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Import a commingled ACH file
Upload a commingled ACH file as a third-party batch, then approve it if required.

PA RT  1 Upload the file

1 Sign in to Online Banking. Go to ACH › ACH

Batch Import (Pass-Thru).

2 Select Choose File and browse to the file on your computer.

Need help? Questions about a file import? Please call us at (608) 836-1616.
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PA RT  1 Upload the file (continued)

3 Check Process as Third Party.

If the file has a past effective date, enter

the correct date. Otherwise, leave it as is.

Select Upload.

4 When the file is accepted, you’ll see The file was uploaded successfully.

Need help? Questions about a file import? Please call us at (608) 836-1616.
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PA RT  2 Submit and approve

5 If the batch needs review by another user, or is over your limit and needs bank approval, its status

shows Pending Approval(s). Everyone with approval access receives a notification email.

6 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.

7 Once the batch is submitted and approved (if applicable), its status shows Pending Processing.
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Interested in third-party ACH processing? Contact us to get started. capitol.bank · Page 3 of 3


