
CHASE CONNECT®

USER GUIDE
Standard ACH, Same-Day ACH 
and Real-Time Payments



Add a Payee or Group of Payees
Easily schedule payments for employees or vendors with our 

Standard ACH, Same-Day ACH and Real-Time Payment Services1

Chase screens new payees for fraud for regulatory compliance purposes and Chase policies. When payees fail the initial  
screening, their status will appear as “pending review”, payments cannot be made to the payee while in pending review status.  

The review can take up to 48 hours, if the payee is not approved, you will have to create a new payee with the proper credentials

1Fees, terms, conditions and limitations apply as described in the legal agreement that applies to your online service.
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Select Add 
Payee

>

Select Pay & transfer 
from the main 
navigation then select 
ACH Payment Services

1

2

2

Add A Payee or 
Groups of Payees

Schedule
Payments

Upload a NACHA or CSV (Excel®) file 
with the ACH File Upload service

Payments
Activity

Set
Alerts <

NOTE: When scheduling Standard ACH Payments employee 
payments require two business days and vendor payments require 
one day to settle

Payment 
Comparison
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Employees and 
vendors can be 
added individually or 
by importing a list

3
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><

NOTE: Authorized Users must be entitled to 
'transact' to add a payee. Entitlements can be 
updated within Access & Security Manager.

Add A Payee or 
Groups of Payees

Schedule
Payments

Upload a NACHA or CSV (Excel®) file 
with the ACH File Upload service

Payments
Activity

Set
Alerts

Payment 
Comparison
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Import list of employees 
and/or Import a list of
vendors. Import 
specifications and sample 
files are available

Download the sample CSV 
file and use the Help and  
support link when creating  
an employee payee file for  
your vendor

NOTE: CSV files can be uploaded to import a large number of  
employee or vendor payees - up to 100 per file. Separate files will be 
needed for each payee type. No matter the payee type, the file will 
need to contain the following information: Employee Name,  
Employee Nickname, Employee ID, Bank Account Type, Bank Routing  
Number, Bank Account Number and Primary Pay From Account.
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><Add A Payee or 
Groups of Payees

Schedule
Payments

Upload a NACHA or CSV (Excel®) file 
with the ACH File Upload service

Payments
Activity

Set
Alerts

Payment 
Comparison
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Complete payee details, 
click Next. Review the  
content and select 
Add employee
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><Add A Payee or 
Groups of Payees

Schedule
Payments

Upload a NACHA or CSV (Excel®) file 
with the ACH File Upload service

Payments
Activity

Set
Alerts

Payment 
Comparison
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If uploading a file, preview 
and confirm the payee’s 
information listed. Once 
confirmed, click Import
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><Add A Payee or 
Groups of Payees

Schedule
Payments

Upload a NACHA or CSV (Excel®) file 
with the ACH File Upload service

Payments
Activity

Set
Alerts

Payment 
Comparison
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Once verified, a  
confirmation will  
appear and the system 
administrator will  
receive a secure  
message that a new  
payee has been  
created. From here,  
you can choose to Add  
another payee or  
Schedule Payment
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><Add A Payee or 
Groups of Payees

Schedule
Payments

Upload a NACHA or CSV (Excel®) file 
with the ACH File Upload service

Payments
Activity

Set
Alerts

Payment 
Comparison
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From the Manage payees page you can 
edit/delete payee information, set  
repeating payments,  schedule a new 
payment and add individuals to a group 
to enable better  account organization
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><

NOTE: You can download individual payees or all payee information.

Add A Payee or 
Groups of Payees

Schedule
Payments

Upload a NACHA or CSV (Excel®) file 
with the ACH File Upload service

Payments
Activity

Set
Alerts

Payment 
Comparison



Schedule Payments 
Now that you’ve added payees, start scheduling payments either with 

Standard ACH, Same-Day ACH or Real-Time Payments
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Add A Payee or 
Groups of Payees

Upload a NACHA or CSV (Excel®) file 
with the ACH File Upload service

Schedule 
Payments

Payments
Activity

Schedule payments for 
groups or individuals by 
checking the box next to 
the payee

Once payees are selected 
click Schedule payments

To set up repeating 
payments, select Set up 
repeating payment for 
the payee

The first 100 payees are listed 
alphabetically by group on the 
Schedule payments page. Click 
See more to view additional 
payees, we’ll display up to 50 

1

2

3

4

Standard ACH Same-Day ACH

10

Set
Alerts ><

Real-Time Payment

NOTE: Authorized users will only see the 
payees based on their entitlements.

Payment 
Comparison
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Determine the account 
to Pay from, Delivery 
method date to Deliver 
by and the Amount to 
be paid to the recipient. 
Add additional information 
to the addenda line (e.g., 
invoice or reference 
numbers) for more 
detailed payments

NOTE: We only display the eligible accounts as pay from accounts. If you don’t see an account, you may not be entitled to the 
account, (check with the Primary Administrator) or the company that the account is linked to requires more information to become 
eligible. Select “Company activation” in the navigation and click the “Activate” link to complete the necessary information

5

6

Click Next
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><
Standard ACH Same-Day ACH Real-Time Payment

Add A Payee or 
Groups of Payees

Upload a NACHA or CSV (Excel®) file 
with the ACH File Upload service

Schedule 
Payments

Payments
Activity

Set
Alerts

Payment 
Comparison
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For ACH Payments, review the 
payment details and click 
Schedule payment
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Standard ACH Same-Day ACH Real-Time Payment

Add A Payee or 
Groups of Payees

Upload a NACHA or CSV (Excel®) file 
with the ACH File Upload service

Schedule 
Payments

Payments
Activity

Set
Alerts

Payment 
Comparison
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Once verified, a confirmation will 
appear. If you use Chase Dual 
Control–Transactions we’ll send it 
to your list of pending approvals
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><
Standard ACH Same-Day ACH Real-Time Payment

Add A Payee or 
Groups of Payees

Upload a NACHA or CSV (Excel®) file 
with the ACH File Upload service

Schedule 
Payments

Payments
Activity

Set
Alerts

Payment 
Comparison
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Click Pay & transfer then 
ACH Payment Services

1
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><

To send a payment same-day 
click Same-day ACH 2

Standard ACH Same-Day ACH Real-Time Payment

Add A Payee or 
Groups of Payees

Upload a NACHA or CSV (Excel®) file 
with the ACH File Upload service

Schedule 
Payments

Payments
Activity

Set
Alerts

Payment 
Comparison
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Determine the Pay from 
account, enter the 
Amount and choose the 
Delivery Method

3
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Click Next and on the next
screen review payments and 
click  Schedule
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Standard ACH Same-Day ACH Real-Time Payment

Add A Payee or 
Groups of Payees

Upload a NACHA or CSV (Excel®) file 
with the ACH File Upload service

Schedule 
Payments
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Payment 
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Click Pay & transfer
and then ACH 
Payment Services

To send payments in 
real time click Activate 
real-time payments

1

2
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><
Standard ACH Same-Day ACH Real-Time Payment

Add A Payee or 
Groups of Payees

Upload a NACHA or CSV (Excel®) file 
with the ACH File Upload service

Schedule 
Payments

Payments
Activity

Set
Alerts

Payment 
Comparison
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Determine the account 
to Pay from and the 
Amount to be paid

3

If the recipient is eligible, choose 
the Real-time payment option 
from the drop down

4

Click Next

5
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Standard ACH Same-Day ACH Real-Time Payment

Add A Payee or 
Groups of Payees

Upload a NACHA or CSV (Excel®) file 
with the ACH File Upload service

Schedule 
Payments

Payments
Activity

Set
Alerts

Payment 
Comparison
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NOTE: Mixed payments ((Standard ACH, Same-Day ACH and Real-Time 
Payments)) can be made. Before you click Schedule payments, review 
transactions to ensure they are being sent they way you intend

Review all payment information, 
including payment. If correct 
click Schedule payments or 
Back to make edits
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Standard ACH Same-Day ACH Real-Time Payment

Add A Payee or 
Groups of Payees

Upload a NACHA or CSV (Excel®) file 
with the ACH File Upload service

Schedule 
Payments

Payments
Activity

Set
Alerts

Payment 
Comparison



Upload a Nacha or CSV (Excel®) 
file with the ACH File Upload Service 

Save time by submitting up to 2,000 employee or vendor payment 
instructions in a batch instead of manually entering separate transactions 

and payees. To start using ACH File Upload Services, ensure it’s been 
activated. Once activated, all existing entitlements and limits apply

Note: Software capable of producing a properly formatted (based on Chase Connect specifications) 
Nacha or Comma Separated Value (CSV) file is required
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NOTE: Before you begin using the ACH file upload service, dedicate 
time to formatting the file for use. NACHA file and CSV file resources 
will detail file requirements. Your file must be formatted according to 
Chase Connect and NACHA specifications

From the ACH Payment 
Services page, select ACH file 
upload and Choose a file to 
upload and select Next

Add A Payee or 
Groups of Payees

Schedule
Payments

Upload a NACHA or CSV (Excel®) file 
with the ACH File Upload service

Payments
Activity

1

20

Set
Alerts ><Payment 

Comparison

https://www.chase.com/content/dam/chase-ux/documents/digital/resources/cbo_nacha_filespecs.pdf
https://www.chase.com/content/dam/chase-ux/documents/digital/resources/cbo_csv_filespecs.pdf
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Your file will then go through a 
validation process to ensure it’s 
formatted correctly. If the file 
validation was unsuccessful, we will 
display detailed errors. Make the 
corrections to your file and re-upload 

NOTE: You can navigate to another page to finish 
other tasks if file validation is taking longer than 
expected. You will receive a notification when the 
validation process is completed

2

21

><Add A Payee or 
Groups of Payees

Schedule
Payments

Upload a NACHA or CSV (Excel®) file 
with the ACH File Upload service

Payments
Activity

Set
Alerts

Payment 
Comparison
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After the file validation is 
successful, click Submit to 
send the file for schedulingNOTE: If an Authorized User or Proxy 

Administrator is submitting a file, they 
must be entitled to accounts and the 
payment type in the file 

3
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><Add A Payee or 
Groups of Payees

Schedule
Payments

Upload a NACHA or CSV (Excel®) file 
with the ACH File Upload service

Payments
Activity

Set
Alerts

Payment 
Comparison
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After clicking Submit, you’ll 
receive a confirmation that 
the file is in the process of 
being scheduled

NOTE: All files submitted by all users or when Chase 
Dual Control is activated must be approved. The file 
needs to be approved as a whole and not for 
individual transactions. The cutoff time for batches to 
be processed that evening is 8:00 p.m. ET

Transaction history will 
be available on the 
Payment activity tab

NOTE: Please confirm the customer profile daily limit is sufficient 
for file upload activities. The Primary Administrator should navigate 
to Account management > Profile & settings > Payment 
preferences > Manage transaction limits. Limit increase requests 
can take up to 5 business days

5
4
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><

Click See upload activity to 
view file progress and status

6

Add A Payee or 
Groups of Payees

Schedule
Payments

Upload a NACHA or CSV (Excel®) file 
with the ACH File Upload service

Payments
Activity

Set
Alerts

Payment 
Comparison



Payment Activity
See, sort, change or cancel pending payments for Standard ACH (including 

repeating payments and bulk file upload), Same-Day ACH and Real-Time Payments
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Choose Payment 
activity from ACH 
Payment Services

NOTE: Transactions that 
were uploaded via the ACH 
file upload service can only 
be cancelled, not edited

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

Add A Payee or 
Groups of Payees

Schedule
Payments

Upload a NACHA or CSV (Excel®) file 
with the ACH File Upload service

Payments
Activity

1

2

25

Set
Alerts ><Payment 

Comparison
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3

View activity by: All ACH 
payments, Repeating ACH 
payments or ACH file 
upload activity. 
Set additional filters to 
refine the activity history 
and improve your search
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><Add A Payee or 
Groups of Payees

Schedule
Payments

Upload a NACHA or CSV (Excel®) file 
with the ACH File Upload service
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Activity

Set
Alerts

Payment 
Comparison



Set Alerts
While most ACH notifications are sent automatically there are 

some additional subscribable alerts that can be enabled.

All notifications are sent, via Secure Message, to the Primary Admin. Proxy Admin and Authorized users will also receive 
notifications for transactions they perform, including pending approval when entitled.
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Click Profile & 
Settings

NOTE: Transactions that 
were uploaded via the ACH 
file upload service can only 
be cancelled, not edited

1

28

Click Manage 
Alerts 2

><Add A Payee or 
Groups of Payees

Schedule
Payments

Upload a NACHA or CSV (Excel®) file 
with the ACH File Upload service

Payments
Activity

Set
Alerts

Payment
Comparison
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Choose the account you’d 
like to set alerts for

NOTE: Need to view or edit who alerts are being sent 
to and how they are being sent? Click Alerts delivery to 
review or make edits 

3

29

View and set alerts 
as needed 4

><Add A Payee or 
Groups of Payees

Schedule
Payments

Upload a NACHA or CSV (Excel®) file 
with the ACH File Upload service

Payments
Activity

Set
Alerts

Payment
Comparison



Payment Comparison
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Faster vendor and employee payment quick comparison—Chase Connect
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><

Standard ACH Same-Day ACH Real-Time Payments (RTP)
What are the key 
differences?

 Payment complete in
1-2 business days

 Uses the ACH network managed by
National Automated Clearing
House Association (Nacha)

 Payment complete by
end of day

 Uses the ACH network managed by
National Automated Clearing
House Association (Nacha)

 Payment settled within
moments

 Uses the RTP network managed
by The Clearing House

When should I 
consider 
each service?

 I need to send $100,000+

 I want to schedule a future dated
or recurring payment

 I want the lowest risk option

 I have a bulk file of payments that I
want to upload

 I need to quickly pay someone
who is not in The Clearing
House Network

 I need to send $25,000+

 I forgot to schedule a payment
and I want to avoid a late fee

 I want my payee to be paid in
moments

 I want to better compete and
differentiate my business in the
gig economy

 I want to make a payment after
ACH cutoff times

Fast Faster Fastest

Add A Payee or 
Groups of Payees

Schedule
Payments

Upload a NACHA or CSV (Excel®) file 
with the ACH File Upload service

Payments
Activity

Set
Alerts

Payment 
Comparison
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Faster vendor and employee payment quick comparison—Chase Connect
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><

Additional details 
Can this payment be reversed or 
canceled?

Yes Yes No

Are future dated payments 
available?

Yes No No

What is the cutoff time? 8 p.m. ET on business days 2 p.m. ET on business days Midnight ET

What is the per 
payment/transaction limit?

Up to your remaining profile 
limit

$100,000 per transaction 
(as of March 18, 2022)

$25,000 per transaction

How widely can this service be 
used?

100% of U.S. banks and 
accounts

100% of U.S. banks and accounts 60% of accounts can receive 
Real-Time Payments

Add A Payee or 
Groups of Payees

Schedule
Payments

Upload a NACHA or CSV (Excel®) file 
with the ACH File Upload service

Payments
Activity

Set
Alerts

Payment 
Comparison



Chase screens new payees for fraud for regulatory compliance purposes and Chase policies.  When payees fail the initially screening, their status will appear as “pending 
review”, payments cannot be made to the payee while in pending review status. The review can take up to 48 hours, if the payee is not approved, you will have to create a new 
payee with the proper credentials.

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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