How to Complete an ACH Reversal

1. Click on Services on the Menu Bar, then click Activity Center.
Services

Activity Center

Check 5top Payment

Check Reorder

2. Findthe transaction needed to be reversed and click on the three dots then click
Reverse.
(If the option is unavailable the item is not eligible for a reversal)
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3. Apop-up will appear asking to Agree and Continue.

O

**PLEASE NOTE: REVERSAL TRANSACTIONS ARE NOT GUARANTEED. **
In accordance with MACHA rules, a reversal can only be used to correct a duplicate

or erroneous entry file. Reversals cannot be used because of a failure to provide
funding. Each reversing itemn/file must be able to sette within five (5) banking days
after original settlement date. Standard ACH Reversal fees will apply.

4. An option to reverse the entire batch or individual items within the batch will
appear.



ACH Batch Reversal

Would you like to reverse the entire batch, or individual item(s) within the batch?

Entire Batch

Individual Item(s)

If the option to reverse individual item(s) was selected, it will prompt you to select

the box for each item that will be reversed.

ACH Batch Reversal

Showing m

Name ACH Name (ID) Account Number

Glanbia Glanbia

Amount

$60.36

Click submit when you’ve selected the item(s) to be reversed.

®

ACH Batch Reversal

Reverse entire ACH Batch with 1 item(s) for a total of $60.36?




7. Theitem reversed will show up in the Activity Center.

Online Activity @

Single Transaction ecurring Transactions Deposited Checks




