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SECTION 6: BANK ACCOUNT INFORMATION  

 

 

 
 

 

Bank account information: Allows you to create primary and secondary accounts. 

The ACH will draw the amount due for the day’s transactions from the account set as 

primary at the end of the day.  

 

* Note - Only users designated with the ACH role have access to bank account 

information. 

 

Select “Bank account information” from the Main Menu.  

 

Select Next. 

 

 



 

11/2012 Section 6: Bank Account Information Page 2 

 
 

 
Adding a bank account:  Select Add. 
 

 
 

Fill in the required information and check the appropriate account type (Checking 

or Savings) 

 



 

11/2012 Section 6: Bank Account Information Page 3 

 
 
PROCESSING TIP: 

 

The Routing Number is located between the |:   |: symbols and is always 9 digits for 

a U.S. check. 

 

  

Personal checks 
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 Business checks 

 

 

 

Select Add Bank Account. 
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ADDING AN ADDITIONAL BANK ACCOUNT 

 

 
 

 
Adding a bank account:  Select Add. 
 

 
 

 

 Fill in the required information and check the appropriate account type 

(Checking or Savings) 

 Select Add Bank Account. 



 

11/2012 Section 6: Bank Account Information Page 6 

BANK ACCOUNT CHANGES 

 

 
 

 
Make Primary:  To change the primary bank account, select the corresponding button 

and then select Make Primary. 

 

The status on the right-hand column will reflect the new primary bank account. 

 

Remove Bank Account:  Select the button of the account you want to remove.  Select 

the Remove button. 

 

You will receive this warning: 

 

 
 

 

Select Remove to proceed or Cancel if this is incorrect. 

 


