
Initiating Automated Clearing House (ACH) Payments
Automated Clearing House (ACH) Origination services allow you a convenient way to electronically remit payments to 
employees, vendors and any other payments to businesses or individuals, regardless of where those accounts are located. 

 1. To initiate ACH Payments, select “Create ACH Payment” from the ACH heading in the Payments menu (A).
 

	 2.	Since	ACH	Payments	are	submitted	in	batch	form,	you	will	first	need	to	create/identify	the	batch	by	entering	
  information to create the batch information or selecting a template that has already been created (B). If you choose   
  to send ACH transactions from an existing template, the batch and associated transactions within that batch have
	 	 already	been	established.	If	you	have	accounting	software	or	other	systems	that	can	generate	payment	files	in	
	 	 NACHA	format,	you	may	also	choose	to	upload	those	files	directly	instead	of	entering	your	ACH	payments.	
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 3. To create an “ACH Batch” enter a name for the batch. The name of the batch should be something to help identify   
  the type of ACH payments that are contained within the batch, e.g. payroll, vendor payments, etc. Select the ACH  
	 	 Company	Name.	Choose	the	Standard	Entry	Class	(SEC	Code)	for	the	ACH	Payments.	The	SEC	Code	identifies	the		 	
  type of ACH payments that are contained within the batch. Common SEC Codes are:
   
	 	 •	PPD	(Pre-arranged	Payment	and	Deposit):	This	code	that	identifies	the	transactions	as	payments	to	or		 	 	
  from an account of a Consumer. Typical uses include direct deposit of payroll or other business to consumer 
  payments.  
 
	 	 •	CCD	(Cash	Concentration	and	Disbursement):	Code	that	identifies	the	ACH	transactions	as	payments	to/from	an		 	
  account of another Organization (Business). Typical uses include vendor payments to businesses, other business to   
  business payments.

 NOTE: It is important to select the proper SEC Code to avoid delays and/or errors in processing your ACH transactions.   
 For additional information regarding SEC Codes or other requirements for processing ACH, please refer the NACHA rules   
 at https://www.nachaoperatingrulesonline.org
    
 Select an Entry Description, which would be a short description of the ACH payments (C). Choose the frequency of the   
 ACH transactions (If you select a frequency other than “One Time” this will create a recurring ACH batch of transactions  
 based on the timeframe selected). Choose an effective date for which you would like the ACH transactions to be paid.   
 Choose the Offset Account. The Offset Account is your account for which the ACH payments will be funded from.

 
	 Now	that	the	ACH	Batch/Header	information	has	been	entered,	you	will	now	need	to	add	the	ACH	Recipients.	The	ACH		
	 recipients	will	be	each	person	/	entity	that	you	will	be	initiating	a	payment	to.	In	order	to	add	a	recipient,	you	will		 	
	 need	to	select	“Add	Recipients”	(D).	
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	 4.	Once	you	select	the	“Add	Recipients”	option,	you	will	be	able	to	enter	the	information	for	each	person/entity	you	will		
  be remitting a payment to (E). To add a recipient, enter the recipient’s name (person or business name). Enter the   
  recipient’s account number, account type and the recipient banks routing number. Enter whether the transaction will   
  be a credit (payment to the recipient) or a debit (payment from the recipient) and the amount of the payment. 
  To add additional recipients, select the + sign at the right of each entry.
 

 
There are additional options you may choose for each recipient entered:

	 •	 Prenote:	An	ACH	Pre-Notification	(Pre-Note)	transaction	is	a	zero-dollar	entries	that	precede	the	first	live	entry.	The
  purpose of an ACH pre-note is to verify that account information is correct. ACH pre-note transactions are optional.   
  If the pre-note option is selected, and you submit the transaction, the transaction will be sent as a zero-dollar 
	 	 transaction	for	verification	and	you	must	wait	at	least	3	banking	days	to	submit	an	actual	real-dollar	payment	to		 	
  that recipient. Also note, that the receiving bank of the pre-note is not required to validate the name of payee, 
  although some do. They are only required to verify the account number is valid. 
 
 • Hold: If this option is selected, the transaction will be withheld from the ACH batch when the ACH transactions are
  submitted for processing. A hold is optional but can be useful if your ACH batch contains multiple 
	 	 recipients/payments	which	may	be	remitted	at	different	times.

	 •	 Addenda:	The	Addenda	is	an	optional	field	that	allows	you	to	include	additional	payment	information,	typically	
	 	 remittance	information,	that	will	be	included	with	the	payment	detail	that	the	recipient	of	the	payment	may	find	
  useful to help identify what the payment is for.
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	 5.	After	the	ACH	Batch	information	and	each	recipient/transaction	has	been	entered,	you	will	have	the	opportunity	to		 	
  review the details of the ACH Batch and the transactions for submission (F).
 

	 6.	Once	you	confirm	the	ACH	request,	you	will	receive	confirmation	that	the	transaction	has	been	processed	(G).		 	
 NOTE: Prior to receiving the confirmation, you may be asked to enter a one-time passcode to complete the transaction,   
 which you will receive via text to the phone number provided during your initial login.
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Reviewing ACH Exceptions

Similar to Positive Pay, you can review Automated Clearing House (ACH) exception items presented for payment for trans-
actions that do not match eligible ACH payees that you designate can debit your account.

 1. To review your ACH Exceptions, select the “ACH Exceptions” option under the Positive Pay heading within the 
  Payments menu (A).

 

	 2.	Once	the	ACH	payment	decisions	are	made,	you	will	have	the	opportunity	to	review	the	details	of	your	Pay/Return		 	
  decisions.

	 3.	Once	you	confirm	your	payment	decisions,	you	will	receive	confirmation	that	your	payment	decisions	have	been	
  submitted. 
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Have additional questions?
Contact the Treasury Management Call Center at (724) 463-5857 

Monday through Friday from 8:00 a.m. until 5:00 p.m. EST.


