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How to submit a new standalone Debit ACH 

1. Select Manage plan. 

 
 

2. Select Debit ACH Payment. 
 

3. Under “Payroll details,” click Select new or existing payment to display a dropdown of 
options. 

 

Note: The existing payment will show once the detail has been processed successfully 

 
 

4. Select Create new payment. 

 
 

5. Under “Debit ACH details,” select Create new Debit ACH account. 
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6. Enter a pay date, and then enter the total amount of each money source in the 
corresponding fields 

 
 

7. Enter an Account nickname, Bank name, routing number, account number and 
debit account type. Then select the calendar icon to choose a Debit ACH draft date. 

 
 

8. Optional: Select the checkbox to make this ACH account your default selection. 

 
 

9. Select Submit Payment. 
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