
  

 

C O M M E R C IAL BAN K I N G  

CHASE  COMMERCIAL  ONLINESM  |   BASIC  PAyROLL  |   ADD  EMPLOyEE 

Chase Commercial Online provides you with our Basic Payroll service for your direct deposit payroll needs. 

Step 

1 
From the “Send Payments” tab, select 
“Payroll” and click “Add an Employee.” 

CLICK ADD AN EMPLOyEE 

 
Step 

2
Enter the employee’s information in the 
fields provided and click “Next.” Once 
you’ve verified that the information 
entered is correct, click “Add Employee.” 
you will receive a message that your 
employee has been added. 
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C O M  M  E  R C IAL BAN  K I  N G  

CHASE COMMERCIAL ONLINE | BASIC PAyROLL |  MAKE A PAyMENt 

Select one or more employees and schedule one-time or repeating payments. 

 
Step 

1
From the Sent Payments tab, click 
“Payroll” and then select “Pay 
Employees” to schedule a one-time 
payment or “Repeating Payroll Payments” 
to schedule repeating payments. 

Step 

2 
Select the employee(s) you wish to pay. 

If you are scheduling a one-time 
payment, you may select multiple 
employees. You can also use the “Select 
All” link to select all of your employees. 

SELECt EMPLOyEE, OR 

SELECt ALL 

If you are scheduling a repeating 
payment, you enter payment details for 
one employee at a time. 
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           CHASE COMMERCIAL ONLINE | BASIC PAyROLL |  MAKE A PAyMENt 

 
Step 

3A
To make a one-time payment, enter 
information in the fields provided and 
click “Next.” Once you’ve verified the 
information entered is correct, click 
“Submit Payment.” You will receive a 
message confirming that your payment 
has been scheduled. 

Note: the deliver by date must be at least 2 
business days after the Send On date. 

 
Step 

3B
To schedule a repeating payment, enter 
the information in the fields provided 
and click next. Once you’ve verified the 
information entered is correct, click 
“Schedule Payment.” You will receive a 
message confirming that your payment 
has been scheduled. 
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C O M  M  E  R C IAL BAN  K I  N G  

CHASE COMMERCIAL ONLINE  | BASIC PAyROLL  | VIEw ACtIVIty 

Review, sort, cancel or inquire about recently scheduled payroll payment activity. 

 
Step 

1
From the “Send Payments” tab, select 
“Payroll” and click “Payroll Payments 
Activity.” 

 
Step 

2
Review, sort, cancel or inquire about 
your recently scheduled payroll payment 
activity. 
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