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Send an ACH batch from a template
Update a saved ACH template if needed, then initiate it for next-day or same-day processing.

PA RT  1 Review the template

1 Sign in to Online Banking. Go to ACH › ACH Templates.
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PA RT  1 Review the template (continued)

2 To change a template’s amounts or account information, select Edit next to it. If no changes are

needed, skip to step 5.

3 Enter a Company Entry Description to describe the purpose of the transaction. For payroll files,

enter PAYROLL.
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PA RT  1 Review the template (continued)

4 Make any participant changes:

Amount — edit the number in the participant’s Amount box

Hold — keeps the participant on the template but doesn’t send their transaction

Prenote — sends a zero-dollar test transaction to the participant’s bank. Send it at least three

business days before the first live transaction.

Edit — change the participant’s details. To change the account number, check Edit Account Details,

then select Save.

Add Participants — choose an existing participant, or select New Participant and complete the

required fields

Select Save and Close.
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PA RT  2 Initiate the batch

5 Check the box next to the template. Make sure each participant’s amount is correct before

you continue.

Choose an Effective Date, then select Initiate. For a same-day file, select Initiate Same Day.

Effective date The effective date is when transactions settle. It can’t be a weekend or federal holiday. Cutoff is

6:00 PM for next-day processing and 1:30 PM for same-day.

6 If the batch is over your daily limit, a

message says it needs approval by

Capitol Bank. Select Initiate.

Then call us at (608) 836-1616 and

ask for Deposit Operations.

7 You’ll be prompted for a one-time passcode. Enter the code from the Digipass app or your hard

token, then select Submit.
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PA RT  2 Initiate the batch (continued)

8 You’ll see a message that the batch was initiated, or that it needs review by another user or

Capitol Bank. If it needs review, everyone with approval access receives a notification email.
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PA RT  3 Submit and approve

9 To check a batch’s status, go to ACH › ACH Activity.

Pending Processing — the batch is ready to be processed

Pending Approval(s) — the batch is waiting for another user, or for the bank if it’s over your limit
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PA RT  3 Submit and approve (continued)

10 To approve, the approver signs in to Online Banking and goes to ACH › ACH Activity. Under

Pending ACH Batches, select the magnifying glass to review the batch. Then check the box next to

it and select Approve or Reject.

Good to know If the status isn’t Pending Processing or Processed, email depositops@capitol.bank.
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PA RT  3 Submit and approve (continued)

11 While a batch is pending approval, and after it’s approved, pencil and trash can icons appear on its

right side in ACH Activity. You can edit or delete the batch until it’s picked up for processing.
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