ACH Credit File Import

1. Loginto BOLB with credentials.
2. The Dashboard appears on the Home page with collapsed Menu options on the left.
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Scroll to the bottom and click the arrow to expand the menu options.
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ACH Credit File Import

1. Select the ACH option.
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2. SelectImport.
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File Format

1. Impart file should be a pipe separated values file in the follawing farmat
To_Accaunt_Number | Amount | Remarks | Bank_ID| Branch_Code | Recieving_Bank_Name| To_Account_Name | Purpose_Code

2. File size should not be more than SO0KE.
3. File can contain max 3000 records.
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ACH Credit File Import

a. File Formatis always set to Default Transaction Format Type.
b. Insertthe Name (e.g. Payroll February 2026).

c. Selectthe Balance Account (i.e. Account to be debited for the ACH file).
d. Selectthe Effective Date.

e. Insertthe Entry Description.

f. Selectunder Transaction Type: Credit-Non-Govt Payroll.

g. *Refer to User Manual RTP-to BOLB for steps to upload file*

h. Click CHOOSE FILE and select the file to be loaded from your PC.

i. Files can contain a maximum of 3000 records.
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j. After selecting your file click the UPLOAD button to load the file to the system
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ACH Credit File Import

1. The BDS dollar value of the file and the total number of records within the file are
displayed.
2. Click PROCEED to continue.
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1. The message “You are about to create an ACH import file format” will be
displayed.

2. Click PROCEED to continue.
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ACH Credit File Import

1. Congratulations! You have successfully imported an ACH File.

2. Click DONE to exit.
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Success!

CH File imported successtully

1. Congratulations! Your Batch ID number has been successfully created.

2. Click DONE to exit.

Success!

ACH File Created SuccessFully.
Batch ID: 260208690343




ACH Credit File Import

Your submitted ACH file can be found under the Pending tab awaiting Approval and
Release.
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Optional: You can use the Action buttons to download and view the uploaded file, delete,
approve, release or modify the security settings of an ACH file uploaded.

e Click £ to Download and view the ACH file
« Click @ to Delete the ACH file

e Click 3 to Approve and Release the ACH file or change security settings.

ACH File Approval

« If dual controlis enabled, contact your company’s administrator
to Approve and Release the ACH file.

o Ifdual controlis not enabled, click the ellipsisicon i inthe Action
column to Approve the ACH file.




ACH Credit File Import

1. Click ¥ to approve the ACH file
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2. Once the Approve Confirmation is received, click OK.
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ACH Credit File Import

3. Congratulations! You have successfully Approved the ACH file.

4. Click DONE to exit.
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Success!

ACH Approved Successfully

5. Click * to release the ACH file
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ACH Credit File Import

6. Once the release confirmation is received, click OK.

7. Congratulations! You have successfully Released the ACH file.
8. Click DONE to exit.




ACH Credit File Import

You will be redirected to the Pending tab which should display the message
records available.

1. Click History to view the ACH file status.
2. Your ACH file will be processed immediately via BIMPAY.
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ACH Credit File Import

The ACH batch file is available for download for 48 hours after
Release via the History tab. Steps provided below.

1. Under Name click the processed file

2. Click DOWNLOAD RETURN FILE

ACH Details
Credit & Debit Details

Processed Credit & Debit Details

DOWMLOAD RETURN FILE
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ACH Credit File Import

3. Select Open file to view the remitted file.

Downloads

A sample of the downloaded file details remitted to Other Bank via BIMPAY.

Account Number | Account Name | Amount|Bank ID | Branch Code | Purpose Code | Record Status | Error Code | Error Message
1510000431 |Elle Edwards|50(13[0]00020 | Success| |
2211000010 | Elle Edwards |50 |13]|0 00020 | Success | |
1510000431 |Elle Edwards|50(13[0]00020 | Success| |
11588004834 | Elle Edwards 5013000020 | Success| |

4. Save file for records.

5. File upload details are available via the remaining tabs.

DOWMLOAD RETURN FILE
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ACH Credit File Import

Transaction History

1. Returnto Dashboard and Select Account Statement to view account.

Y

BE Dashboard

Accounts

Account Summary

Account Statement

Download Statement

Select Account Type.

Account Number file upload was initiated.
Choose a Start & End Date from calendar.
Select View and details appear.
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