
O N L I N E  B U S I N E S S  B A N K I N G  ·  O N E -T I M E  A C H  PAY M E N T

Send a one-time ACH payment
Send a single ACH payment or collection without setting up a template.

PA RT  1 Set up the payment

1 Sign in to Online Banking. Go to

ACH › One-Time ACH Payment.

2 Select a Transaction Type:

Payment — debit your Capitol Bank account(s) to

credit external account(s)

Collection — debit external account(s) to credit your

Capitol Bank account(s)

3 Select an SEC Code:

PPD — external personal or consumer accounts

CCD — external corporate or business accounts
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PA RT  1 Set up the payment (continued)

4 Select Next.

5 Use the Schedule drop-down to choose an effective date. Enter a Company Entry Description,

such as PAYROLL or Payment. Then select the Company.

Need help? Questions about an ACH batch? Please call us at (608) 836-1616.

Interested in ACH origination? Contact us to get started. capitol.bank · Page 2 of 9



O N L I N E  B U S I N E S S  B A N K I N G  ·  O N E -T I M E  A C H  PAY M E N T

PA RT  2 Add entries and initiate

6 Select Add Participants or Add Entry to add external accounts. Use the Offset Account drop-down

to choose your Capitol Bank account.

Tip If the account isn’t listed, check that the correct Company is selected.
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PA RT  2 Add entries and initiate (continued)

7 To add a new external entry, complete the required fields.
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PA RT  2 Add entries and initiate (continued)

8 To add existing participants, check the box next to each one, then select Add Selected Participants.
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PA RT  2 Add entries and initiate (continued)

9 Enter an amount for each external entry. The Capitol Bank offset totals automatically.

Select Initiate.

10 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 Add entries and initiate (continued)

11 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.

PA RT  3 Submit and approve

12 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.
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PA RT  3 Submit and approve (continued)

13 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.

14 Once the batch is submitted and approved (if applicable), its status shows Pending Processing.
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PA RT  3 Submit and approve (continued)

15 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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