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ACH Returns and Notice of Change (NOC) Reporting 
User Access Entitlement & Enabling Alert Notifications 

 

User Access Entitlement 

1. Select Administration > Company Administration.     

 

2. Select Manage Users and then select the User ID of the person that is being given entitlement 
access to ACH Reporting. 
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3. Under Services & Accounts, click on the Edit Services & Accounts icon.  

 

4. From the Service list, locate ACH Reporting and click the circled plus icon on the far right.  
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5. After selecting the service, a green dot will appear next to the service name (ACH Reporting). 
The circled plus icon will change to a circled x icon and a message reading Service enabled, 
accounts not applicable. 

   

6. Scroll to bottom of screen and select Save Changes to save all changes made.  

 

       The following message will be displayed indicating the user was updated successfully.  
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User Alert Enablement 
Each user entitled to ACH Reporting (Users and Administrators) must perform the following steps to 
receive an email Alert when a new ACH Report is available.  

1. Navigate to Administration > Communications.  

 

2. Select Manage Alerts > Non-Account. 
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3. Locate the following alerts under the Available alerts section, then click on the circled plus icon.  
 ACH Notice of Change Receive 
 ACH Return Report Created 

 

4. Click the box to select the email address, then click Add to save the alert. 
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5. The alerts will now be visible under Active alerts section of Manage Alerts. 
 

 

Accessing and Viewing ACH Reports 

To obtain information about an item that prompted an alert or to search for multiple items within a 
specified period. 

1. Navigate to Reports > ACH.  
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2. You will have the option of selecting Returned ACH Transactions (default screen) or  
Notices of Change. 

 
 

Report Search Feature 

1. Click on Modify Search to open search field options.   
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2. Make selections in the available fields to specify search criteria for reports.  
 
 Output To = Report format options Screen (HTML), CSV, PDF, and NACHA (one selection 

per search) 
 Company name/ID = Search using a single ACH ID or multiple ACH ID’s (if your company 

has multiple ACH ID’s).  
 Date = Search for one specific date  
 Date Range = Search using a date range (date range limited to a maximum increment of 

three months per search).   

 

 


