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This document provides instruction for manually creating a work file (one-time transaction) by importing a 

spreadsheet in the Aptys Contingency System. You must first create the spreadsheet in a specific format. 

Topics in this article include: 

• Create a New ACH Work File 

• Create the Spreadsheet 

• Importing the Spreadsheet 

• Approve/Release 

• Reconciliation 

 

Create a New ACH Work File (Keying in the Transaction Information) 
• Select ACH. 

 

 

 

• Select Create ACH Transactions.  

 

The ACH Creation Wizard will guide you through the process of creating the work file. None should be the 

default option and should remain.  

• Select the Next button. 

 

 

 

• Select the appropriate standard entry class code from the drop-down list.  

 

• Select the Next button. 
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All fields shaded in yellow are required fields. 

• List your credit union’s or business member’s company ID 

• Company name 

• A brief description 

• Effective date of the transfer 

• Optional – Company Descriptive Date 

• Optional – Company Discretionary Data   

• Effective Entry Date – If you want to send same day ACH items, select the current day as the effective 

date.  

NOTE: Same day transactions need 

to be created and approved before 

1:00 pm ET during contingency 

processing.  

• Select the Continue button. 
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Create the Spreadsheet 
The spreadsheet must be created in a specific format, explained below. Download the template to create the 

spreadsheet in the correct format. Once the spreadsheet is created you will import it. 

• Select Download Template. 

 

The template will display in the lower left corner of your 

browser window. Click on it to open.  

 

• Using the instructions on the second tab of the spreadsheet, complete all required fields. Columns A 

through F are required.  

NOTE: It is important that offsetting entries are included if they are needed for systemic posting at the credit 

union.  

Validate that correct transaction codes are listed. These can also be found on the Instructions tab.  

• Once the file is complete and accurate, save the file to your network location using the naming 

convention for your credit union. You have now created the spreadsheet in the required format. 

 

 

 
 

 

 



                       Aptys Contingency System 
Create a Work File – Importing a Spreadsheet  

Member Training 4 8/2020 
 

Importing the Spreadsheet 
• Select Choose File. 

 

• Locate the saved file on your network. 

 

• Once the file name is populated, select 

Upload. 

 

 

• Review the entries for accuracy and then 

select Submit for Approval. 

 

A confirmation message will appear.  

 

 

 

 

 

 

 

 

 

NOTE: An authorized secondary user will need to Approve and Release the batch for processing. 

The Home tab will always display notification about items 

that require approval. 
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Approve and Release 
Another user who did not create the batch must Approve and Release. 

• Select ACH. 

 

• Select Approve/Release. 

 

 

Locate the batch that requires approval under the ACH Originated Batches Pending Approve and Release 

section. 

 

• Select the files for approval by checking the associated box. 

 

• Select the Approve and Release Selected Batches button. 
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Reconciliation 
You can confirm all batches have been created and processed by going to the Reconciliation tab. 

 

• Select ACH. 

• Select Reconciliation. 

 

 

 

 


