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This document provides instruction on creating a manual return or notification of change (NOC) through the 

Aptys Contingency System. There may be situations that require a manual entry because the derived 

function may not be available. For example, returning an older item that is not in the system, or if your 

credit union has an information file sent to Alloya. During ACH contingency processing, information files will 

not be available in the system. 

Topics in this article include: 

• Create a Return/NOC 

• Approve Return/NOC 

• Unrelease Selected Batches 

 

Create a Return/NOC 
• Select ACH. 

 

• Select Create ACH 

Return tab. 

 

• Create Single Return. 

 

 

 

 

 

 

• Select the SEC code from the drop-down list.  

 

 

 

 

• Click the Next button. 

 

• Select the Return Type from the drop-down list. 
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• Complete the required fields (shaded 

yellow). 

 

• Select the Effective Entry Date.  

 

• Click the Continue button. 

 

 

 

 

 

 

The wizard will continue with a page to complete the Original Entry Information. All shaded fields are 

required. 

• Save the entry. 
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The system will respond with an informational page where you can submit for approval, add additional 

entries, cancel, or save as draft. 

If the item is submitted for approval, the page will refresh indicating the batch is ready to Approve and 

Release. 

 

 

 

 

 

 

NOTE: Another user will have to go to the Approve/Release tab to approve and release the file. 

Approve Return/NOC 
The Home tab will always indicate if there are files 

waiting to be approved and released. 

• User #2 should select the ACH tab.  

 

• Select the Approve/Release tab.  

 

• Select the transaction. 

 

• Select the Approve and Release Selected 

Batches button. 
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Unrelease Selected Batches 
Once approved, the file will move to the ACH Originated Batches Recently Released Section. 

If the file was approved/released in error, there is an option to Unrelease Selected Batches. 

Note: Files cannot be unreleased if a cutoff time has passed. 

 

 

 

 

This screenshot shows outgoing once they are approved/released.   

 


