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Save an ACH file as a template
Copy an existing ACH file and save it as a reusable template.

1 From the Activity page, select Copy on the file.

2 Review the details, then select Save for later at

the bottom.

If you’re submitting the file instead, Save as

template also appears on the next screen.

3 Select Save as template.

Need help? Questions about ACH templates? Please call us at (608) 836-1616.
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4 Complete the required fields at the top, including Template name.

Under User access, choose who can use the template.

Select Save at the bottom.
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