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You can make Tax Payments. 
Select the Tax Payments under 
Transfers & Payments menu

For assistance please call us at (800)788-4580 or email us at GTMSCustomerService@bankofhope.com
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Make Tax Payments

Click New Payment then ACH Batch.

For assistance please call us at (800)788-4580 or email us at GTMSCustomerService@bankofhope.com
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Click Upload From File. This feature is 
available for both ACH Collection or 
Payroll. The file must be unbalanced.

For assistance please call us at (800)788-4580 or email us at GTMSCustomerService@bankofhope.com
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Select the ellipsis on the 5 Column 
CSV row then click on Use.
*For New Mapping proceed to page 
8.

For assistance please call us at (800)788-4580 or email us at GTMSCustomerService@bankofhope.com



Bank of Hope - Internal Use Only
Q2 Advisory Services

Sample ACH File can be downloaded 
in CSV format in necessary. 
*For New Mapping proceed with 
instructions provided.

For assistance please call us at (800)788-4580 or email us at GTMSCustomerService@bankofhope.com
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Make sure your CSV file is in the correct format by following the instructions below:
• The CSV file must contain the following columns: Recipient Name, Routing Transit Number, Account Number, Account Type, and Amount
• Account Type can be either text (“Checking”, “Savings”) or numeric (Checking = 1, Savings = 2)
• It is recommended to remove headers, footers, and all unnecessary columns.
• Please make sure the final import file shows the full number as provided by the recipient.

• All leading zeroes should remain
• If the Routing Transit Number or Account Number are converted into Scientific Notation, the ACH transfer will be returned.
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Select the file you’d like to import 
and click Open

For assistance please call us at (800)788-4580 or email us at GTMSCustomerService@bankofhope.com
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Using the Upload Wizard, you can 
select the New Mapping to create 
import template.

For assistance please call us at (800)788-4580 or email us at GTMSCustomerService@bankofhope.com
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Select the file layout and click 
continue

For assistance please call us at (800)788-4580 or email us at GTMSCustomerService@bankofhope.com
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Using drop down selections, select 
values from file to map to fields in 
NACHA file. Select the fields that 
correspond to the file layout and 
the status will change to “ready”. 
Then click continue to review.

For assistance please call us at (800)788-4580 or email us at GTMSCustomerService@bankofhope.com
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Complete options as required:
Insert Decimal – Select Yes or No
Would you like to save these file 
mapping instructions – Select Yes or 
No
Mapping instruction Name (if 
saving)
Choose Private or Shared – Select 
Yes or No
Provide a mapping instruction 
name then select Finish.
Once reviewed and are stratified 
with the layout, click on finish.

For assistance please call us at (800)788-4580 or email us at GTMSCustomerService@bankofhope.com



Bank of Hope - Internal Use Only
Q2 Advisory Services

If saved, File Saved Confirmed will 
appear on the screen.
Select Continue
ACH Batch filled with data from file 
is now saved and available to use.

For assistance please call us at (800)788-4580 or email us at GTMSCustomerService@bankofhope.com
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The ACH Batch will automatically prompt the 
details into the fields. For 5-column imports, 
you will need to select a SEC code, select a 
Subsidiary (where applicable), and select an 
effective date. If Today’s date is selected a 
message will appear to agree to process 
transactions for Same-Day processing 
(additional fees will apply).

For assistance please call us at (800)788-4580 or email us at GTMSCustomerService@bankofhope.com
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Once the file has been drafted and approver 
can approve the transaction. To approve select 
Reports then Online Banking Activity, select the 
file to approve. Select drafted ACH Batch click 
on ellipsis and approve.

For assistance please call us at (800)788-4580 or email us at GTMSCustomerService@bankofhope.com
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Visit us at Bankofhope.com Business Banking for additional information

https://www.bankofhope.com/business-banking

https://www.bankofhope.com/business-banking
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