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First Time User Guide  
 
 
 

ACH 

1. Log into Online Banking with your username and password. 
 
 

2. Select ACH from the Advanced Business drop-down menu. 
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There are 4 ways to enter ACH Transactions. 
A. Single Manual Entry 
B. Multiple Manual Entry 
C. NACHA Format Upload 
D. Non-NACHA Format Upload 

A. Single Manual Entry – Click New Single Collection to pull funds from your client or click New Single Payment to send 
funds to your recipient.  Full out the page and click Save Batch at the bottom. 
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B. Multiple Manual Entry – Click New Multiple Collection to pull funds from multiple clients or click New Multiple 
Payment to send funds to multiple recipients.  After filling out the Batch Information you can click Add Transaction to 
enter each recipient or client individually.  Once you have entered all of your information click Save Batch to complete. 

C. NACHA Format Upload – Click Import NACHA File from the main ACH window.  Once you have clicked Upload, the 
file will show its status in the Batch Listing. 
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D. Non-NACHA Format Upload – Prepare your .csv file by entering your information into the following format, and 
then click New Multiple Payment to send funds to multiple recipients or New Multiple Collection to pull funds from 
multiple clients.  After filling out the Batch Information, you can upload your .csv and Online Banking will confirm the 
information.  You can also make last minute updated by clicking the gear on the right.  Click Save Batch to complete. 
 



 

510-550-8484 | treasurysupport@beneficialstate.com | beneficialstate.com/treasury  

California. Oregon. Washington. 

 

 

 

 
 
 
 
 
 



 

510-550-8484 | treasurysupport@beneficialstate.com | beneficialstate.com/treasury  

California. Oregon. Washington. 

 
 
 
 
 

 
 
 
 

 
 
 
 

 

3. Approving ACH Transactions – This process is the same for dual control or sole control approval processes.  After 
selecting ACH from the Advanced Business menu, select Batch Listing to see the current status of your ACH 
transactions.  You can click the gear next to the transaction you wish to review. 
 

After reviewing the details of the transaction, you can change the Batch Status by selecting the appropriate option in 
the dropdown menu.  Select Rejected to cancel the ACH.  Select Pending Approval to submit for approval. 
 

Finally, go back to the Batch listing and click the gear again to update the status to Submit For Processing when you 
are ready for the bank to begin sending funds.  Click Save to complete the approval process. 
 


