CSV Delimited ACH Custom File Format to Create a Template

Create your ACH file and save it in a CSV format. Note what position each column is in
1.e. Column A is Field 1, Column B is Field 2 and Column C is Field 3.
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Login to eConnect and click on the ACH Tab.
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Click on the Templates Tab.
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Click on New Template.
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If you have more then one company choose the company (account) from the dropdown
that you wish to use. Choose the batch type you wish to use.
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Name the Template and give it a description. The Discretionary Data field is optional.
Select the Scope for the Template. The scope indicates whether the template is for your
personal use (User) or for the general use of the business (Business). Click on Import
Entries.
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Click on Custom Mappings.
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Click on Add Custom Mappings
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Type in the Name and Description for the format.
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Choose the batch type you wish to use.
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Choose the Input Format.
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Complete the Input File Definitions. The Field Delimiter for CSV is (,)Comma.
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The Record Delimiter is either LF (Line Feed) or CRLF (Carriage Return Line Feed).
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The example file we are using contains one (1) Header Line. The Date Format should be
setup to match the date format in the file.
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Choose the correct Money Format. The Amount field in the example file contains
decimals so the Money Format would be “As Is”.
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Choose the way in which you want to Match your Records and what Update Option you

want the file to load.
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Referring back to the example file fill in the information for Comma Delimited format
complete the Field Mapping.
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Under Field Mapping, type in the column number that corresponds to field name then
click Save.
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To import the file choose Custom Format in the drop down under Accepted File Types.
Under Custom Mappings choose the custom template that was just created. Then click
Import.
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Choose the file you want to import and click Open.

Click Upload.
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This will take you to the ACH Import Entries Report which will show you the type of file
used, the name of the file and batch detail information. You can print this page and/or
click Done.
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This will take you to the Create ACH Batch Template screen. Here you can verify that
the Template is setup correctly and that all of the Participant’s have been added. Click
Submit For Payment. Click Save Template.
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Here you can see that the Template was saved under the Templates Tab.
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