Steps for scheduling a Direct Sate Payment:

1. Click on the “Transactions” tab at the top of the screen. Then click “Create Transaction”:
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2. Click on “Withdraw” to go the Schedule Deposit:
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3. On the Withdrawal Transaction Details menu on the right of the screen, select the sub account that
you would like to make your Direct State Payment from:
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4. Select “Withdraw — State Payment”:
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5. Select the type of Direct State Payment that you would like to make. You will have four options — S1
Trust Fund Loan, S2 — Tax Settlement, S3 — Env Impr/Clean Water/Safe Drinking Loan & S4 — SIB Loan
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6. Enter the amount you would like to pay:
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7. Enter the date that you would like the funds to date that you would like to make the payment:
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8. You may place a memo for your own notes regarding the transaction. However, a memo is not required.
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9. Select the “Save” button. This will finalize your payment request. The payment will be processed on the
effective date that you selected.
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