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Import Profiles 
Import profiles is a quick and easy tool to enter your payments and recipients’ information into the system.  
 
Payment files come in a number of different forms, each with its nuanced details.  The import profile provides a mapping to 
the system on where to find the important information within your file. After the import profile is created, you can then 
upload your file to the corresponding import profile.  
 

NACHA File 
 

Create ACH NACHA Import Profile 
NACHA is an industry standard format. Banks may have different requirements, please reference our NACHA Specifications 
guide or contact us for additional assistance.  

 
 

Displayed options may vary depending on your company’s enrolled services and individual user’s access. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 

From the Payments menu, click on “Import Profiles” 

Click on “Create Profile” 
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Create a name to reference the profile. 
2 

Select “ACH NACHA” from the dropdown. 
 
 
 
 
 
 
 
 
 
 
 

3 

Click “Next” to continue. 
4 

Select the appropriate option for your needs.  
Non-Repetitive Payments - Importing payments that will need to be sent. 
(used in example) 
Templates - Importing information that will be used for future payments 
Recipients - Importing only the recipient information from the file 
 

5 

Click “Next” to continue. 
6 

Select “Batch” to indicate that all transactions within the 
file will be originated out of one account. 

7 

Click “Next” to continue. 
9 Optional but 

Recommended 
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Click “Submit Profile” to 
continue. 
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Importing an ACH NACHA File 

 
 

 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  
 
 

 
 
 
 

From the Payments menu, click on “Import Profiles” 

Click “Import” to continue. 
1 

Click “Browse” to locate the file you want to submit to the system. 
2 

Select if applicable.  
Direct Deposit - Used for payroll 
Pay an Individual - Used for payments other than payroll. 

3 

Select if applicable.  
4 

Click “Import File”.  
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If the status indicates “Completed”. 
Proceed to approve the payment under “Payment Center”. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
If the import is to create a template, you can verify a new template is created under the “Template Center” 

If the status indicates “Failed”. 
 
Click on the “Failed” status to review the details. Make the necessary update to your file. Restart the import process 
with the revised file.  
Sample of error: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

8 
 

 

  User Defined (.CSV) File 
 

Creating an ACH User Defined Profile 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
 
 
 
 
 
 

From the Payments menu, click on “Import Profiles” 

Click on “Create Profile” 
1 

Create a name to reference the profile. 
2 

Select “ACH User Defined” from the 
dropdown. 
 
 
 
 
 
 
 
 
 
 
 

3 

Click “Next” to continue. 
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Select the type of payments or information you will be 
uploading.  5 

Define the content type.  
6 

Click “Next” to continue. 
7 

Select date format.  
8 

Enter “0” for header row.  
9 

Optional 
If selected, the system will check for duplicate file name and file 
contents.  
 

Use these arrows to customize the 
content and its placement in your file.  
 
Items with * (asterisks) are required. 
You cannot proceed without these 
fields.  

The information in your CSV file will 
need to follow this order.  

Click “Next” to continue. 
10 
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Click “Submit Profile” to continue. 
11 
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Importing an ACH NACHA File 
 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click “Import” to start the import process. 
1 

Click “Browse” to locate the file you want to import. 
2 

Click “Import File” to continue. 
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If the status indicates “Completed”. 
Proceed to approve the payment under “Payment Center”. If the import is to create a template, 
you can verify a new template is created under the “Template Center” 

If the status indicates “Failed”. 
 
Click on the “Failed” status to review the details. Make the necessary 
update to your file. Restart the import process with the revised file.  
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Sample Files 
Payment files come in a number of different forms, each with its nuanced details. The below samples are provided as a 
general example of the layout and information. 
 
We’re here to help. Please contact our Business Customer Service Department at (888) 761–3967, Monday through 
Friday, 6:00 AM to 7:00 PM PT. 
 
 
NACHA 

  Please refer to the ACH NACHA File Specifications Guide for additional information. 
 

   
 
   
  User Defined 
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