
 

 

 

            

 

 

 

 

 

 

                   

 

       

 

 

 

ACH Reject – Approval at Payment 

 

1st Source Bank Helpful Hints: ACH - Reject / Delete / Reversal  

Various actions are available following submission of an ACH payment, including the ability to reject a payment, delete a payment, 

and reverse a payment. The Reject option allows the approver to deny approval for an ACH payment, template, or recipient 

(depending on the approval structure chosen by your organization). The Delete function allows for cancellation and is available to 

both the approver as well as the user inputting the payment, template, and/or recipient. The Reversal option is available to those 

provisioned with the entitlement and allows for a retraction of a completed payment. 

 

1. To Reject a submitted ACH payment from another user click the Approvals icon  at the top right of the BBO Treasury 

Dashboard. 

2. Click on the caret next to the number of pending ACH approvals 

3. The Payment Center page will display. In the Pending  tab, select the checkbox next to the payment you would like to reject. This 

payment should display a status of “Pending Approval”. Select Reject. 

4. A Memo may be added to notate a reason for the reject. 

5. You may be required to enter a password. Click Reject. 

6. Upon return to the Payment Center screen, a Successful Submit message will appear and the payment selected should display as 

Rejected under Status. 

Note: This same activity, beginning on step 3, can be achieved from the dashboard by going first to Payments then selecting Payment Center. 

1. From the BBO Treasury dashboard, navigate to the Payments drop-down menu, select Payment Center. 

2. Under Manage Payments, select the Pending tab.  

3. Locate the payment you would like to reject. Select the checkbox next to this payment. This payment should display a status of 

Pending Approval. * 

4. Select Delete. 

5. You may be required to enter a password. Click Delete to confirm your selection. 

6. Upon return to the Payment Center screen, a Successful Submit message will appear and the payment selected should display as 

Deleted under Status. 

 

* An ACH payment may only be deleted when in a Pending Approval or Scheduled status.  

ACH Delete – Approval at Payment 

 



 

 

 

 

 

 

 

 

 

  

ACH Reversal of a Batch 

 

ACH Reject - Approval at Template 

 
1. From the BBO Treasury dashboard, navigate to the Payments drop-down menu, select Template Center. 

2. Under Manage Templates, identify the template you would like to reject.  

3. Select the checkbox next to the template you would like to reject. This template should display a status of Pending Approval. * 

4. Select Reject. 

5. A Memo may be added to notate a reason for the reject. 

6. You may be required to enter a password. Click Reject. 

7. Upon return to the Payment Center screen, a Successful Submit message will appear and the template selected should display as Rejected 

under Status. 

 

* An ACH template may only be rejected when in a Pending Approval status.  

 

ACH Delete - Approval at Template 

 
1. From the BBO Treasury dashboard, navigate to the Payments drop-down menu, select Template Center. 

2. Under Manage Templates, identify the template you would like to delete.  

3. Select the checkbox next to the template(s) you would like to delete.  

4. You may be required to enter a password. Click Delete. 

5. From the Delete Templates page verify the templates to delete. 

6. To confirm your selection, click Delete. 

7. Upon return to the Template Center screen, a Successful Submit message will appear notifying that the template has been deleted. 

 

1. Under Manage select Payment Center. In the Manage Payments section, Identify the payment you would like to reverse. 

2. Check the box next to the completed batch to request a reversal.* 

3. Select Reverse Payment, which will request the reversal for the entire ACH batch originated.  

4. You may be asked to enter a password. Click Submit Reversal.  

5. A notice should populate advising you of timeframes for reversals.  

 

 



 

    

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

6. Verify your request under the Selected Payments header.  

7. Enter a password if required. Select Submit Reversal. 

8. You will be returned to the Payment Center. Under Manage Payments the payment will reflect a status of Completed and the Type  

will reflect Reversed along with the payment type (CCD PPD CTX or Web). 

 

* Payments may only be reversed if in a Completed status 

Note: It may take a few business days in order to discern if the reversals were honored by the Receiving Depository Financial Institution   

(RDFI).  

 

ACH Reversal of Individual Transaction(s) Within a Batch 

 
1. To request a Reversal on a Completed ACH payment click Payments on the BBO Treasury Dashboard. 

2. Under Manage select Payment Center. In the Manage Payments section, Identify the payment you would like to reverse. 

3. Check the box next to the completed batch that contains the payment(s) to request a reversal.* 

4. Two types of Reversals are available. Reverse TXNS allows the selection of one or more transactions within the batch to be selected 

for the reversal request. Reverse Payment will request the reversal for the entire ACH batch originated. Choose the option that  

best fits your needs.  

5. Check each box for the specific payment(s) you would like to request a reversal on from the Reverse (Type) Transaction screen. 

6. You may be asked to enter a password. Click Submit Reversal.  

7. You will be returned to the Payment Center. Under Manage Payments the payment will reflect a status of Completed and the Type  

will reflect Reversed along with the payment type (CCD PPD CTX or Web). 

 

* Payments may only be reversed if in a Completed status 

Note: It may take a few business days in order to discern if the reversals were honored by the Receiving Depository Financial Institution   

(RDFI).  


