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Split Transactions 

Multiple Account (Normal) 

NOTE: This option allows the user to select 
multiple accounts for a recipient without the 
designation of primary or secondary, provided 
the recipient has 2 or more accounts.   

1. Select ‘Commercial’ in the left-hand menu, 
then select ‘Payments’. 

 

 

 

 

2. Select an existing ‘Template’ or select ‘New 
Payment’. 

 

 

 

 

 

 

 

 

 

 

3. On the ‘Recipient & Amount’ page, select 
the recipient to be linked to the 
commercial template or payment by 
checking the box. 
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4. Select the ‘Normal’ option above the listing 
of accounts. 

5. Designate the account(s) to be included by 
selecting the check box(es). 

 
 

 
 

 

6. Enter the dollar amount for each account.  

7. Click Next through the rest of the screens 
to finish the Payment or Save the changes 
to the template. 

 
 

 

Multiple Account (Split) 

NOTE: Recipient must have two or more 
accounts to use this feature. 

1. Select ‘Commercial’ in the left-hand menu, 
then select ‘Payments’. 
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2. Select an existing template or select ‘New 
Payment’. 

 

 

 

 

 

 

 

 

 

 

3. Select the recipient to be linked to the 
template or payment by checking the box. 
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4. Select the ‘Split’ option above the listing of 
accounts. 

5. Designate the Primary account and 
Secondary account(s) by selecting the 
check boxes. Then click ‘OK’.  

 

 

 

 

6. Click on the primary account number which 
appears as a blue link.  

 

 
7. Enter the total amount of the ACH 

transaction.  

8. Select the ‘2 accounts’ blue link. 

  
9. Enter the dollar amount for the secondary 

account.  

NOTE: The Primary Account amount will 
automatically decrease accordingly. 

10. Click ‘Next’ through the rest of the screens 
to finish the payment or save the changes 
to the template. 
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NOTE: A confirmation will display on the screen 
when the template has been saved 
successfully. 
 

NOTE: You will be requested to enter a Secure 
Access Token to complete the transaction 
authorization process if creating a payment. 
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