
 

 

How to create and send an ACH file with the new Online Banking 

 

There are multiple ways to create and send ACH files. 

• You may save NACH ACH files from other software and apps and import those files into Online Banking (this 

functionality remains essentially the same between the old and new systems); 

• You may save templates from the current Online Banking platform, and then import then into the new Online 

Banking system (separate instructions are available for this process); or 

• You may directly enter information into the new Online Banking system to send an ACH file. 

These instructions describe the process of directly entering information into the new Online Banking system to send an 

ACH file. 

Note: In the new Online Banking system, anywhere you see the icon, you may click on it for Help. 

Also, 

The PS Bank Customer Care is available to assist with any questions about the new online banking system, and 

how to successfully transition your current processes to the new platform. 

You may reach out any time during business hours by calling: 

1-866-746-1011 

You may also e-mail at: 

ebanking@psbanking.com 

Note: For the two weeks following the online banking system change on June 17, 2024, PS Bank is engaging a 

vendor to assist with 24-7 support for online banking questions. 
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Processing an ACH file on the new online banking system: 

• Access to ACH file functionality must be granted by an Online Banking system administrator. 

• If you have access to ACH functionality in the Online Banking system you will see a menu bar with ACH as an 

option.  Clicking on ACH will begin at the ‘Create Batch’ step. 

 

To manually create an ACH file, 

1. Start by clicking the ‘Manual Entry’ button, and 

2. Select the type of file.  ‘Corporate Payments’, and ‘Payroll’ are the most common if you are sending money as 

payments or paying employees. 

 

 



3. The Online Banking system will open the ‘Add Details’ screen for the first step in creating the file. 

4. Here you will choose the Company Name; Enter a Description for the file; Choose the Account the ACH will take 

the outgoing funds from (additional, multiple accounts can be added later); and the Effective Date for the 

transaction.  You may also choose a check box for Same Day processing. 

 

Note: The cutoff time for processing an ACH file (same day or next day) is 1:00pm EST.  This is an automated 

system cutoff that does not allow us the flexibility of adjusting an effective date for any file submitted after 

1:00pm. 

For example: 

A same day ACH submitted after 1:00pm today, will not be processed until approximately 1:30pm the following 

day. 

A regular ACH with an effective date of tomorrow, if submitted after 1:00pm today, will not process until 

approximately 1:30pm the day after tomorrow. 

 



5. At the bottom of the ‘Add Details’ screen, there is a section to add the ACH file recipient information. 

 

 

6. Click ‘add a recipient’ to add a new recipient to the ACH file. 

7. If you have previously added recipients, you may choose them in the drop-down list box.  Otherwise, click ‘create 

new recipient’. 

 

  



8. Clicking on ‘create new recipient’ will bring up the Create New Recipient box. 

 

This box requires: 

• A recipient name.  (The name of the outgoing payment, or, if you are adding an additional account for funding 

the payment, the account name can be entered here.  Below are screenshot examples of both.) 

• Assign Recipients to Batch Type(s).  Here you can select if you wish the recipient to be added to the drop-down 

selection box the next time you create a manual ACH file.  You may assign a recipient to more than one Batch 

Type.  When selecting a checkbox in this list, you will also have the option of adding an Employee ID, Customer 

ID, or Supplier ID where appropriate. 

• Recipient Account Information 

▪ Routing Transit Number: The routing number for the payment destination.  (Or, if you are adding an 

additional account to draw funds from, enter 031314503 as the routing number for PS Bank). 

▪ Account Number: The account number for the payment destination or funds withdrawal. 

▪ Account Type: Choose ‘Checking’ or ‘Savings’ 

• When complete, click on the ‘Add Recipient’ button. 

  



Successful addition of a recipient will result in an on-screen confirmation.  The on-screen confirmation will vary if a batch 

type was also assigned to the recipient.  Examples: 

or 

 

Example screen for adding a payee recipient: 

 
In this example the 031302955 is a routing number for M&T Bank 



Example screen for adding an additional account to draw funds from: 

 

In this example the 031314503 is the routing number for PS Bank 

9. After adding a recipient, add the Credit/Debit, Amount, and optional Addenda data. 

(Credit = going to an account, Debit = coming from an account) 

10. To lock-in the data that has been entered, click the checkmark  in the Action column. 

 

11. You must enter both the account(s) that will be receiving the funds (Credit) and the account(s) disbursing the 

funds (Debit). 

In the example below, $5,000 is being sent to Test Payee, and the money is coming from Payment Account ($4,000) and 

Slush Fund ($1,000). 

 



12. At this point you may edit or Review the ACH file. 

To edit the details on a line, click on the edit icon :  

 

To add a line to the file, click on ‘add a recipient’: 

 

To delete a line in the file, click on the ‘x’: 

 



13. Once you are satisfied with the contents of the file, click the ‘Review’ button: 

 

14. Clicking on the ‘Review’ button allows you the opportunity to review the ACH file. 

Note: If the total amount = $0.00, that is good.  A $0.00 total represents a balanced transaction where the debits = 

credits.  (The money coming out of accounts equals the money going into accounts).  You should not send any ACH file 

where the Amount does not equal $0.00. 

 

 



15. This will bring you to you to the final screen where you may submit the ACH file for processing, save the 

file as a draft, or Cancel the file. 

Saving as a Draft will put the ACH file under ‘Drafts And File Uploads’ at the bottom of the main ‘Create 

Batch’ screen.  (The first screen you will go to if you click the ACH menu icon at the top of the Online 

Banking navigation) 

 

 

Saved drafts may be edited or deleted.  Editing a draft will return you to the ‘Edit Details’ page, allowing you to perform 

all of the functions previously described in this document. 

16. To submit the ACH file for processing, click the ‘Submit Batch’ button. 

 



17. Depending on the security configuration for your organization, at this point you may need to perform an 

additional security process. One possible process is entering a security question.  Example: 

 

18. A successful submission will display a confirmation, and add the ACH file to the Pending section of ‘Pending And 

Drafts’. 

 

 

From within the ‘Pending’ section of ‘Pending And Drafts’, you have the option to ‘Stop’ the file from processing until 

1:00pm, at which point the file will be processed. 

Congratulations! 

At this point you have successfully processed an ACH file.  And if you have any questions or concerns, please do not 

hesitate to reach out any time during business hours by calling:  1-866-746-1011, or sending an e-mail to 

ebanking@psbanking.com. 
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