
NACHA File Import 

Payments & Transfers Tab > NACHA File Import 

1. Choose your file to import. (File should be in NACHA ACH file format and is typically saved as a .TXT 

or .TSV file) 

 

2. Select the Settlement account > This will be the business account linked to ACH Services. *If there are 

multiple business accounts set up for ACH, please make the correct selection. 

 

 

3. Select Company ID > IMPORTANT: Only select the Collection ID if you are processing a 

Collection File 

 

4. Company Name field will be prefilled with your Business Name 



 

5. Click Import NACHA File 

 

6. Return to ACH Activity to Approve the file or Notify Approvers →Payments & Transfers Tab > ACH 

Activity 

 

 

7. Select the three dots on the right of the transaction details 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



8. You will then be prompted by Multi-Factor Authorization to receive a code via call or text to approve 

the ACH transaction. 

 

 

 

 

 

 

Once a successful code is entered you will be directed back to the ACH Activity screen and the ACH 

transaction will show as Approved under Status. 

 


