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Overview

Summary

Easily schedule one-time or repeating collections from a single payor or group of payors with 
ACH Collections service¹. Simply schedule electronic collections and receive the funds in the 
account in as little as 3 business days after the collect by date. 
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¹Fees, terms, conditions and limitations apply as described in the legal agreement that applies to your online service.



Add A Payor or Group of Payors

1. Select Collect & deposit and 
then select ACH Collections

2. From the ACH Collections
menu, select Manage payors 
and then Add a payor on the 
left

3. Fill in the payor’s name and 
bank information. Search by 
bank name if help is needed 
finding a bank’s routing number

a. Verify the information 
provided then select Add a 
payor

4. Once verified, a confirmation 
will display. From here, choose 
Add another payor or Schedule 
collection
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Schedule an ACH Collection

1. All payors are listed on the 
Schedule collections page. 
Schedule collections from the 
entire group (100 payors per 
group) or individually by 
checking the box next to the 
payor. Once payors are selected 
(up to 100 at once), select 
Schedule collection

2. Next, choose the deposit 
account, deposit amount, and 
the date the funds should be 
received.  The “request-on” date 
is 1 business day before the 
“collect by” date. The funds will 
be available 3 business days 
after the “collect by” date

3. Verify the information, then 
select Schedule collections

4. Once verified, a confirmation 
will appear. If Dual Control is 
being used, the transaction will 
appear in the list of pending 
approvals
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ACH File Upload Service

1. From the ACH collections page, 
select ACH file upload

2. Select Choose a file and select 
Next

3. The file will go through a 
validation process to ensure the 
format is correct. If the file 
validation is unsuccessful, error 
details will display. Make any 
necessary corrections to the file 
and re-upload. After the file 
validation is successful, select 
Submit

4. View the Collections Activity 
tab in the ACH Collections 
navigational bar for file 
information
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ACH Collection Activity

1. Select Collect & deposit and 
then select ACH Collections

2. Select Collections Activity 

3. To change or cancel an 
upcoming collection, select Edit
or Cancel

4. Use the filter to reduce the 
number of collections visible. 
Filter by: 

a. Date range 

b. Collect from 

c. Deposit to 

d. Status 

e. Frequency (for repeating 
collections only) 

f. Payor Group
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