
Importing an ACH file 



From the Home 
page, select the 

Payments menu, 

then select 

ACH/Wire Payments.



Select New 

Payment then 

Payment from File.



Select the 

Payment type 
from the drop-

down menu.



Please note: only 

single batch 
NACHA files and 5 

column CSV files 

are allowed.

Click in the Import 
File box, browse 

your computer and 

select the file to 

upload, then…

Select Save 

Recipients if you 

want to save 

recipients from this 

file without making 

a payment.

Select Upload 

File to upload 
the file for 

processing.



Select the 
Company / 

Subsidiary.

Then, select either 

Draft or Approve.

Select the 

Effective Date, 

then…



If you selected 

Draft, you will 

need to Approve 

on the same day 

entered by the 

ACH cutoff. 
3:30pm CT / 

4:30pm ET  Select 

View in Online 

Activity to 

Approve or go to 

the Home screen 

to Approve.  



Select Approve, or 

select View Details 

to Review or select 

View in Online 

Activity to review 

batch and 

Approve.



Select 

Confirm if 

you are 

ready to 
release your 

ACH File. Or 

Select No.  



File has been 

Approved.  



Or you may 

receive this 

screen; Secure 

Access Code 

Required 

screen. 



Enter Secure 
Access Code 

and click on 

Verify.



File has been 

Approved.



For more information, please contact our Treasury Support 

team at (866) 530-BANK (2265) or email us at 

treasurysupport@americanmomentum.bank for assistance.


