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ACH Template 
To ACH Upload a file, follow the below:  

1. Once you log in, hover over “Money Movement.” 

 
2. Then select “ACH.” 
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3. Hover over the “Make Payment” button.  

 
4. Look for an option to “Create a template”. Click on that option to proceed. 
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5. Provide the necessary details for the template. This includes information such as Template 
Name, Request Type, Company Name/ID, Debit Account, and Maximum Transfer Account.  
Once completed you will click “Continue”. 

 

6. Double-check all the details to ensure accuracy, as these will be used as the default settings for 
future transactions created from the template.  

 
7. You will then enter the destination accounts information; ABA, Account, Account Type, Name, 

Detail ID, and Default Amount (Optional). 
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8. Once information entered you will click “Create Template” 

 
9. A confirmation message indicating that the template has been created successfully.  Make a 

note of the template name or identifier for future reference.  

 
10. To use the ACH template for future transactions, navigate to the ACH – Make a Payment.  You 

will see all your templates that have been created.  
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Editing a Template 

11.  You will see a list of templates associated with your account. Locate the template you wish to 
edit and select it.  

 

12.  Once you select the template, you will be presented with the template details and settings.  
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13. Click the edit button and make the necessary changes to the template.  

 
14.  Once you have made all the desired changes, click “Save Changes” button to save the edits to 

the template.  

 

 

 

 

 

 

 

 

 

 

 

 

For additional help please reach out to your service team or call the support line at (800) 922-
8429, Press 1. 


