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Important Reminders:  
 

**Same Day ACH Cutoff Time: 9:30am       Next Day ACH Cutoff Time: 4:00pm** 
 

   Hover over question marks        to view descriptions of each field for additional guidance.  
 
Importing Files 
 
 1. Accessing ACH Templates  

a. Login to Digital Banking.  
b. Select the “ACH” tab.  
c. Select “Import File” from the menu.  
d. Select “Participants and NACHA” from the side menu.  
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2. Participant Import Templates 
a. Select the “Add Template” button. 

 
b. Enter a name in the “Template Name” field. 
c. Uncheck the “Update Existing Participants” checkbox if you do not want existing 

participants updated. 
d. Complete each field in the order the data in the comma delimited CSV file is 

organized. 
i. Name 

ii. Nickname 
iii. Institution Name 
iv. Routing Number 
v. Account Number 

vi. Account Type 
vii. Unique Identifier 

viii. Status 
ix. Group  
x.      Discretionary Data 

e.  Select the “Save” button. 
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3. Edit Participant Import Templates 

a. Select the “Edit” (pencil) icon for the desired template. 
b. Edit fields, as necessary. 
c. Select the “Save” button. 

 
4. Delete Participant Import Templates 

a. Select the “Delete” (trashcan) icon for the desired template. 
b.   Select “OK” on the delete confirmation. 

 
 
Import Participants from A CSV File 
 
1. Import Participants 

a. Select the template to import from the “Participant Import Template” 
dropdown. 

b. Select the “Choose File” button. 
c. Upload the file. 
d. Select the “Import” button. 
e. Select the “View Participants” button to see the participants updated on the 

“ACH Participants” view. 
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2. Edit ACH Participants 

b. Select the “Edit” (pencil) icon for the desired participant. 
c. Edit fields, as necessary. 
d. Select the “Save” button. 
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3. Delete ACH Participants 
a. Select the “Delete” (trashcan) icon for the desired participant. 
b. Select “OK” on the delete confirmation. 

 
4. Delete Multiple ACH Participants Simultaneously 

a. Select the “Checkbox” for each participant. 
b. Select the “Delete Selected Participants” button. 
c. Select “OK” on the delete confirmation. 

 
5. Add Participants 

a. Select the “Add Participant” button. 
b. Complete the required fields on the “Participant Details” view. 
c. Select the “Save” button. 
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Import Templates and Participants from a NACHA File 
**NEW** - Valid file type extensions that can be uploaded: .csv, .txt, .dat, .ach.  
 

1. Import Templates and Participants 
a. Select the “Add Participants if Not Existing” checkbox to add participants 

that are not included on the file being imported. 
b. Select the “Add Participants with Hold Status” checkbox if you want to 

include participants in a hold status, if applicable. 
c. Select the “Use First Company If Not Found” checkbox to pick up the first 

company found on an account. 
d. Select “Remove Invalid Entries from Template” to delete invalid entries from 

the import. 
e. Select the “Choose File” button.  
f. Upload the file. 
g. Select the “Import” button. 

 

2. Import Templates and Participants from a NACHA File Action Buttons 
a. View Templates – allows visibility to all the ACH templates. 
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b. View Participants - allows visibility to all the ACH participants. 
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Import a non-NACHA file 
**Valid file type extensions: .csv, .txt.  
 
1. Accessing ACH Import Non-NACHA 

a. Select the “ACH” tab. 
b. Select “Import File” from the menu. 
c. Select “Non-NACHA” from the side dropdown menu. 



 

 

Digital Banking – Cash Management 

 ACH Import 
 

BAC Community Bank (1/30/2026)  Page 9 of 12 
 

 
2. Non-NACHA File Import 

a. Select the company from the “Company” dropdown list. 
b. Select a template from the “Choose Template” dropdown.  

a. NOTE: New Template is the default. 
c. Select the transaction type from the “Transaction Type” dropdown list. 
d. Select the “Choose File” button. 
e. Upload the file. 
f.  Select the “Continue” button to import the file. 

 
3. Import File – New Template Page 

a. Enter a template name in the “Template Name” field. 
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b. Select “Yes” or “No” in the “Do you want to input decimals into the amount?” field. 
c. Select the “Header” or “Footer” radio button in the “Number of Rows to Exclude” 

section to enter extra rows before the first transaction and after the last transaction 
in the imported file. 

d. Select the “Text Qualifier” dropdown to add a symbol that surrounds a series of 
characters that identifies the characters as text. Options are “Quote”, “Apostrophe” 
or “None”. 

e. Select “Delimited” or “Fixed Width” in the “File Format” section to identify the file 
format being uploaded. 

f. The “File Preview” section displays the content from the uploaded file. 
g. The “Map Columns” section allows the user to select the template column order. 

a. Required fields 
1. Name 
2. Amount 
3. Account Number 
4. Routing Transaction. 

h. Select the “Use Custom Transaction Code” checkbox if the file uploaded has a 
transaction code. 

i. Select the “Map Columns” (i.e., Column 1 select Name, etc.). 
j. Exclude all columns that will not be used. 
k. “Mapping Preview” provides an overview of the template columns. 
l. Select the “Add” hyperlink in the “Apply Additional Values” section to add a 

transaction code, If applicable. 
m. Select the type from the “Type” dropdown list. 
n. Select the value from the “Value” dropdown list. 
o. Select “Continue”. 
p. Select the “Import” button. 
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The Import has been completed, the Template Details screen will appear, make additional 
changes, if applicable, otherwise the Template is ready for use (see also ACH – Template 
Instructions).    
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