
Recurring ACH payments and collections will convert as ACH Templates. 

To restart the recurring ACH file, simply locate the correct template and process. 

 

This process is for both Payments and Collection files. 

Payments (money going out of your account and paying others) 

Collections (debiting your recipients and depositing money into your account) 

 

Locate the ACH button by clicking Transfers & Payments from the top menu. 

 

Locate the Payment Templates as shown below.  Find the appropriate template, and click 

the 3 vertical dot menu on the right, as highlighted below. 



              

From the menu, select Pay for Payment files (money going out of your account and paying 
others) 

               

Select Collect for Collection files (you debit your recipients and deposit into your account) 



 

 

The template is now a live ACH file where you can select your starting date by clicking the 
calendar under Effective Date.   You can also set the recurring schedule by clicking Set 
Schedule under Recurrence. 

 



 

Select the appropriate options of how often it repeats, and when it should stop. Click Set 
Recurring Transaction button at the bottom. 

 

 

Once you have reviewed the whole file for accuracy, click the Approve button in the bottom 
right corner. 



 

You will receive a confirmation message such as below. 



 

 

 

Clicking View in Activity Center will show you the details of the file, and ensure you have 
successfully submitted your recurring ACH file. 



 

 


