paid can be viewed through image retrieval. For more information, 

see Check Inquiry. 

Check Issue Management 
 

The Check Issue Management widget displays all check issues and voids created in the system. It also 

allows you to add check issue/voids, cancel stops, and place stops. For more information, see Positive 

Pay. 

 

Confidential Settings 
 

The Confidential Settings widget allows you to determine how users of the application will import files 

representing supported payment types. This widget may be restricted based on if you are an iTreasury SB 

or standard iTreasury customer. For more information, see Confidential Settings. 

Download 
 

The Downloads widget allows you to download balance and transaction data in Bank Administration 

Institute (BAI), Quicken, QuickBooks (OFX), or SWIFT MT 940/942 format. 

Bank account and transaction information can also be downloaded in CSV format from the Bank 

Account Summary screen or transaction list view with the Export function. For more information, see 

Download. 

File Import History 
 

The File Import History widget displays a list of imported files, one file to a row. Each file is identified by 

file name, date of import, import type, and job ID. For more information, see File Import History. 

Image Search 
 

The Image Search widget allows you to search for check or deposit ticket images up to 7 years. 
 

Import Map 
 

The Import Map widget allows you to create custom import maps that can be used to import data from 

your systems. The tool provides you with the ability to define the file layout, field mapping, and rules for 

importing files. or more information, see Import Map. 
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Notifications 
 

The Notifications widget provides notification of actions that have occurred in the system and actions 

that are awaiting your action. For more information, see Notifications. 

Online Statements Search 
 

The Online Statements Search widget lets you search for specific Online Statements based on 

statement type and date. In addition, you can filter existing Online Statements according to account 

details. For more information, see Online Statements Search. 

Payments List View 
 

The Payments List View widget allows you to create and manage payments. You can perform a 

number of operations, including viewing, editing, modifying, approving, and deleting payments. For 

more information, see Payments. 

Positive Pay 
 

The Positive Pay widget displays all check payment transactions that the bank identifies as suspect, as 

well as allowing you to view a decision history for each of them. Based on the information displayed for 

each item, you can decide which items to pay or return. For more information, see Positive Pay. 

Quick Transfer 
 

The Quick Transfer widget lets you make a simple transfer of money between two accounts. 

 

To make a quick transfer: 

1. Enter an amount. 

2. Use the calendar icon to select the transfer date. 

3. Select the accounts between which you want to transfer funds (the From and To accounts). 

4. Click Queue Transfer. 
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Recurring Payment Exceptions 
 

The Recurring Payment Exceptions widget displays exceptions that occurred during the creation of 

recurring (scheduled) payments. 

 

 

 
Rename Bank Account 

 
The Rename Bank Account widget gives you the opportunity to change an existing account name or 

create an account nickname. For more information, see Rename Bank Account. 

Recipients Group and Recipient List 
 

The Recipients Group and Recipient List widgets work in tandem with the Alert Settings function. An email 

recipient associates a logical name to an email address. This allows alerts to automatically incorporate 

email address changes. 

Through the Recipients Group widget, you can assign client email recipients to a specific client email 

group. For more information, see Recipient Group Assignments and Recipients. 

Report Management 
 

The Reports Management widget shows a list of all reports you have access to. Reports are organized 

by report groups (Payment Reports and Information Reporting Reports). For more information, see 

Report Management. 
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Special Reports 
 

The Special Reports widget is a function of Report Management. Report Management lets you view 

application and Special Reports, which are reports generated by an external system. For more 

information, see Special Reports. 

Stop Payments 
 

The Stop Payments widget shows stop payments and cancel stop payments. For more information, see 

Stop Payments. 

Template List View 
 

You can create payment templates that contain commonly used payment information. Payments can 

then be made from these templates, saving time and improving efficiency. The Template List View 

widget lets you view and manage templates created in the application. For more information, see 

Templates. 

Wire Transaction Report 
 

The Wire Transaction Report widget provides information about incoming wires. For more 

information, see Wire Transaction Report. 

 

Managing Widgets 

You can add widgets to the Home Page, as well as move existing widgets to different locations on the 

page. You can also resize existing widgets and remove those you don't want to use anymore. 

To add a widget: 

1. On the application workspace, click Add Widgets. 

2. Select the desired widget from the list. 

The newly added widget appears on the page. 

To move a widget: 

o Left-click the widget and, with the mouse button depressed, drag and drop the widget to the 

desired position on the workspace. 

To resize a widget: 

1. Click the Options icon in the upper right-hand corner of the widget. 
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2. Click Resize. 

The widget is resized so that it takes up only half the width of the screen. 

3. To return the widget to its original size, repeat Steps 1 and 2. 

To remove a widget: 

1. Click the Options icon in the upper right-hand corner of the widget. 
 

 

2. Click Remove. 

The widget is deleted from the screen. It can be added again as desired. 

Menus 

Application features are available from the menus. On larger screens, the menus appear at the top of 

the screen wherever you are working in the program. For smaller screens, the menu icons appear on 

the left side of the screen 

Menu Icons 

Menu icons are displayed on smaller screens and allow you to access functions for a particular area. 

The table below shows the menu icon and a description. 
 

Icon Functionality Description 

 

Home Provides access to the Home Page, where your customized set of 

widgets appear. 

 

Payments Provides access to all payment functions. 
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Icon Functionality Description 

 

Positive Pay Provides visibility into the status of all issued checks and controls 

against the threat of check fraud. 

 

Reporting Provides access to reports and download functionality. 

 

Administrator and 

Settings 

Provides access to a historical record of file importation, in addition to 

administrative features of the application such as the beneficiary 

address book and alerts. 

 

Utilities Menu 

Click the area just below the login information to get help or log off. 

 

 

Help 

The Help option opens the Help system. 

Log off 

Log off lets you exit the system when you are finished with a session. 

Workspaces 

Widgets are small components that allow you to perform a variety of common tasks such as quickly 

making a payment, transferring funds, stopping payment on a check, taking action on tasks, and 

making positive pay decisions. Workspaces are groupings of individual widgets. For example, the 

Payments workspace combines both the Payments List View and Template List View widgets. 

 

 
 

Working with Lists 

Many functions in this application are organized in a list. For example, the Payments List View is 

shown below. Access the Payments List View by selecting Payment Management from the 

Payments menu. 
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Payments Menu 
 

 
Payments Center - Payments List View 

 

Available Actions 

The Actions column allows you to take action on a single item in a list. Depending on the item, you can 

view, edit, approve, or delete an item. 

Click the drop-down menu to view available actions. If only one action is available for an item, access 

that function by clicking it. 

View 

To view the details of an item in a list, click or select View in the Actions column. Details of the item will be 
displayed. Buttons at the bottom of the screen allow you to take action on the item. Click an action button, 
or click Close or Cancel to return to the list. See Working in Detail Screens for more information. 
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Edit 

 
Clicking or selecting Edit from the Actions column will display an edit screen where you can make 

changes to the item. When you have finished making the necessary changes, click Save or Submit. 

 

Approve/Unapprove 
 

Many items require approval when they are entered or modified. Items that need approval will usually 

have a status of Entered or Modified (shown in the Status column of the list). To approve an item, 

click or select Approve in the Actions column. You can also approve multiple items at one time by 

checking the appropriate checkboxes and clicking the Approve button. 

In addition, if the Unapprove option is available, you can unapprove any items that were approved in 

error. 

If you attempt to approve/unapprove an item or items, a confirmation screen may appear telling you that 

some of the selected items are not eligible. 

 

Click Yes to continue; otherwise click No. 
 
 

Delete 
 

The delete function removes an item from the system. Click or select Delete in the Actions column to 

delete an item. You will need to confirm that you would like to delete the item before it is   removed. 

You can also delete multiple items at one time by checking the appropriate check boxes and selecting 

delete. 

Navigating through a List 
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The number of records and number of pages in a list is shown on the bottom of the screen. 
 

Click the arrows or the Page drop-down to navigate from one page to the next. 
 

 

Use the Display drop-down to select the number of records you want to appear on each page. 
 

 

Selecting a Predefined View 

Many lists have several predefined views that display records that meet specific criteria. For example, 

the Payments Management has a predefined view Approved Payments that shows all payments in 

approved status. To use a predefined view: 

1. Use the Views drop-down (usually on the right side of the 

screen), to select the view. The drop-down lists the available 

predefined views for this screen. 

2. Select the desired view in the list.  

The displayed view will change to the one you selected. 

Filtering a List 

You can use the filter function to limit the records shown in a list to 

records that meet specific criteria. Lists can be searched using the 

quick search or the advanced filter. For simple searches, use the 

quick search. For more complex searches, use Advanced Search. 

To filter the list with the quick search: 

1. In the Select Fields drop-down, select the field you would like to search by. 
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2. If necessary, select an operator from the list. 

3. Enter the search criteria. 

4. Click Apply. 

The records that meet the criteria you specified appear in the list. 

5. If you wish to search the entire list again, click Clear All and enter a new search. 

 

To filter using Manage Filters: 
 

1. Within a list view, select the filter drop down menu a click Manage Filters. 
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2. Use the Select fields drop-down to select the first field to use as a search criterion. 

If necessary, select an operator such as is equal to or is greater than. If the field requires a date 

selection, use the calendar pop-up to select a date. 

3. Enter the search criteria. 

4. To filter on an additional field, click the Add Filter link, select an operator if necessary, and enter 

the search criteria. 

5. Repeat steps 2 through 4 until you have selected as many filters as desired. 
 

If you need to remove any added filters, click the x to remove that filter. 
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6. When you have finished, click Apply Changes to see the search results. 

The records that meet the criteria you specified will appear in the list. If you use the advanced filter 

again, the system will search all of the items in the original list (not the filtered list). 

7. Click Clear All to remove the filter. 

Sorting a List 

To sort a list, simply click on any column heading. To sort the column in the opposite order, click the 

column header again. 

 

Moving Columns 

You can move columns to a new position on a list. 

To move a column: 

1. Hover over the upper-left corner of the column until the pointer changes to the drag and drop 

icon. 

2. Drag and drop the column to the new position. 
 
 

Adding or Removing Columns 

Columns can be added or removed from some lists in the application. If the list supports this function, 

you will see a Manage Columns link. 

To add or remove columns: 

1. Hover over the cog wheel on the far right of the 

list view. 
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2. Click the cog wheel, and select Update once the desired columns are selected or removed. 
 

 

Exporting Lists 

The data from some lists can be exported. 

To export a list: 

1. Click the Export link, which appears at the left-hand top of the list screen. 

An export window appears. 

 

2. Save the file to a location on your computer or the network. 

Printing Lists 

Some lists can be printed. 

To print a list: 

1. Click the Print link. 

A report window appears containing data from your list. 
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2. Click the printer icon. 

 

3. Your browser's print dialog will appear. 

4. Print the file using the instructions for your browser. 

Saving a View 

Once you have arranged the payments list with the proper columns, sort order, and filters, you can 

save the list for future use. This includes a date or date range in list views such as Payment or 

Template List View. 

Note that for columns which represent a date such Value Date, you can click the Edit control in the 

column heading to see the calendar icon to select a date or date range to use as a filter. You can then 

save the filtered result as a new view. 
 

To save a view: 

1. Click the View drop-down in the top-right corner of the list. 

2. Select Save View. 
 

 

3. In the Save List window, enter a name for the list and click Go. 

You can now access the view from the View drop-down every time you visit the list. 

Assigning the Default View 
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If the manage link is available for a list, you can set the default view. The default view will be automatically 

selected every time you open a list. 

To assign the default view: 

1. Click the Manage link. 

2. Click the check box for the view you would like to make the default view. 

3. Click Set as Default. 
 

Working in Detail Screens 

A detail screen is typically displayed when you click View in the Actions column of a list. Buttons at the 

bottom of the detail screen offer actions that can be performed on the item. For example, you can delete 

or approve the check issue shown below by clicking the appropriate button. To exit the screen without 

performing an action, click Cancel. 

 

 

Mandatory Fields 

Some of the fields on detail screens must be completed before you can save the transaction you are 

working on. These mandatory fields are marked with a red asterisk (*). 
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Those fields not marked with an asterisk are optional. 
 

Expanding and Collapsing Sections 

You can expand or collapse a section of a detail screen by clicking the arrow button  that appears to 

the left of the section heading.  

 

Collapsed sections in a payment detail screen 
 

Clicking the arrow buttons expands these sections and exposes the fields in them. 

 
 

 

The Audit Section 

Most detail screens have an audit section. This section displays information about actions taken on the 

item, including the name and ID of the user who created or modified the item and the entry method by 

which the item was created. The audit section is located at the bottom of the screen. 
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Note 

To see additional details, you must first export the Audit report.  

If a payment has been imported into the application with a status of Confidential, detail audit 

information will be available only to those users with permission to view confidential payment 

information. For more information about importing payments as confidential, see Import Payment 
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and Template Data. 

Using Drop-Downs and Lookups 

Some fields within a window allow you to select from a preexisting list of available options. These fields 

are marked by drop-down buttons. 

 
Field with drop-down button 

 

Click the button to display a list of options, and then select the desired one from the list. 

 

 
Because lists often contain many options, if you know the name or a part of the name of the item, you 

can type it in the field at the top of the drop-down (marked by the lookup icon ). When you   start 

typing, the system will find all the items that match. You can then select the appropriate one from the list. 

 

 
 

Confirmation and Error Messages 

When you perform an action on an item (such as saving, modifying, or approving a payment), a 

message appears at the top of the window. The message will indicate if the action was successful or 

there are errors that need to be corrected. You can click Details to see the details of the items that 
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were successful or need your attention. 

For example, the illustration below shows a message confirming that a payment was successfully 

submitted. 

 

Click the Details drop-down to view details of the payment. 
 

 

Click Details again to hide the message. 
 

 

Note that error messages and some confirmation messages appear as separate pop-up windows. Close 

the pop-up window by clicking OK or Close. 

 

Working with Reports 

This section provides an overview of working with reports. It discusses the basic layout of reports, plus 

the onscreen tools you have to work with. For more information on managing reports, see Report 

Management. 

Viewing a Report 

The Report Management screen, available from the Menu, lets you view and filter all reports. 

 

 
 

To view an existing report: 

1. Click the Actions drop-down for that report, and select View. 
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2. In some cases, if you select Filter, you will need to select filter criteria and then click View Results. 

The report is displayed onscreen. 

 

Notifications 

The Notifications widget appears on your Home page and displays items and announcements that 

need your attention such as: 

o Bank messages such as outage notifications or holiday reminders 

o The number of files that were recently imported 

o The number of rejected payments that need your review 

o The number of payments that need your approval 

o Errors with recurring transactions (scheduled payments) 
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Click the View link to see a list of items that meet the criteria above. For example, if you click the View 

link for rejected payments, the Payment Center will appear with the transactions list filtered for rejected 

payments only. You can then take action on the items in the list. 

 

Note: If you remove the Notifications Widget, you will not see important messages from Regions regarding 

iTreasury.  

 

Payments 

The Payments module allows you to create and manage payments. Payments functions are available 

from the Payments menu. 

The Payments Workspace contains two widgets: Payments List View and Templates List View. For 

information about the Templates List View, see Templates. 
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Payment Management List 

Most single beneficiary and batch payments are managed and created from the Payments 

Management list. You can perform a number of operations on individual payments, including viewing, 

editing, modifying, approving, and deleting payments. For more information on these options see 

Working with Lists.  

The Payments list contains the following default columns: 

o Beneficiary ï The beneficiary or payee of the payment. ñMultiò is listed in this column if the 

payment is a multiple beneficiary batch payment (ACH/Global EFT). 

o Payment Type 

o Status 

o ID ï The unique identifier of the payment 

o Amount ï The amount of the payment 

o Currency ï The currency of the payment. For ACH, this is the origination currency. For wires, this is 

the transaction currency. 

o From Account ï The account the payment is either made or originated from (debit account) 

o Effective Date ï Date on which funds from a payment are available 

o Template Name ï If the payment was made from a template, the name of the template 

o Credit/Debit Indicatorï Indicates whether the payment is a debit, credit, or a mixed batch 

o Beneficiary 
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o Customer Reference 

Available Views in the Payment Management List 

The drop-down at the right side of the screen allows you to filter the payments that appear in the list. 
  

 

You can select the following views: 
 

View Name Description 

All Payments All payments in the system that meet the following criteria: 

o The user has permission to view the payment type and entry method. 

o The payment is one assigned to the user's company. 

o If the payment was imported as Confidential, the user has permission to work 

with confidential imports.  

All 

Payments

-ACH 

All ACH payments in the system 

All 

Payments

-Wires 

All Wire Transfer payments in the system 

Approved 

Payments 

All payments with a status of Approved (AP) 

Future Dated All payments with a value date in the future 
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View Name Description 

Payments  

Imported 

Payment

s 

All payments imported through the application user interface. 

My Payments All payments created by the current user 

Needs Rate All payments in Needs Rate (RT) status and with a transaction date equal to the 

current date. For information, see Get an Exchange Rate and Trade Cross 

Currency Payments. 

Payment

s 

Needing 

Repair 

All payments in Needs Repair (NR) status. For information, see Imported Files 

Needing Repair and Rejected Files. 

Payments 

Requiring 

Approval 

All payments in Entered (EN), Incomplete Approval (IA), or High Value (HV) 

status 

Rejected 

Payment

s 

All payments in Approver Rejected (AR) or Rejected (RJ) status. For information, 

see Reject Payments. 

Two Week 

Look Back 

All payment for which the value date lies within the past 2 weeks (based on 

today's date) 

 

Note 

For information about payment status, see Payment Workflow and Statuses. 

Exporting or Printing Payments 

At the left-hand top of the Payment Management List screen, there are options for exporting and printing 

the data in the list. You can choose to export or print all payments or selected ones. 

Exporting Payments 
 

To export payments from the Payments List: 

1. If you want to export selected payments only, first select those payments by checking the 

appropriate checkboxes in the list. 

 

2. Click the Export link. The Export Payments window appears. 
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3. If you chose to export only selected payments, click the Selected Payments radio button. 

4. If you have selected an eligible ACH payment, the Export File Format section allows you to   select 

CSV or NACHA format. 

5. Click Export. 

6. Follow the workflow for your browser to save the file. 

7. Some export requests take additional time to process. In this case, a message will appear indicating 

how to download the file once its exported. 

Note 

Confidential payments will only be exported if you have permission to view them. 

 

Printing Payments 
 

To print payments from the Payments   List: 

1. If you want to print selected payments only, first select those payments by checking the 

appropriate checkboxes in the list. 

2. Click the Print link. 
 



 

35 | P a g e 
 

 
3. Select All Payments or Selected Payments. 

4. Click Print. 

The chosen payments will appear in the Print List View window. Here, you can make additional 

selections before or in addition to printing. The available selections will depend on your browser. 

To print payments from the Payment Detail Screen: 

1. Click Print. 

2. The print dialog opens. You can now send the data from the screen to a printer or file. 

File Import 

The top left side of the Payment List View also offers a File Import option. For information, see Import 

Payment and Template Data. 

Approving/Unapproving Payments 

Payments in the list that have been created and remain in Entered or Modified status can be 

approved or unapproved. For more information, see Working with Lists. 

 

Creating Payments 

Payments can be created by clicking Add a New Payment link on the Payment Management List. 

After clicking the link, you can choose to create a completely new payment, or select an existing 

payment template as the basis for creating a new payment. After making this choice, the payment 

detail screen for the payment type will appear. If you chose an existing payment temple, some of the 

fields on the screen will already have data from the selected template. 

Wire Payments 

o Wire - Domestic Payments 

o Wire - International Payments 
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Transfers 

Loans 

o Loan Payments 
 

Batch Payments 

ACH/NACHA 

o Cash Concentration Payments 

o Cash Concentration/Disbursement Payments 

o Cash Disbursement Payments 

o Child Support Payments 

o Consumer Collections Payments 

o Consumer Payments 

o Corporate Collections Payments 

o Corporate Trade Exchange Payments 

o Corporate/Vendor Payments 

o International ACH Payments 

o Internet Initiated Collections Payments 

o Payroll Payments 

o Tax Payments 

o Telephone Initiated Collections Payments 
 

 

Wire Payments 

Wire payments are electronic funds transfers made directly from one person or institution to another. 

Wires payments are made through a number of different central transfer systems, which include, for 

example, the U.S. Federal Reserve's Fed Wire system and the European transfer service SWIFT. Wire 

payments generally take less time to clear and as a result, are more expensive than domestic batch 

payments. 

 

The following topics cover the types of wires payments supported by the system's Client application: 

o Create a Wire - Domestic Payment 

o Create a Wire - International Payment 
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Wire Payment Account Balances 
 

When you create a new Wire payment and select an account in the Debit Account field, the account 

balance is displayed for the selected account. 

 

Wire - Domestic Payments 

A domestic wire payment creates an electronic funds transfer from payer to payee within the United 

States. 

To create a domestic wire payment: 

Creating a Wire Payment 

1. Select Payment Management from the Payments menu. 

2. Click Add a New Payment. 

3. Use the Payment Type drop-down to select Wire-Domestic, or use the Select a Payment Template 

drop-down to select an existing template. 
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4. Click Continue. 
 

5. Use the Account Number drop-down to select the account to be debited. 

The Account Name and Client Account Name field are automatically filled in. 
 

Note 

If you selected a template, some fields may already be completed. 

6. (optional) In the Customer Reference field, enter a customer reference. 

7. (optional) Enter any comments. Comments will be stored with the transaction but will not be sent 

with the payment. 

8. In the Beneficiary Information section, select a payee from the beneficiary address book by 

clicking the lookup icon  and then selecting from the list. Or enter the beneficiary name. If you 

select an entry from the beneficiary address book, some of the remaining fields will be 

automatically populated. 

9. If necessary, enter the address and country for the beneficiary. 

If you need to add another address line, click Add Address Line. 

10. In the Beneficiary Bank Information section, enter or select the Account Type. 

11. Select a beneficiary bank code. If you select an existing code, the beneficiary bank name 

and address are automatically filled in. 

Note 

Depending on your system configuration, in the Beneficiary Bank Information section you may 

see two radio buttons: Bank Code Look-up and Freeform Entry. 

o If the beneficiary bank is a part of the Fed Wire/ABA system, select the bank code 

as instructed in step 10. 

o If the bank is not part of the Fed Wire system, click Freeform Entry, and then enter the bank 

account number, name, and address. Click Add Address Line for each additional address 
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line as needed. 

12. Enter the account number. 

13. In the Amounts & Dates section, enter the credit amount. 

14. Use the calendar icon to select a value date. The transaction date will be populated based on 

the value date you enter. 

15. In the Intermediary Bank section, use the Code drop-down to select a bank code for the first 

intermediary bank, if any. The bank name and address will be automatically filled in. 

16. In the Payment Details and Bank to Bank Instructions sections, enter any payment details 

and bank-to-bank instructions that you want to accompany the payment. 

You can add up to six lines of bank-to-bank instructions. 

17. (optional) In the Ordering Party section, use the ID Type drop-down to select a type for the 

originator of the transaction, if any. 

18. Enter the originator's ID. 

19. Enter name and optional address information for the originator if it has not been filled in 

automatically. 

20. To save this payment as a template, check the Save this payment as a template for future 

use checkbox. Then enter a Template Code (a descriptive name for the template) and 

Template Description. If you want the template to be visible only to users who are explicitly 

entitled to it, check the Restrict checkbox. The template will need to be approved before it can 

be used. For information on approval, see Working with Lists. 

21. Click Submit to submit the payment or Save for Later to edit the payment later. 

After the payment is submitted or saved, a message will appear at the top of the screen indicating 

whether the payment was submitted or saved successfully or if the payment has any errors. See 

Confirmation and Error Messages for additional information. 

A payment must be approved before it is sent to the beneficiary. Payments can be approved from 

the Payment Management list. See Working with Lists for more information. 

 

Wire - International Payments 

An international wire payment creates an electronic funds transfer between a payer and payee who are 

in two different countries. 

To create an international wire payment: 

1. Select Payment Management from the Payments menu. 

2. Click Add a New Payment. 

3. Use the Payment Type drop-down to select Wire - International, or use the Select a 
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Payment Template drop-down to select an existing template. 

 

4. Click Continue. 

5. Use the Account Number drop-down to select the account to be debited. 

The Account Name, Client Account Name, and Bank Name fields are automatically filled in. 
 

Note 

If you selected a template, some fields may already be completed. 

6. (optional) Enter a customer reference. 

7. (optional) Enter any comments you want to save with the transaction. Comments will not be 

included with the payment itself. 

8. In the Beneficiary Information section, select a payee from the beneficiary address book by 

clicking the lookup icon  and then selecting from the list. Or enter the beneficiary name. If you 

select   an 

entry from the beneficiary address book, some of the remaining fields will be automatically 

populated. 

9. (optional) If the beneficiary address was not automatically populated, enter the beneficiary address. 

If you need to add another address line, click Add Address Line. 

10. (optional) If needed, use the Country drop-down to select the beneficiary's country. 

11. In the Beneficiary Bank Information section, select the beneficiary's account type. 

12. Use the Bank Code Type drop-down to select the bank code type. 
 

13. Enter the beneficiary account number. 
 

Note 

Depending on your system configuration, you may see two radio buttons underneath the 

Account Number field. If the beneficiary bank has a routing number, leave the Bank Code Look- 
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up option selected. If the bank does not have a routing number, click Freeform Entry. 

14. If you selected Bank Code Lookup, select a bank code from the Bank Code drop-down. 

15. If you selected Freeform Entry, enter the bank account number, bank name, and any address fields. 

16. In the Amounts & Dates section, enter the appropriate amount and currency. For multi-currency 

payments, you can enter the credit amount or debit amount. 

17. Use the calendar icon to select a value date. 

18. The Exchange Rate field displays the current exchange rate between the two currencies involved 

in the payment. 

19. (optional) In the Intermediary Bank section, use the Code Type drop-down to select a bank code 

type. 

20. Use the Code field to select a bank code for the intermediary bank, if any. The bank name and 

address will be automatically filled in. 

21. (optional) In the Payment Details and Bank-to-Bank Instructions sections, enter any lines of 

detail and instructions that you want to accompany the payment. 

You can add up to six lines of bank-to-bank instructions. 

22. In the Ordering Party section, use the ID Type drop-down to select the type for the originator of 

the transaction, if any. 

23. The ID, Name, and Address fields may be filled in automatically from the information you entered 

before. If not, enter the originator's ID, name, and address information. 

24. Click Submit to submit the payment or Save for Later to edit the payment later. 

After the payment is submitted or saved, a message will appear at the top of the screen indicating 

whether the payment was submitted or saved successfully or if the payment has any errors. 

A payment must be approved before it is sent to the beneficiary. Payments can be approved from 

the Payment Management list or payment detail screen. 

 

Transfers 

A transfer is a simple transfer of money between two accounts. You can choose to create a single 

transfer or multiple transfers by choosing the Many to One or One to Many option. 

o A many-to-one transfer lets you transfer money from several different accounts to a single account. 

o A one-to-many transfer lets you transfer money from one account to several different accounts. 

Creating a Single Transfer 

To create a transfer payment: 

1. Select Payment Management from the Payments menu. 
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2. Click Add a New Payment. 

3. Use the Payment Type drop-down to select Transfer. 

4. At Transfer Type, select Single, and then click Continue. 

5. In the Debit Account section, use the Account Number drop-down to select the account to 

be debited. 

The Account Name, Client Account Name, and Bank Name fields are automatically filled   in. 

6. (optional) In the Customer Ref field, enter a customer reference. 

7. (optional) Enter any comments. Comments will be stored with the transaction but not be forwarded 

with the transfer. 

8. In the Credit Account section, select a credit Account 

Number. The Name and Bank Name fields are automatically 

filled in. 

9. In the Amounts and Dates section, enter a credit or debit   amount. 

 

10. The earliest possible value date will automatically be selected. If needed, you can enter a different 

value date or select one using the calendar icon. 

11. In the Payment Details section, enter any instructions or other details. 

12. To save this payment as a template, check the Save this payment as a template for future 

use checkbox. Then enter a Template Code (a descriptive name for the template) and 
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Template Description. If you want the template to be visible only to users who are explicitly 

entitled to it, check the Restrict checkbox. The template will need to be approved before it can 

be used. For information on approval, see Working with Lists. 

13. Click Submit to submit the payment or Save for Later to edit the payment later. 

After the payment is submitted or saved, a message will appear at the top of the screen indicating 

whether the payment was submitted or saved successfully or if the payment has any errors. See 

Confirmation and Error Messages for additional information. 

A payment must be approved before it is sent to the beneficiary. Payments can be approved from 

the Payment Management list. See Working with Lists for more information. 

 

Creating a Many-to-One Transfer 

To create a many-to-one transfer: 

1. Select Payment Management from the Payments menu. 

2. Click Add a New Payment. 

3. Use the Payment Type drop-down to select Transfer. 

4. At Transfer Type, select Many to One, and then click   Continue. 

5. Select the From Account. 

6. Select the To Account. 
 

Note 

The From and To Accounts must have the same currency. 

7. Enter the debit amount. 

8. Use the calendar icon to select the desired value date. 

9. (optional) Enter a comment; the comment is stored but not forwarded with the transfer payment. 

10. If you want to create another transfer, click the Add Account link. 

The bottom of the screen will keep a running tally of the number of accounts added for transfer, 

the amount of each transfer, and the From and To Accounts for each transfer. 

11. Repeat steps 5 to 10 for each new transfer you want to make. 

12. To save this payment as a template, check the Save this payment as a template for future 

use checkbox. Then enter a Template Code (a descriptive name for the template) and 

Template Description. If you want the template to be visible only to users who are explicitly 

entitled to it, check the Restrict checkbox. The template will need to be approved before it can 

be used. For information on approval, see Working with Lists. 
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13. Click Submit to submit the payment or Save for Later to edit the payment later. 

After the payment is submitted or saved, a message will appear at the top of the screen indicating 

whether the payment was submitted or saved successfully or if the payment has any errors. See 

Confirmation and Error Messages for additional information. 

A payment must be approved before it is sent to the beneficiary. Payments can be approved from 

the Payment Management list. See Working with Lists for more information. 

Creating a One-to-Many Transfer 

To create a one-to-many transfer: 

1. Select Payment Management from the Payments menu. 

2. Click Add a New Payment. 

3. Use the Payment Type drop-down to select Transfer. 

4. At Transfer Type, select One to Many, and then click   Continue. 

5. Select the From Account. 
 

6. Select the To Account. 
 

Note 

The From and To Accounts must have the same currency. 

7. Enter the debit amount. 

8. Use the calendar icon to select the desired value date. 

9. (optional) Enter a comment; the comment is stored but not forwarded with the transfer payment. 

10. If you want to create another transfer, click the Add Account link. 

The bottom of the screen will keep a running tally of the number of accounts added for transfer, 

the amount of each transfer, and the From and To Accounts for each transfer. 

11. Repeat steps 5 to 10 for each new transfer you want to make. 

12. To save this payment as a template, check the Save this payment as a template for future 

use checkbox. Then enter a Template Code (a descriptive name for the template) and 

Template Description. If you want the template to be visible only to users who are explicitly 

entitled to it, check the Restrict checkbox. The template will need to be approved before it can 

be used. For information on approval, see Working with Lists. 

13. Click Submit to submit the payment or Save for Later to edit the payment later. 

After the payment is submitted or saved, a message will appear at the top of the screen indicating 

whether the payment was submitted or saved successfully or if the payment has any errors. See 

Confirmation and Error Messages for additional information. 
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A payment must be approved before it is sent to the beneficiary. Payments can be approved from 

the Payment Management list. See Working with Lists for more information. 

Quick Transfer 

The Quick Transfer widget lets you make a simple transfer of money between two accounts. 
 

 

To make a quick transfer: 

1. Enter an amount. 

2. Use the calendar icon to select the transfer date. 

3. Select the accounts between which you want to transfer funds (the From and To accounts). 

4. Click Queue Transfer. 

Loan Payments 

The application allows you to make a payment towards an existing loan (Loan Payment). The linked 

topics describe the process for creating a loan payment. Loan payments can also be viewed, modified, 

approved and deleted. For additional information see Working with Lists. 

o Make a Loan Payment 
 

Make a Loan Payment 

A loan payment is used to pay down an existing loan. 

To create a loan payment: 

1. Select Payment Management from the Payments menu. 

2. Click Add a New Payment. 
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3. Use the Payment Type drop-down to select Loan Payment, and then click Continue.  

4. Use the From Account drop-down to select the account to be debited. 

5. Use the calendar icon to select a value date. 
 

6. Use the Loan Account drop-down to select the loan. 

The remaining balance on the loan, the due date of the payment, and the amount due are displayed 

if the system is configured to display this information. 

 

Enter the amount of the payment you want to make. 

7. Depending on the system configuration, you may see the Applies to field. If the field is available, 

use the drop-down to select how you want to apply the payment. Common choices are Standard 

Amount or Principal Amount 

8. Enter any comments you want to include with the payment; the comments will not be forwarded 

with the payment itself. 

9. To save this payment as a template, check the Save this payment as a template for future 

use checkbox. Then enter a Template Code (a descriptive name for the template) and 

Template Description. If you want the template to be visible only to users who are explicitly 

entitled to it, check the Restrict checkbox. The template will need to be approved before it can 

be used. For information on approval, see Working with Lists. 

10. Click Submit to submit the payment or Save for Later to edit the payment later. 

After the payment is submitted or saved, a message will appear at the top of the screen indicating 

whether the payment was submitted or saved successfully or if the payment has any errors. See 

Confirmation and Error Messages for additional information. 

A payment must be approved before it is sent to the beneficiary. Payments can be approved from 

the Payment Management list. See Working with Lists for more information. 
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Note 

When the payment is received by the bank, the bank will respond by sending a Processed 

Payment alert. This alert must be setup in order to receive. The alert will inform you whether the 

payment was received, confirmed, or rejected by the bank. 

Batch Payments 

Batch payments are typically domestic payments that are sent within a single country. Batch payments 

often have more than one beneficiary. Examples of batch payments include Payroll, Corporate-Vendor, 

and Cash Concentration, payments. 

o ACH Payments 
 

ACH / NACHA Payments 

ACH payments are US domestic batch payments cleared through the Automated Clearing House 

(ACH) network. This network allows for consumer, business, and government payments through 

participating financial institutions. NACHA (National Automated Clearing House Association) 

established and maintains the rules governing ACH transactions. 

The following topics cover the types of ACH payments supported by the Client application: 

o Cash Concentration Payments 

o Cash Concentration/Disbursement Payments 

o Cash Disbursement Payments 

o Child Support Payments 

o Consumer Collections Payments 

o Consumer Payments 

o Corporate Collections Payments 

o Corporate Trade Exchange Payments 

o Corporate/Vendor Payments 

o International ACH Payments 

o Internet Initiated Collections Payments 

o Payroll Payments 

o Tax Payments 

o Telephone Initiated Collections Payments 
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ACH Account Balances 

When you create a new ACH payment and select an account in the Originator ID field (that is, you 

select a payer), the account balance is displayed for the selected account. The offset account will 

also be displayed in the Originator ID field. 

 

Cash Concentration Payments 

A cash concentration transaction transfers funds from one account to the other with the aim of 

consolidating funds in a central account for better cash management. Cash concentrations use NACHA 

clearing method. 
 

To create a cash concentration payment: 

1. Select Payment Management from the Payments menu. 

2. Click Add a New Payment. 

3. Use the Payment Type drop-down to select Cash Concentration. 
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4. Use the Payment Sub Type drop-down to select NACHA as the payment method. 

5. Click Continue. 

6. Select the Originator ID. 

The ACH Company and Company ID / Name fields are automatically filled with the ACH 

company name and the associated company ID/name. 

If there is an offset account associated with the payment account, that will be displayed as well. 

7. In the Value Date field, enter a date or select one using the calendar icon.  

The earliest possible value date will automatically be selected on the 

calendar. 

8. (optional) The Batch Description field is automatically populated with the batch description. If 

needed, change the description. 

9. (optional) In the Descriptive Date field, enter a transaction date that you want to appear on the 

beneficiary's account statement. 

10. (optional) Enter any internal comments. Comments will be stored with the transaction but are not 

forwarded. 

11. In the Beneficiary Information section, select a payee from the beneficiary address book by 

clicking the lookup icon  and then selecting from the list. Or enter the beneficiary name. If you 

select   an 

entry from the beneficiary address book, some of the remaining fields will be automatically 

populated. 

12. (optional) Enter the company location number. 

13. (optional) In the Discretionary Data field, enter the desired data. Discretionary data could be a 

variety of information associated with the payment or beneficiary, such as a payment description or 

the beneficiary name and/or ID number. 

14. Enter or select the ABA number of the beneficiary bank. If you select an existing one, the 

beneficiary company bank name is automatically filled in. 

15. Enter the beneficiary's account number. 

16. Select an account type. 
 

17. Enter the transaction amount. 

The currency is automatically populated. 

18. (optional) Check the Create Prenote checkbox if you want to create and send a prenote. 

19. (optional) Check the Hold checkbox if you want to place a hold on the transaction. 

20. (optional) Use the Addenda Code drop-down to select the appropriate Addenda Code. 
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21. (optional) Enter the addenda. 

22. In the Transactional Comment field, enter an internal comment that you want to store with the 

transaction but not appear on the beneficiary's account statement. Comments entered here are 

not be forwarded. 

23. To exclude this beneficiary from the batch before or after certain dates, see Excluding a Beneficiary 

from a Batch. 

24. To add another beneficiary to the batch, click Add Another Beneficiary. See Adding Another 

Beneficiary for additional information. 

25. To save this payment as a template, check the Save this payment as a template for future 

use checkbox. Then enter a Template Code (a descriptive name for the template) and 

Template Description. If you want the template to be visible only to users who are explicitly 

entitled to it, check the Restrict checkbox. The template will need to be approved before it can 

be used. For information on approval, see Working with Lists. 

26. Click Submit to submit the payment for approval or Save for Later to save a draft of the payment. 

A message will appear at the top of the screen indicating if the action was successful or listing any 

errors. See Confirmation and Error Messages. 

Notes 

o A payment must be approved before it is sent to the beneficiary. Payments can be approved 

from the Payment Management list. See Working with Lists for more information. 

 

Cash Concentration/Disbursement Payments 

A cash concentration/disbursements transaction transfers funds from one account to the other with 

the aim of consolidating funds in a central account for better cash management. The account into 

which the funds are transferred is sometimes called the collection account. This type of transaction 

further allows for the transfer of funds from the collection account into a variety of other accounts 

(disbursement accounts), for example, to increase the possibilities for investment or decrease 

penalties on a single account. Cash concentration/disbursements can use the NACHA clearing 

method. 

To create a cash concentration transaction: 

1. Select Payment Management from the Payments menu. 

2. Click Add a New Payment. 

3. Use the Payment Type drop-down to select Cash Concentration/Disbursement. 

4. Use the Payment Sub Type drop-down to select NACHA as the payment method. 
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5. Click Continue. 

6. Select the Originator ID. 

The ACH Company and Company ID / Name fields are automatically filled with the ACH 

company name and the associated company ID/name. 

If there is an offset account associated with payment account, that will be displayed as well. 

7. In the Value Date field, enter a date or select one using the calendar icon. The earliest 

possible value date will automatically be selected on the calendar. 

8. (optional) The Batch Description field is automatically populated with the batch description. If 

needed, change the description. 

9. (optional) In the Descriptive Date field, enter a transaction date that you want to appear on the 

beneficiary's account statement. 

10. (optional) Enter any internal comments. Comments will be stored with the transaction but are not 

forwarded. 

11. In the Beneficiary Information section, select a payee from the beneficiary address book by 

clicking the lookup icon  and then selecting from the list. Or enter the beneficiary name. If you 

select an entry from the beneficiary address book, some of the remaining fields will be 

automatically populated. 

12. (optional) Enter the company location number. 
 

13. (optional) In the Discretionary Data field, enter the desired data. Discretionary data could be a 
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variety of information associated with the payment or beneficiary, such as a payment description or 

the beneficiary name and/or ID number. 

14. Enter or select the ABA number of the beneficiary bank. If you select an existing one, the 

beneficiary company bank name is automatically filled in. 

15. Enter the beneficiary's account number. 

16. Select an account type. 

17. Use the drop-down to select debit or credit. 

18. Enter the transaction amount. 

The currency will be automatically populated 

19. (optional) Check the Create Prenote box if you want to create and send a prenote. 

20. (optional) Check the Hold box if you want to place a hold on the transaction. 

21. (optional) Use the Addenda Code drop-down to select the appropriate Addenda Code. 

22. (optional) Enter the addenda. 

23. (optional) In the Transactional Comment field, enter an internal comment that you want to store 

with the transaction. Comments entered here are not forwarded with the transaction.  (optional) 

24. To exclude this beneficiary from the batch before or after certain dates, see Excluding a Beneficiary 

from a Batch. 

24. To add another beneficiary to the batch, click Add Another Beneficiary. See Adding Another 

Beneficiary for additional information. 

25. To save this payment as a template, check the Save this payment as a template for future 

use checkbox. Then enter a Template Code (a descriptive name for the template) and 

Template Description. If you want the template to be visible only to users who are explicitly 

entitled to it, check the Restrict checkbox. The template will need to be approved before it can 

be used. For information on approval, see Working with Lists. 

 

26. Click Submit to submit the payment for approval or Save for Later to save a draft of the payment. 

A message will appear at the top of the screen indicating if the action was successful or listing any 

errors. See Confirmation and Error Messages. 

Notes 

o A payment must be approved before it is sent to the beneficiary. Payments can be approved 

from the Payment Management list. See Working with Lists for more information. 

 

Cash Disbursement Payments 

Cash disbursements can use the NACHA clearing method. This topic discusses creating a cash 
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disbursement using the NACHA clearing method. 

To create a cash disbursement: 

1. Select Payment Management from the Payments menu. 

2. Click Add a New Payment. 

3. Use the Payment Type drop-down to select Cash Disbursement. 

4. Use the Payment Sub Type drop-down to select a method:  NACHA. 

 

5. Click Continue. 

6. Select the Originator ID. 

The ACH Company and Company ID / Name fields are automatically filled with the ACH 

company name and the associated company ID/name. 

If there is an offset account associated with payment account, that will be displayed as well. 

7. In the Value Date field, enter a date or select one using the calendar icon. The earliest 

possible value date will automatically be selected on the calendar. 

8. (optional) The Batch Description field is automatically populated with the batch description. If 

needed, change the description. 

9. (optional) In the Descriptive Date field, enter a transaction date that you want to appear on the 

beneficiary's account statement. 

10. (optional) Enter any internal comments. Comments will be stored with the transaction but are not 
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forwarded. 

 

11. In the Beneficiary Information section, select a payee from the beneficiary address book by 

clicking the lookup icon  and then selecting from the list. Or enter the beneficiary name. If you 

select an entry from the beneficiary address book, some of the remaining fields will be 

automatically populated. 

12. (optional) Enter the company location number. 

13. (optional) In the Discretionary Data field, enter the desired data. Discretionary data could be a 

variety of information associated with the payment or beneficiary, such as a payment description or 

the beneficiary name and/or ID number. 

14. Enter or select the ABA number of the beneficiary bank. If you select an existing one, the 

beneficiary company bank name is automatically filled in. 

15. Enter the beneficiary's account number. 

16. Select an account type. 

17. Enter the transaction amount. 

The currency will automatically be populated. 

18. (optional) Check the Create Prenote box if you want to create and send a prenote. 

19. (optional) Check the Hold box if you want to place a hold on the transaction. 

20. (optional) Use the Addenda Code drop-down to select the appropriate Addenda Code. 

21. (optional) Enter the addenda. 

22. (optional) In the Transactional Comment field, enter an internal comment that you want to store 

with the transaction. Comments entered here are not forwarded with the transaction.  (optional) 

23. To exclude this beneficiary from the batch before or after certain dates, see Excluding a Beneficiary 

from a Batch. 

24. To add another beneficiary to the batch, click Add Another Beneficiary. See Adding Another 

Beneficiary for additional information. 

25. To save this payment as a template, check the Save this payment as a template for future 

use checkbox. Then enter a Template Code (a descriptive name for the template) and 

Template Description. If you want the template to be visible only to users who are explicitly 

entitled to it, check the Restrict checkbox. The template will need to be approved before it can 

be used. For information on approval, see Working with Lists. 

26. Click Submit to submit the payment for approval or Save for Later to save a draft of the payment. 
 

Notes 

o A payment must be approved before it is sent to the beneficiary. Payments can be approved 

from the Payment Management list. See Working with Lists for more information. 
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Child Support Payments 

This transaction type is used to pay court-ordered child support. The beneficiary in child support 

payments is the state agency mandating the payment. 

To create a child support payment: 

1. Select Payment Management from the Payments menu. 

2. Click Add a New Payment. 

3. In the Add Payment window, click the Select Payment Type radio button. 

4. Use the Payment Sub Type drop-down to select NACHA as the payment method. 

5. Click Continue. 

 

6. Select the Originator ID. 

The ACH Company and Company ID / Name fields are automatically filled with the ACH 

company name and the associated company ID/name. 

If there is an offset account associated with payment account, that will be displayed as well. 

7. In the Value Date field, enter a date or select one using the calendar icon. The earliest 

possible value date will automatically be selected on the calendar. 

8. (optional) The Batch Description field is automatically populated with the batch description. If 

needed, change the description. 

9. (optional) In the Descriptive Date field, enter a transaction date that you want to appear on the 
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beneficiary's account statement. 

10. (optional) Enter any internal comments. Comments are saved, but are not forwarded with the 

transaction. 

 

11. In the Beneficiary Information section, use the Agency drop-down to select the state 

agency mandating the payments. 

The remaining Beneficiary fields will appear. These fields will vary slightly depending on the state 

agency. 

Note 

The beneficiary address book does not support child support beneficiaries. 

12. Enter the payer's (the absent parent's) first and last name. 

13. Enter the absent parent's social security number. 

14. Enter the payment amount. 

15. (optional) Check the Zero Dollar Live Entry checkbox if this payment is a zero-dollar live entry. 

16. Enter the case identifier or court order number. Sometimes, this field will include the state name 

(for example, Florida Case No.). 

17. Use the calendar icon to select the pay date (the date when income is withheld). 

18. (optional) If the agency requires the FIPS code, use the drop-down to select the appropriate code. 

19. (optional) Use the Employment Terminated field to select the payee's employment status. 

20. (optional) Use the Medical Support Indicator field to select whether the payer has medical 

coverage through an employer; the options are Y, N, and W (not applicable). 

21. (optional) Check the Create Prenote box if you want to create and send a prenote. 

22. (optional) Check the Hold box if you want to place a hold on the transaction. 

23. In the Transactional Comment field, enter an internal comment that you want to store with the 

transaction. Comments entered here are not forwarded with the transaction. 

24. To exclude this beneficiary from the batch before or after certain dates, see Excluding a Beneficiary 

from a Batch. 

25. To add another beneficiary to the batch, click Add Another Beneficiary. See Adding Another 

Beneficiary for additional information. 

26. To save this payment as a template, check the Save this payment as a template for future 

use checkbox. Then enter a Template Code (a descriptive name for the template) and 

Template Description. If you want the template to be visible only to users who are explicitly 

entitled to it, check the Restrict checkbox. The template will need to be approved before it can 

be used. For information on approval, see Working with Lists. 
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27. Click Submit to submit the payment for approval or Save for Later to save a draft of the payment. 
 

Notes 

o A payment must be approved before it is sent to the beneficiary. Payments can be approved 

from the Payment Management list. See Working with Lists for more information. 

Consumer Collections 

This transaction type is used to collect consumer debts. In this case, the consumer's account is debited 

by the corporation or vendor collecting the debt. So the beneficiary is the corporation/vendor, not the 

consumer. 

To create a consumer collection transaction: 

1. Select Payment Management from the Payments menu. 

2. Click Add a New Payment. 

3. In the Add Payment window, click the Select Payment Type radio button. 

4. Use the Payment Type drop-down to select Consumer Collections/Payments. 

5. Use the Payment Sub Type drop-down to select NACHA as the payment method. 

6. Click Continue. 

7. Select the Originator ID. 

The ACH Company and Company ID / Name fields are automatically filled with the ACH 

company name and the associated company ID/name. 

If there is an offset account associated with payment account, that will be displayed as well. 

8. In the Value Date field, enter a date or select one using the calendar icon. The earliest 

possible value date will automatically be selected on the calendar 

9. (optional) The Batch Description field is automatically populated with the batch description. If 
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needed, change the description. 

10. (optional) In the Descriptive Date field, enter a transaction date that you want to appear on the 

beneficiary's account statement. 

11. (optional) Enter any internal comments. Comments are saved, but are not forwarded with the 

transaction. 

12. In the Beneficiary Information section, select a payee from the beneficiary address book, or 

enter the consumer name. If you select an entry from the beneficiary address book, some of the 

remaining fields will be automatically populated. 

13. (optional) Enter an identifier for the beneficiary. 

14. (optional) In the Discretionary Data field, enter the desired data. Discretionary data could be a 

variety of information associated with the payment or beneficiary, such as a payment description or 

the beneficiary name and/or ID number. 

15. Enter or select the beneficiary's bank ABA number. If you select an existing code, the consumer 

bank name is automatically filled in. 

16. Enter the beneficiary's account number. 

17. Select an account type (checking or savings). 

18. Enter the transaction amount. 

19. (optional) Check the Create Prenote box if you want to create and send a prenote. 

20. (optional) Check the Hold box if you want to place a hold on the transaction. 

21. (optional) Use the Addenda Code drop-down to select the appropriate Addenda Code. 

22. (optional) Enter the addenda. 

23. In the Transactional Comment field, enter an internal comment. Comments are saved, but are not 

forwarded with the transaction. 

24. To exclude this beneficiary from the batch before or after certain dates, see Excluding a Beneficiary 

from a Batch. 

25. To add another beneficiary to the batch, click Add Another Beneficiary. See Adding Another 

Beneficiary for additional information. 

26. To save this payment as a template, check the Save this payment as a template for future 

use checkbox. Then enter a Template Code (a descriptive name for the template) and 

Template Description. If you want the template to be visible only to users who are explicitly 

entitled to it, check the Restrict checkbox. The template will need to be approved before it can 

be used. For information on approval, see Working with Lists. 

27. Click Submit to submit the payment for approval or Save for Later to save a draft of the payment. 
 

Notes 








































































































































































































































































































