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When you add a subsidiary, the required information varies. A subsidiary must 

have valid information for at least one payment type. The required information for 

each payment type includes the following:

PAYMENT TYPE REQUIRED FIELDS

ACH Payment 

ACH Receipt 

ACH Collection 

ACH Batch 

Payroll

ACH Header 

Tax ID

Domestic Wire Transfer 

International Wire Transfer

Wire Header 

Address

Adding a Subsidiary 
If you have the Manage Subsidiaries feature assigned, you can use the Subsidiary 

Management page to add a subsidiary.

To Add a Subsidiary

1. In the navigation menu, click or tap Commercial > Subsidiaries. The Subsidiary
Management page appears.

2. Click or tap Add Subsidiary. The Add Subsidiary page appears.

3. Do the following:

a. In the Name field, enter a name for the subsidiary.

b. In the Payment Types area, click or tap one of the following to select the
payment types for the subsidiary:

• ACH & Wire

• ACH

• Wire

c. (Optional) In the ACH Header field, enter the ACH header to use. It feeds the
Company Name of the Batch Header record.

d. (Optional) In the ACH Tax ID field, enter the tax ID number to use.

e. (Optional) In the Wire Header field, enter the wire header to use. The Wire
Header has a limit of 35 characters and feeds the originator name on the
5000 tag.

f. (Optional) If performing a wire transfer, enter the postal address.

4. Click or tap Create Subsidiary. The new subsidiary is saved and the Subsidiary
Management page appears.

TIP: The required fields on the Add Subsidiary page vary, depending on the payment types you select.
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Searching for a Subsidiary 
If you have the Manage Subsidiaries feature assigned, you can use the Search field on 

the Subsidiary Management page to locate a subsidiary.

To Search for a Subsidiary

1. In the navigation menu, click or tap Commercial > Subsidiaries. The Subsidiary
Management page appears.

2. Click or tap the Search field and enter your search text. You can search for all
or part of the subsidiary name, the ACH name, Wire Header, or the TaxID. The
search results appear on the Subsidiary Management page.

Editing a Subsidiary
If you have the Manage Subsidiaries feature assigned, you can make changes to an 

existing subsidiary on the following pages:

• Subsidiary Management page

• Subsidiary page when you create or edit a payment or template

To Edit a Subsidiary on the Subsidiaries Management Page

1. In the navigation menu, click or tap Commercial > Subsidiaries. The Subsidiary
Management page appears.

2. Locate the subsidiary that you want to edit. You can browse or search to
locate the subsidiary. Click or tap the edit icon ( ) for the subsidiary. The Edit
Subsidiary page appears.

3. On the Edit Subsidiary page, make any needed changes.

4. Click or tap Save Subsidiary. The Subsidiary Management page appears.

To Edit a Subsidiary When You Create a Payment or Template

1. On the Subsidiary page in the new payment or new template, locate the
subsidiary that you want to edit.

2. Click or tap the edit icon ( ) for the subsidiary. The Edit Subsidiary page
appears.

3. On the Edit Subsidiary page, make any needed changes.

4. Click or tap Save Subsidiary and continue editing the payment or template.

Deleting a Subsidiary
When you delete a subsidiary, you can no longer use the subsidiary in a payment or 

a template. Deleting a subsidiary does not delete the subsidiary data from existing 

payments that use the subsidiary.

To Delete a Subsidiary

1. In the navigation menu, click or tap Commercial > Subsidiaries. The Subsidiary
Management page appears.

2. Locate the subsidiary that you want to delete. You can browse or search to locate
the subsidiary. Click or tap the edit icon ( ). The Edit Subsidiary page appears.

3. Click or tap Delete Subsidiary. The Delete Subsidiary page appears.

4. Click or tap Delete Subsidiary. The Subsidiary Deleted page confirms deletion.

5. Click or tap Close to return to the Subsidiary Management page.




