
ACH Payments Using Templates



Create New Template under the Advanced Payments menu

To create a new Template, click on 
Payments under the Cash 
Management menu.

For additional assistance, please call 888.769.3796 or email tmsupport@johnsonfinancialgroup.com.
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Payment Templates allow you to save the transaction

Payment Templates allow you to 
save the transaction and re-use it.

For additional assistance, please call 888.769.3796 or email tmsupport@johnsonfinancialgroup.com.
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Filter for different template types

You can filter different template 
types by clicking on the transaction 
type listed.

For additional assistance, please call 888.769.3796 or email tmsupport@johnsonfinancialgroup.com.
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Click + Create Template 

To create a new template, click 
+Create Template  and select the 
type of transaction for this 
template.

Please note, the following pages 
will show an ACH Batch template 
being created.  All ACH types will 
follow an identical workflow.  For 
Wire Templates, please see the 
Wire Template user guides. 

For additional assistance, please call 888.769.3796 or email tmsupport@johnsonfinancialgroup.com.
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Give your Template a name

Give your Template a name and 
select which user roles may access 
this template. 

For additional assistance, please call 888.769.3796 or email tmsupport@johnsonfinancialgroup.com.
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Click Save when you are finished

Complete the Origination Details 
by selecting the SEC Code,  
Company Entry Description, 
Subsidiary, and the Account.

For additional assistance, please call 888.769.3796 or email tmsupport@johnsonfinancialgroup.com.
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Click Save when you are finished

Add in recipients for this template. You 
can either choose existing recipients 
or create new recipients. Add in a dollar 
amount for the payee or leave at $0.00.
If the dollar amount will change every time
you send this recipient a wire, it is 
suggested to leave the amount at $0.00.

See the ACH Recipients Guide 
for instructions for adding New Recipients.

For additional assistance, please call 888.769.3796 or email tmsupport@johnsonfinancialgroup.com.
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Click Save when you are finished

Click Save when you are finished.

For additional assistance, please call 888.769.3796 or email tmsupport@johnsonfinancialgroup.com.
9



The template is now available for you to use.

The template is now available for 
you to use in the Payments 
screen. Use the Actions Kabob 
menu to Pay using the template, 
or edit, copy, and delete the 
template.

For additional assistance, please call 888.769.3796 or email tmsupport@johnsonfinancialgroup.com.
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The template is now available for you to use.

Enter the effective date for the 
transaction.  You can also set a 
recurring transaction schedule if 
desired.

You can also  update the Company 
Entry Description, if necessary.  

For additional assistance, please call 888.769.3796 or email tmsupport@johnsonfinancialgroup.com.
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The template is now available for you to use.

Enter a dollar amount for each 
payee.  

If you don’t want a recipient to be 
paid, click on the recipient tile and 
mark the Do Not Pay box.

If you enter $0.00 for a payee, it will 
send a prenote transaction.  

Clicking on the recipient tile will 
allow you to enter Addendum 
information.  

For additional assistance, please call 888.769.3796 or email tmsupport@johnsonfinancialgroup.com.
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The template is now available for you to use.

You can either Draft or Approve the 
transaction, depending on your 
rights. Draft will save the transaction 
for a future approval. Approve
will complete the transaction right 
away.

For additional assistance, please call 888.769.3796 or email tmsupport@johnsonfinancialgroup.com.
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Note the message and icon color

In this case we Drafted the 
payment.

Note: when the icon is green, the 
transaction is complete.

When the icon is yellow (as here), 
there are extra steps required.

When the icon is red, the 
transaction has failed and 
something needs to be fixed before 
another transaction can be started.

For additional assistance, please call 888.769.3796 or email tmsupport@johnsonfinancialgroup.com.
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Activity Center tracks all transactions that happen 
online. 

Activity Center (found in the 
Transactions menu) tracks all 
transactions that happen online.

If you drafted the transaction, you, 
or another approver, can Approve 
the transaction from here, amongst 
other actions using the kabob 
menu.

Depending on your entitlements, 
you may be able to approve or 
cancel transactions that other 
users have drafted..

For additional assistance, please call 888.769.3796 or email tmsupport@johnsonfinancialgroup.com.
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Additional Resources and Support

• For additional resources, including “how-to” guides, please visit our online Client 
Resources page at:
» https://www.johnsonfinancialgroup.com/client-resources

• If further support is needed, please call our Treasury Management Support 
Center at 888.769.3796 or by email at tmsupport@johnsonfinancialgroup.com.
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