
--Enter the "DZ" 
number you want 
to copy.
--Click the Copy 
icon.



--Verify the DP-EZ  
copied successfully.

--Click OK



A new DP-EZ is created with 
the previous Payee name 
cleared.  It is ready to be edited 
and recompleted to create a 
new DP-EZ payment.



You will get an error message 
that will not allow you to 
complete the DP-EZ if your 
budget is exceeded at the 
organization level.


