
 
 

To Recreate your Repetitive Database/Template 
 
Go to ACH and Payments.  Locate a batch that was created from the Database/Template 
that you want to export and click on view a batch. 
 

 
 
 

 
 
Then click Export ACH Batch. 
 
 



 
 
Save the exported file in Notepad 
 

 
 
Click on the Templates tab 
 

 
 
Then click New Template 
 



 

 
 
Choose the Batch Type you need, name the template and choose the repeating schedule 
that suites your transaction.  Then choose Import Entries. 
 

 
 
 



 
 
 

 
 
Click import then browse for the file you exported.  Then click Upload 
 

 
 
 
 
 
 
 
 
 
 



 
 
 
From this screen you can print an Import Report.  Click Done and you will be brought 
back to the Templates page. 
 
 

 
 
 
 

 


