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To have a new template created, please contact BND at 701.328.5644

 1. Enter Login information

 2. Click LOGIN

3.  Enter your SECURITY CODE 

4.  Click OK
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5.  Select ACH 

6.  Click MAINTENANCE

7.  Highlight the template by single-clicking on the desired row

8. Click the CHECK MARK (     )
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9.  Place a check mark (    ) next to HOLD $0 DOLLAR RECORDS if the box is empty

10. If you need another employee’s approval for maintaining or creating payments, Place  
 a check mark (    ) in APPROVAL REQUIRED if the box is empty
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11. Click the PLUS SIGN (+) under the transaction line to open pop-up box

12. Key in the banking information

13. Click either ADD & CONTINUE to add more banking information or ADD & END to   
 move to the next step. 
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14. Give users access to the template by putting a check mark (    ) behind their name.

15. If the employee requires approval, click on the drop-down box under APPROVAL   
 LEVEL and select LEVEL 1

16. Click on the drop-down box under REQUIRED APPROVERS and select 1

17. In LEVEL 1, key in 1
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18. Click SAVE

19. Enter your SECURITY CODE 

20. Click OK

The template you have created will now be displayed.
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Going forward, if the dollar amounts change, make the changes under the maintenance 
tab before you create the payment. This also allows you to review and make changes, if 
necessary, before you submit the ACH file for processing.

21. Click on ACH

22. Click on MAINTENANCE

23. Highlight the template you are changing by single-clicking on the desired row

24. Click the CHECK MARK (     )
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25. Click MODIFY next to RECEIVER NAME

26.  Enter the appropriate dollar amount in AMOUNT

27.  Click MODIFY & END
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28. Click SAVE

29. Enter your SECURITY CODE 

30. Click OK

28

30

29



 banknd.nd.gov14

31. Single-click the PENDING APPROVAL row to highlight it 

32. Right click on the highlighted row

33. Select APPROVE

The templates with modifications will now be displayed on the screen
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To Create a Payment:

34. Click ACH

35. Click CREATE PAYMENT

36. Click the drop-down arrow next to PROFILE - Choose desired profile

37. Click NEXT
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38. Click the drop-down box next to EFFECTIVE ENTRY DATE

39. Select the effective entry date (can’t be more than 7 days in the future) from the cal-

endar pop-up box

40. Click SUBMIT

41. Enter your SECURITY CODE 

42. Click OK
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These steps require a second employee to login and approve the ACH file that was 
created.

43. Click ACH. This will bring up the summary of the payments created

44. Single-click the PENDING 1 APPROVAL row to highlight the template

45. Right click on the highlighted row

46. Select VIEW & APPROVE

47. Click EXPORT 
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48. Enter your SECURITY CODE 

49. Click OK
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The status will now be listed as SUBMITTED indicating the file is now at BND 

50. Click the ENVIRONMENT SETTINGS icon to create a recap of the file
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51. Choose RELATIVE in the QUALIFIER drop-down box on the PROCESS DATE line 

52. Choose TODAY by clicking on the BLUE BOX

53. Click SAVE

54. Click OK
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55. For financial institutions submitting files, print the ACH SUMMARY REPORT. Sign, Date 
and Fax to 701.328.5632 or email to bndelectronic@nd.gov

56. For accounting firms or individuals submitting files, print the ACH SUMMARY REPORT 
and fax or email to the client’s bank.







Bank of North Dakota
1200 Memorial Hwy
Bismarck, ND 58504

Local: 701.328.5644
Toll-free: 800.472.2166   ext. 328.5644
Email: bndelectronic@nd.gov


