
ACH From Start to Finish

The ACH process starts wiith setup at the bank. When requesting set up for ACH, you will be asked 
two questions: 
1. Does the bank accept NACHA file? 
A Nacha file is a text file that is uploaded to their bank’s website with the bank information of each 
customer. This file also includes the information of what the bank calls the “originator.” The originator 
is the client’s information.

2. Should that file be balanced or unbalanced? 
Nacha files can be balanced or unbalanced. A balanced file includes the transactions for each cus-
tomer, and an offsetting record of the total amount of the client’s bank information. This is called an 
offset record and is used to balance the file. An unbalanced file includes records for each customer, 
and no offset record.

This is a step action table for the ACH process in the Diversified Billing System

Step Action Support

1

1. Select the ACH tab.

2. Complete the following 
fields. The information is 
required for System File 
Setup.

3. Check which boxes are 
necessary based on the 
information needed.
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Step Action Support

2

Select Customer Direct Debit 
under the Maintenance tab. 

3

Use the magnifying glass to 
select a customer. 

Note: If the customer is not 
currently signed up for ACH, 
the system will ask you if you 
would like to add a record for 
the customer.

4

In the following screen, you 
can add or edit the routing 
number and account number. 
Check the box for savings 
account for savings, leave 
it unchecked for checking 
account.



Step Action Support

5

Select the ACH date you  plan 
to have the ACH file clear the 
bank. Then select OK.

Note: The date is originally 
established in the job setup on 
the billing process and will be 
verified as a valid date when 
the file is sent to the bank.

6

Select Calculate Bills.

7

Select ACH File Maintenance 
from the Utilities tab to edit 
the ACH transactions after the 
billing has been updated.



Step Action Support

8

Once you have made any 
updates or changes to the ACH 
file, select the Refresh to view 
your changes. If you are satisi-
fied with your changes, select 
Processs to regenerate the 
ACH file and save changes.

9

By default, the ACH file is cre-
ated in the client’s data folder, 
in a subfolder called ACH.

The client will select this file to 
upload on their bank’s website, 
typically 2 to 3 days before the 
ACH date. The bank will re-
spond, indicating the file was 
accepted and what the total 
deposit is.

10

Verify the total amount accept-
ed by the bank matches the 
billing system. When you are 
finished, select Save the Exit. 



Step Action Support

11

Insert the posting date and 
reference number of the billing 
batch. Select OK when fin-
ished.

Note: This information can be 
found under Utilities and ACH 
File Maintenance.

12

If the total number of payments 
is correct, select Yes to import.

Note: Always verify the amount 
on your receipt register match-
es the amount that was sent to 
the bank before updating.

13

If you need to change the 
ACH file, this can be done via 
Utilities — ACH File Mainte-
nance. Select Add and then 
Process.



Step Action Support

14

If you are satisified with the 
changes you are making to the 
ACH file, select OK.

15

1. Select the box next to the 
customer’s name you want to 
remove from the ACH file.

2. Select OK if you are sure 
you want to remove the cus-
tomer’s name and update the 
ACH file.

3. Select Print Balance Dif-
ferences if you want to see if 
there are differences between 
the file and the customer’s ac-
count in the billing system.
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Step Action Support

16

You can manually change the 
amount in the ACH file by high-
lighting the amount and putting 
the correct amount in. Select 
Process when finished.


