
B U S I N E S S  O N L I N E  B A N K I N G
QUICK REFERENCE GUIDE

H O W  T O

Upload an ACH File
Import a NACHA file as a template, then initiate the payment in Business Online Banking.

Log in to Business Online Banking.1

Click ACH, then Import File, then Participants and NACHA.2

Scroll to the bottom and check the Add Participants If Not Existing and Use First
Company If Not Found boxes. Click Choose File to select your file, then click Import.
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N E E D  A  H A N D ?

Our Business Support team is happy to walk you through it.
(386) 755-0600

ext. 4151

If there are no errors, you will see a message confirming your template was imported.4

Click View Templates.5

Check the box beside the imported template, then click Initiate.6
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