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ACH/Payroll: NACHA Upload 

• Select ACH on the left of the screen or located ACH BATCHES on the main screen  

• Select the “+” next to ACH BATCHES 
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• Select the “UPLOAD A FILE” 

 

 

• CLICK “SELECT A FILE” 

 

• NAVAGATE TO YOUR 

NACHA FILE THAT HAS 

BEEN SAVED 

 

• SELECT NEXT 
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• Choose your ACH COMPANY 

• Choose your OFFSETTING ACCOUNT 

• SELECT NEXT 

• REVIEW FILE AND SELECT SUBMIT FILE 

 

  



 

Page 13 of 28 
 

ACH/Payroll: CSV Upload 

• Select ACH on the left of the screen or located ACH BATCHES on the main screen  

• Select the “+” next to ACH BATCHES  
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• SELECT “UPLOAD A FILE” 

• CLICK “SELECT A FILE” 

• NAVAGATE TO YOUR NACHA FILE THAT 

HAS BEEN SAVED 

• SELECT NEXT 
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• SELECT YOUR PRE-EXISTING TEMPLATE FROM THE DROP DOWN (THE FIRST BOX) OR 

• CREATE A TEMPLETE OR 

• ORGANIZE YOUR FIELDS TO BE IN THE SAME ORDER AS THE CSV FILE 

o FIELDS ARE ORGANIZED BY CLICKING AND DRAGGING 

o ADD A FIELD BY CLICKING INSERT NEW FIELD  

 

 

• Select READ FILE  
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• Choose your ACH COMPANY  

 

• Choose your OFFSETTING 

ACCOUNT 

 

• Review your list of Participants 

(employees) before submitting  

 

• To APPROVE Select NEXT 

 

• Select SUMBIT FILE  
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ACH/Payroll: Creating a Batch 

• Select ACH on the left of the screen or located ACH BATCHES on the main screen  

• Select the “+” next to ACH BATCHES 
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• SELECT “NEW ACH BATCH” or 

NEW BATCH FROM TEMPLATE 

if you have a template created 

 

• Create Batch by entering: 

o BATCH NAME 

o CHOOSE COMPANY 

o OFFSETTING ACCOUNT 

o CREATE AN ENTRY 

DESCRIPTION 

o ENTRY CLASS (PPD FOR 

PAYROLL CCD FOR 

PAYING A BUSINESS) 

 

• Click ADD RECIPIENTS  
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• The list of your PARTICIPANTS (employees) will appear 

• Select them by clicking the box within their profile 

 

 

 

 

 

 

 

 

• Click ADD SELECTED PARTICIPANTS 

• If you need to add a NEW PARTICPANT or NEW EMPLOYEE, click CREATE NEW 

PARTIPANT & ADD TO BATCH directly above the green button.  

 

 

 

 

 

• Add dollar amount for each employee in each employee box (pictured on the next 

page). 

• Credit will be auto selected 

• If you wish to take money from the participant, select DEBIT 

• Make sure your Credit total at the bottom of the page matches your payroll total for 

that pay period 

• Select SCHEDULE BATCH 
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• After selecting SCHEDULE 

BATCH, you will now schedule 

your batch 
 

• In the first box select if this is a 

ONE-TIME Payment or a 

REOCCURING 
 

• In the second box, chose the 

date you would like the 

payment made 
 

• Click SELECT APPROVERS 
 

• Review batch details (example 

on the next page) and click 

SUBMIT FOR APPROVAL  
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• If you are finished with creating batches, select CLOSE WINDOW 

• If you are the Administrator for your account or have ACH APPROVAL Authority, your 

batch will show up as approved or give you the option to approve.  

• To delete the batch, click on the batch and select DELETE BATCH.  
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Adding a New Participant (Employee) 

• Select COMPANY MANAGEMENT located on the left side of your screen 

• Select the Company you wish to add a participant to 

• Select PARTICIPANTS, then +ADD PARTICIPANTS 
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• Fill in the Participants FULL NAME in the first box 

• The address and email address are NOT required 

• Scroll to the bottom of the screen and select +ADD ACCOUNTS 

• Nickname the Participant’s Account in the first box 

• Choose the type of account 

• Enter the Account Number 

• Enter the Routing Number 

• Select Save  

• Select Save again  

• The New Participant has now been added   

         to your list of Participants  

• Click Save ALL 
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 Create a Wire 

• Select Wires on the left of the screen or Wire TRANSFERS  

 

 

 

 

• Click the + and choose NEW WIRE.  

• Select DOMESTIC or INTERNATIONAL WIRE. If you are doing a wire from one of 

your TEMPLATES, select NEW FROM TEMPLATE and choose your template from 

the drop-down box.   
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• Fill out the first three boxes with where you are sending the wire from and the 

dollar amount in US Dollars 

• Fill out who you are sending the wire to in the RECIPENT INFORMATION 

SECTION 

• Fill out the Bank Name and Routing number of the account you are paying from 

• Scroll down to fill out the RECIPENT’s Bank Information in the Beneficiary 

Financial Institution 

• Click Continue when the information is complete. 

• Choose the date for the wire to occur 

• Click the APPROVE circle to approve immediately 

 

 

 

 

 

 

• Review the information 

• Click CREATE WIRE to Submit the wire to Hometown 

 

 


