
Integrated Payables—Uploading Files 
and Processing Held Files



Login Prompt on Website

To upload a file in Integrated Payables, click 
Upload Files found in the Jobs tab.

For additional assistance, please call 877.330.4950 or email ip.jax.payersupport@fisglobal.com.
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Login Page and System Messages

Select the proper Application from 
the drop-down menu.  

Click +Choose File and select the 
file to upload using the file 
browser.

Click Upload

For additional assistance, please call 877.330.4950 or email ip.jax.payersupport@fisglobal.com.
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Enter your Login ID and Password

While the file is uploading, 
you will see a progress bar 
while it’s completed.  

For additional assistance, please call 877.330.4950 or email ip.jax.payersupport@fisglobal.com.
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Getting a Security Access Code

At the bottom of the screen, you can click:

Next to continue with the Upload process (continues on page 7)
Details to view the details of the individual payments (see next page)
Hold to hold this upload for later submission (continues on page 10)
Cancel Upload to cancel the process

For additional assistance, please call 877.330.4950 or email ip.jax.payersupport@fisglobal.com.
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After the file has uploaded, 
you’ll see file details and an 
item summary.  



Enter the access code

Click Return to return 
to the previous screen.

For additional assistance, please call 877.330.4950 or email ip.jax.payersupport@fisglobal.com.
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Payment details are shown on the 
details screen.  

Click Export to export the details into a 
CSV, Excel, or HTML file. 



Updating Profile Info

On the next page, you will have the option 
to exclude certain items and place them on 
hold for future review and/or processing.  
To exclude any items, simply click the items 
you’d like to exclude.  Excluded items will 
not have the Green Bar at the start of the 
line.  

Click Next to continue.

For additional assistance, please call 877.330.4950 or email ip.jax.payersupport@fisglobal.com.
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Change Your Password

The next page is a review page.  Near the 
bottom of the page, you will see a breakdown 
of how many transactions will be processed, 
as well as how many transactions will be held.  

Click Submit when you are ready to process 
that file.  

For additional assistance, please call 877.330.4950 or email ip.jax.payersupport@fisglobal.com.
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Register Your Device

You will receive a confirmation that 
the file has been submitted.

See the next pages for information 
on how to handle transactions 
placed on hold.

For additional assistance, please call 877.330.4950 or email ip.jax.payersupport@fisglobal.com.
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Interstitial Page

To view held files, select View Held 
Files from the Jobs tab.  

Recent held files are also accessible 
at the bottom of the home page.

For additional assistance, please call 877.330.4950 or email ip.jax.payersupport@fisglobal.com.
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Home Page

Select the proper application to 
view your held files.

For additional assistance, please call 877.330.4950 or email ip.jax.payersupport@fisglobal.com.
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Home Page

A list of your held files will show.  
Click the file ID number of the file 
you’d like to review.

For additional assistance, please call 877.330.4950 or email ip.jax.payersupport@fisglobal.com.
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Home Page

For additional assistance, please call 877.330.4950 or email ip.jax.payersupport@fisglobal.com.
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You’ll see held file details 
and an item summary.  

At the bottom of the screen, you can click:

Next to continue with the Upload process 
Details to view the details of the individual payments (see page 6 for info)
Cancel Upload to delete the held file



Updating Profile Info

On the next page, you will have the option 
to exclude certain items and place them on 
hold for future review and/or processing.  
To exclude any items, simply click the items 
you’d like to exclude.  Excluded items will 
not have the Green Bar at the start of the 
line.  

Click Next to continue.

For additional assistance, please call 877.330.4950 or email ip.jax.payersupport@fisglobal.com.
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Change Your Password

The next page is a review page.  Near the 
bottom of the page, you will see a breakdown 
of how many transactions will be processed, 
as well as how many transactions will be held.  

Click Submit when you are ready to process 
that file.  

For additional assistance, please call 877.330.4950 or email ip.jax.payersupport@fisglobal.com.
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Register Your Device

You will receive a confirmation that 
the file has been submitted.

For additional assistance, please call 877.330.4950 or email ip.jax.payersupport@fisglobal.com.
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Additional Resources and Support

• For additional resources, including “how-to” guides, please visit our online Client 
Resources page at:
» https://www.johnsonfinancialgroup.com/client-resources

• If further support is needed, please call our Treasury Management Support 
Center at 877.330.4950 or by email at ip.jax.payersupport@fisglobal.com.
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