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After entering transactions 
you will have created a 
batch that will look similar to 
this when first entering 
Transaction Wizard 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Or may look like this if you 
are inside of the batch. 
 
 
From either place you can 
post the batch.  Click on 

Review 
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The following screen will come up 
and you can Preview or Print your 
Batch Report. 
 
 
When you are satisfied with your 

batch you simply click on Post 

Batch  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
You will be brought back to the 
Batch Screen and you’re 
transactions are now posted and 
Acknowledgements or Reminders 
are available for printing out of 
Correspondence Wizard. 
 
 
Reminder:  It is not necessary to 
unpost a batch to make changes 
to a transaction. Please call us to 
discuss optional corrections. 
 
 
 
 

 
 
 
 

 
 
 

 


