Home Page

Your Home page is your single point-of-entry and access to all TrancentrixPortal features and functionality. From configuring payment accounts to
creating, verifying, submitting and configuring payment requests to running status reports and configuring personal preferences, your Home page is
intuitively designed to help you simplify your payments process and get to key payment information within just a few clicks.
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New Accounts Page

From the Home page, simply click the >>Add New link to access the New Accounts Page. From this screen, you can define how funds are to be
transferred from PayFrom (Payor) to PayTo (Payee) accounts. Each account allows for the capture of pertinent account information, including address,
bank details, email notification addresses, payment method and default currency selection. On the PayTo accounts, you can also insert Additional
Information Fields to track account-specific information such as invoice number, purchase order number or division. This information is for reporting

purposes only and does not display on the payment.
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Account Verification

Upon setting your account defaults, either click the Save or Save & Add Another button to save the new account to the Entered Account group for
verification by someone else, or simply click the Verify or Verify & Add Another links to transfer the account to the Verified Accounts folder. Accounts must
be verified before they are available for payments. If necessary, verified accounts can later be unverified to accommodate account revisions.
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New Payment

Once New Accounts have been verified and saved to Verified Accounts, they are available for making payments. Begin by clicking the >>Add New

payment link on the Welcome page and select a PayTo account
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Create New Payment

The selected PayTo account details entered at the time the New Account was created will display on the Create New Payments page. To make a new
payment, simply enter the amount, make any changes to the PayBy or PayFrom Account information and click Next to create the payment. Remember —

you can fund either a PayTo or PayFrom account from this screen, but not both at the same time.
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Verify the New Payment

New and modified payments must be verified for accuracy and security. Users with the appropriate rights will perform the payment verification procedure
to make the payment available for submission to Trancentrix.
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Submit Payment

Payments must be submitted to Trancentrix in order to be executed. Users with Submit rights can perform this operation.
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Confirm the Payment

This page allows the submitter to make a final review of the payment details, including applicable fees and the payment value date assignment. Once
satisfied that the payment is complete, click the Confirm button to transmit the payment to Trancentrix. It's as easy as that!
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Confirmation Report

The Confirmation Report will automatically display the payment ticket information for review or printing.
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