
 

How to enter an ACH Transaction for Prefund customers & what to 
expect 

 
 
1. Go to “Treasury” tab; 
Select the “Payments” 
tile 
 
 

 

 
 

 
2. Select New Payment 
OR 
If you are using an 
existing template, click 
the three dots for that 
template, Select Pay and 
go to step 4 

      



 
3. Select the ACH 
payment type.  

 

 

 
4. Enter all payment 
information or upload 
from file. 

 
Click Draft or Approve. If 
Drafted, transaction must 
be Approved  by going to 
the “Online Activity” tile 
found under the “Service 
Center” tab.  

 

 

 
 



 
5. Approve transaction.   
 
You will  receive a 
Transaction Approved 
message or Transaction 
Approval Failed. 

 

      
 

 
6. Status of transaction 
will update in Online 
Activity. 
 
Transaction Approved: 
If showing a Drafted status, 
the transaction will need 
Approval. 
 
Transaction will show as 
Authorized if fully 
Approved and ready to 
Process  
 
Approval Failed:  
Cancelled or Failed status, 
you will need to re-create 
when funds are available 
(can use the three dots and 
select Copy to re-create) 
 

 

 
 
 
 
 
 
 
 
 



  
Additional Information 

 
 
1. How to set an Alert to 
be notified if a file fails. 
 
Select “Settings” tab and 
then “Alert Settings” tile. 

 
 
 

 
2. Click New Alert icon in 
upper right corner of the 
screen andthen Select 
Online Transaction Alert 
from drop down menu. 

 
 

 



 
3. From the drop-down 
menus,  
a. Select a Transaction 
type 
b. Select the Account 
c. Select Status 
d. Select how you would 
prefer to receive the alert 
( Email or SMS Text 
Message) and enter 
Email address or cell 
number as applicable. 
Note: For SMS Text, must 
Click box to Agree To 
Terms 
e. Click Create Alert. 

 
Repeat for each 
transaction type and 
status combination. 
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d.                

e.  
 
 

 


