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Reference Guide: Uploading NACHA file 

Purpose 

Step-by-step instructions for uploading a NACHA file using the ACH File Upload Service 

Steps 

1. Click Business Banking, then select Business Payments. 

2. Click Create New Payment , then choose Payment from File. 

3. In the "Please select a payment type" box, select ACH Batch. 

4. Scroll down and click the Import File box to select the file you want to upload, then click 
Upload File. 

ACH File Validation Process 

1. Once the file is uploaded, click Approve in the bottom right corner. 

2. If the payment needs to be approved by another user, select Draft instead. 

3. The approver will enter the 6-digit code from their security token in the approval box to 
complete the process. 

 

 

 

  

 

 

 

  

If you have any questions, contact our Customer Care Center: 

Phone: (855) 275-7226 (option 3) 

Email: customercare@southernbank.com 

Quick Tips 

•  Verify “ACH Batch” is 
selected as the payment type 
before uploading. 

•  Choose Draft if the file needs 
a second person to review and 
approve it. 

•  Confirm the file uploaded 
successfully before navigating 
away from the screen. 


