
Payments A-Z
Everything you ever wanted to know about entering and 

processing credit cards and ACH (direct checks)
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Entering Payments
This section will guide you through the process of entering payments and payment plans.
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Payment Interface Overview

Single credit card or ACH payment for 
today. (FAST). Used to add on to a p/a –

must be for today.

Enter a single promise to pay, for any date by 
mail, credit card, ACH or other means

Enter a recurring payment plan, by mail, credit 
card, ACH or other means

How to use it
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Payment Interface Flow

QUICK PAY

* Quick pay must be a CREDIT CARD or ACH for TODAY

**See next page for more on Credit Cards 
and Checks (ACH)
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Payment Interface - Authorizing Credit Cards

▸ When the first payment is DATED 
TODAY choose AUTHORIZE.

▸ For future payments, do not select 
authorize. Instead, select SAVE and 
they will be authorized on the future 
date(s)

▸ Optional Service Charge

▸ Confirm Authorization
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Payment Interface - Completing ACH transactions

▸ Checks do not have real time 
authorization like credit cards

▸ Choose confirm



Processing Credit Cards
This section will guide you through the process of authorizing and posting credit cards transactions.
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Credit Cards: Processing Step 1

Y

Payment Transaction Menu -> Express payment processing options -> Express Credit Card Processing

This function will:
1. Update the accounts
2. Authorize recurring payments
3. Create a payment batch
4. Remove declines from the batch
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Credit Cards: Reviewing the Totals

Page UP/DOWN

Step 1 Step 2: <Enter> Step 3: Detail and Summary
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Credit Cards – Posting the Batch
From the PAYMENT TRANSACTION MENU

▸ Go to the “1. Debtor/Agency entry” option and run your edit. 
Review your edit and make any changes needed.

▸ Go to the “2. Debtor/Agency Posting option off the

▸ Choose “Y” 

▸ Press Enter

Payments will be posted



Processing ACH (Checks)
This section will guide you through the process of presenting and posting ACH/Direct Checks within RMEX.
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ACH/Checks: Processing Step 1

Y

Payment Transaction Menu -> Express payment processing options -> Express Check/ACH Processing

This function will:
1. Update the accounts
2. Authorize recurring payments
3. Create a payment batch
4. Remove declines from the batch
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ACH/Checks: Reviewing the Totals

Page UP/DOWN

Step 1 Step 2: <Enter> Step 3: Detail and Summary
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ACH – Posting the Batch
From the PAYMENT TRANSACTION MENU

▸ Go to the “1. Debtor/Agency entry” option and run your edit. 
Review your edit and make any changes needed.

▸ Go to the “2. Debtor/Agency Posting option off the

▸ Choose “Y” 

▸ Press Enter

Payments will be posted


