HOW TO SET UP ONLINE PAYMENTS
Remittance payments for apportionments, askings, special days, and advance specials, plus payments for insurance, pension, and cafeteria plan invoices, can all be made online safely, securely, and most importantly, easily.
STEP 1
On the Conference’s webpage ( www.ctcumc.org ), click on “Administration”, then “Apportionments”, and then “Online Payment”.
STEP 2
Click on “Create Profile”

Creating a profile means you do not have to input your bank information each time.  It will also remember your online payment history.

Enter your email address.
Click “Continue”.

STEP 3
Enter profile information.

The Conference will contact this person if there is a problem with the online payment.

Click “Create Profile”.

STEP 4
Click “Add Transaction”.

Complete the Remittance Form.  

Put amounts in the boxes on the remittance form and tab to the next line.  The order of the funds will be familiar from the printed remittance form.  For funds not listed on the form, use the “Other” lines and give the project number or a brief description.  
Making payments for Insurance, Pension, or Cafeteria Plan invoices is at the bottom of the remittance form. The description needs to be the Invoice Number found on the top right-hand corner of the invoice.

IMPORTANT:  Below the remittance form is the drop down box “Payment Frequency”.  Always choose “One-time Payment”.  The other choices will automatically generate a payment without any other action on your part.

Click “Continue”.
STEP 5
Enter Church City and Name

Enter 6-digit church number (GCFA number)

In the drop down box for “Account”, choose “New Account –Checking”.

Enter church’s bank routing number and account number.

REVIEW “Payment Summary”.  Click “Edit” if not correct.

Click “Process”.

STEP 6
Print Confirmation.

The confirmation page can be used to create the journal entry to record the transaction in your general ledger.  Also, the Confirmation Number makes it easy for the Conference Office to identify a specific transaction.

FINISHED 
For subsequent payments, login using your email and password.  Online remittance payments are posted to your Church Statement the same day they are received in the Conference office (usually the third day after the “Start Date”). Online church statements (look for the link on the “Apportionment” web page) are updated after every posting, and provide you with near real-time giving information.  Contact David Stinson (817-877-5222, 800-460-8622, david@ctcumc.org) if you have any problems or need additional information about online payments or church statements.

