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Approved Item List 

To setup your approved item list, follow these steps:

	• Click on the down arrow next to “Change Module” and select either “ACHAlert” or “ACHAlert CR”.

	• Click on the down arrow next to 
“Manage” and select “Approved List”.

	• Click “Create” to create an approved item. 
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Approved Item List 

	• Complete the fields and click “Save”.

	• A confirmation message will display that reads “Approved Company Saved Successfully”.

Should secondary approval be required, a message 
is displayed that the approved company request has 
been submitted for approval.

Once a company has been added to the approved list, you can Edit or Delete the company from the approved list screen.
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Block List Report 

The Block List Report allows clients to specify company’s the DO NOT want to debit their account.  It works just like the 
approved list but in reverse. However, at this time there are no notification conditions specific to the block list.

Similar to the approved list,should secondary approval 
be required, a message is displayed that the blocked 
company request has been submitted for approval.
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Approvals 

Should new items to the Approved List or Block List require secondary approval, they must be approved before they can be 
recognized in these lists.

To approve these items, follow these steps:
	• 	Click on the down arrow next to “Change Module” and select either “ACHAlert” or 

“ACHAlert CR”.
	• Click “Perform” and select either “Approved List Approval” or “Blocked List 

Approval”.  

The remaining steps are the same for both list approvals.
	• Select the check box next to the Company ID.
	• Doing so enables the buttons below.
	• Click “Approve” to proceed adding the company to the list.  
	• Click “Deny” to not add the company to the list.


