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This document provides instruction on uploading a return file through the Aptys Contingency System.  

NOTE: All return items/files and all NOC items require a second approval. 

If your core processor sends an ACH return file on your behalf, they should continue to do the same process 

during contingency processing. 

If your core processor creates a return file you normally upload to Alloya’s primary ACH Services System, you 

can upload the file in the Aptys Contingency System. (More than one return file can be uploaded if 

necessary.) 

Topics in this article include: 

• Upload a Return File 

• Approving an Uploaded Return File 

• Reconciliation Tab 

 

Upload a Return File 
• Select the ACH tab. 

 

• Select the Upload/Download tab. 

 

• Click on Select an ACH File to Upload. 

 

 

 

 

 

• A new screen (tab) will open. Select Choose File to browse your directories to select the return file. 

 

• Once the file is 

selected, click Upload. 
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The system will respond with a message to acknowledge the uploaded file.  

 

• Select Close and close the screen (tab) and return to the main tab.  

 

• Re-select the Upload/Download tab, select F5 on your keyboard to refresh the page. 

 

• Scroll down to see the section for ACH Files Recently Uploaded. 

Any file accepted will appear in white. 

Any file that is rejected will appear in red. 

NOTE: Previous days’ files will also be displayed. Check the file date in the Upload Finished column. 

 

If the uploaded file rejected, click on the line and the reason for the reject will be displayed. 

 

Rejected files should be corrected and uploaded again. 

NOTE: Accepted files require a second approval to complete the process. 
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Approving an Uploaded Return File 
Another user that did not create the return file upload must approve the file. 

• User #2 should select the ACH tab. 

 

• Select the Approve/Release tab. 

 

 

• Select the box for the file you want to approve. 

 

• Click the Approve/Release Selected File button. 

 

 

 

 

 

 

 

Return Report 
You can download and save a report of the returns by going to the Upload/Download tab, finding the file in 

the ACH Files Recently Uploaded section and clicking on the file line. 

ACH Processing Details will populate. Select the Print as PDF option. 
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The file will be available on the bottom left-hand side of the 

browser window to open and save. 

Reconciliation Tab 
You can verify that the file was successfully submitted and approved on the Reconciliation tab. Click the + 

sign next to any title to view the details. 

• Select the ACH tab. 

 

• Select the Reconciliation tab. 

 


