
CHASE CONNECT®

USER GUIDE
ACH Collections



Add A Payor or Group of Payors
Easily schedule one-time or repeating collections from a single payor or group of payors
with our ACH Collections service¹. Simply schedule electronic collections and receive the 

funds in your account in as little as 3 business days after the collect by date

1 Fees, terms, conditions and limitations apply as described in the legal agreement that applies to your online service.
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Click Collect & deposit and 
then click ACH Collections1

< >Add A Payor or 
Group of Payors

Schedule ACH
Collections

ACH Collections
Activity

ACH File
Upload Service
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Fill in your payor’s name
and bank account 
information. If you need 
help finding the bank 
routing number, you can 
search for it by bank name

2

4
3 From the ACH 

Collections 
menu, select 
Manage Payors
and then Add a 
payor on the left 

NOTE: You must have 
permission from each payor 
before adding their information 
and collecting money  
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Verify the 
information 
provided, 
then click Add 
a payor

5
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Once verified, a 
confirmation will 
appear. From here, 
you can choose to 
add more payors
or schedule a 
collection 

6
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Schedule ACH Collections
Now that you’ve added your payors, start scheduling your collections
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All payors are listed on the 
Schedule Collections page. 
You can schedule collections 
from the entire group (45 
payors per group) or 
individually by checking the box 
next to the payor. Once payors 
are selected (up to 100 at once), 
click Schedule collection 

1

NOTE: For repeating 
collections, be sure 
to set up each payor 
individually

8
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Now, choose the deposit account, the date 
you’d like to receive the funds and the 
amount. We’ll automatically calculate the 
“request-on” date, 3 business days before 
your “collect-on” date 

2
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Verify your information, then 
click Schedule collections

3
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Once verified, a 
confirmation will appear. 
If you use Chase Dual 
Control transaction, we’ll 
send it to your list of 
pending approvals

4

Add A Payor or 
Group of Payors

Schedule ACH
Collections

ACH Collections
Activity

ACH File
Upload Service < >



Upload a Nacha or Comma Separated Value 
(CSV) file with the ACH File Upload Service

Save time by submitting up to 2,000 collection instructions in
a batch instead of manually entering separate transactions

Note: Software capable of producing a properly formatted Nacha / CSV file is required 
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From the ACH Collections 
page, select ACH file upload 

Choose a file

1

2
3

13
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Select Next
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Your file will go through a validation 
process to ensure it’s formatted 
correctly. If the file validation was 
unsuccessful, we will display detailed 
errors.  You’ll need to make the 
corrections to your file and re-upload 

4
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After file 
validation is 
successful, 
click Submit to 
submit the file 

5
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View the Collections Activity 
tab for file information  

6

NOTE: All files submitted by an entitled user when Chase 
Dual Control Transaction is activated must be approved.  
The cutoff time for batches to be process is 7pm ET
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ACH Collections Activity
See, sort, change or cancel your pending collections
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Click Collections 
Activity. Then 
click ACH 
Collections and 
then Collections 
Activity

If you need to change 
or cancel an upcoming 
collection, select Edit 
or Cancel

1

2

18
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Use the filter to reduce the number of 
collections visible. Filter by:

• Date range

• Payor name

• Deposit-to account

• Collections status

• Frequency (repeating collections only)

• Group

3
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Chase, J.P. Morgan and JPMorgan Chase are marketing names for certain businesses of JPMorgan Chase & Co. and its subsidiaries worldwide (collectively, “JPMC”, if and as used 
herein may include, as applicable, employees or officers of any or all of such entities irrespective of the marketing name used).Products and services may be provided by 
commercial bank affiliates, securities affiliates or other JPMC affiliates or entities. Products and services described herein are offered by JPMC or its affiliates subject to 
applicable laws and regulations and service terms. Not all products and services are available in all geographic areas. Eligibility for particular products and services is subject to 
final determination by JPMC or its affiliates.

Chase Connect® is a registered trademark of JPMorgan Chase Bank, N.A. JPMorgan Chase Bank, N.A. is a wholly-owned subsidiary of JPMorgan Chase & Co.
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