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Adding ACH Uploads to Users 
 

Step 1: Hover over “Administration” and click on “Company Administration” 

 
Step 2: Click on User to be edited under “User ID” 

 
  



 
 

2 
 

Step 3: Click on the “Notepad” Icon for Edit 

 
Step 4: Click on the “+” symbol under ACH File Upload and then “Save changes” 

  


