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SECTION 5 OF 5  ·  REPORTS & FILE UPLOADS

Uploading a Payment File
Instead of typing recipients one at a time, you can import a list of recipients and amounts from a 5-column

CSV file into a new ACH Batch, ACH Collection, or Payroll.

Before You Upload

Your CSV file must include these five columns: Recipient name, Routing transit number, Account number,

Account type, and Amount.

● Account type is a number: Checking = 1, Savings = 2, Loan = 3

● For 5-column imports, you'll be asked to select an SEC code, a Pay From or Pay To account, a

subsidiary (where applicable), and an effective date

Full guide reference: p. 86.

Create a New File Map: Delimited Files

A file map tells Online Banking which column holds which piece of information. From the payment screen:

Click the Upload From File link.

1 Click New Mapping.

2 Select the CSV file you want to upload.

3 Select what separates your data (for example, a comma).

4 Click Continue.

5 Map each imported column to a system field.

6 Click Continue.

7 Decide whether to save these mapping instructions.

8 (Optional) If you're saving the map, enter a mapping name.

9 (Optional) If you're saving the map, choose whether it's private or shared.

10 Click Finish.

11 (Optional) If you saved the map, click Continue to return to the transaction screen.
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The Upload Wizard: file set-up, file mapping, and review.

Review your mapping, then choose whether to save it.

Full guide reference: pp. 86-88.
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Create a New File Map: Fixed Width

From the payment screen: Click the Upload From File link.

1 Click New Mapping.

2 Select the file you want to upload.

3 (Optional) Enter how many header rows to skip.

4 (Optional) Enter how many trailer rows to skip.

5 (Optional) Check the box to skip the first row.

6 Adjust the column breaks: click a position to add one, or click a line to remove it.

7 Click Continue.

8 Map each imported column to a system field.

9 Click Continue.

10 Decide whether a decimal needs to be inserted into the amount.

11 Decide whether to save these mapping instructions.

12 (Optional) If you're saving the map, enter a mapping name and choose private or shared.

13 Click Finish.

14 (Optional) If you saved the map, click Continue to return to the transaction screen.

Fixed width: set header and trailer rows, then adjust the column breaks.

Full guide reference: pp. 89-91.
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Use, Edit, or Delete a Saved File Map

From the payment screen: Click the Upload From File link. Your saved maps appear in the list.

1 To use a map: open the three-dot menu, select Use, then select the CSV file to upload.

2 To edit a map: open the three-dot menu, select Edit, make your changes, and click Save.

3 To delete a map: open the three-dot menu, select Delete, then click Delete Mapping.

Saved file maps, with the actions menu on each row.

Full guide reference: pp. 92-94.


