
How to Complete an ACH Reversal 
1. Click on Services on the Menu Bar, then click Activity Center. 

 
2. Find the 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) 

 
3. A pop-up will appear asking to Agree and Continue. 

 
 

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



 
 

5. 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.  
 

 
 

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

 
 



7. The item reversed will show up in the Activity Center. 
 

 
 

 


