
ACH Uploads not via Pass-Thru

For ACH Pass-Thru uploads, see ACH Pass-Thru 
guide.

Uploading ACH 
Transactions via Batch



Recipients is under the Advanced Payments menu

To upload an ACH Transaction, go 
to Payments found in the Cash 
Management menu

For additional assistance, please call 888.769.3796 or email tmsupport@johnsonfinancialgroup.com.
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Click on New Recipients

Click on New Payment and choose 
the ACH type you want to transact.  

Please note, based on the services 
you’ve contracted for, you may not 
see all ACH types on your screen.

For additional assistance, please call 888.769.3796 or email tmsupport@johnsonfinancialgroup.com.
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Templates will be blank at first

Click Upload From File in 
the upper right-hand 
corner of the screen.

For additional assistance, please call 888.769.3796 or email tmsupport@johnsonfinancialgroup.com.
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There are two default file types you can upload: NACHA or 5-
Column-CSV.  You can also create and use your own custom File 
Map.  Creating your own file map is covered in a separate guide, 
Creating Custom ACH File Upload Map.

Click the file type you would like to upload.  For uploading using a 5-
Column-CSV or a custom file map (if you have one built), select your 
file from the file browser that pops up (skip the next page).  For a 
NACHA file, continue to the next page.

NACHA: A .txt file that is a very intricate file format created by 
Nacha, the National Automated Clearing House Association.  This 
format is typically only available if your ERP/Accounting system can 
create the files.

5-Column-CSV: A .csv file type that can be easily created manually.  

See the pages 11-12 at the end of this guide for more detailed 
information about these default file types.

For additional assistance, please call 888.769.3796 or email tmsupport@johnsonfinancialgroup.com.
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This slide is only for NACHA files.  For 5-
Column CSV or custom file map uploads, 
please continue to the next slide.

To upload a NACHA file, click the Import 
File box at the bottom of the screen and 
select your file from the File Browser 
that pops up.

Click Upload File to continue.  

For additional assistance, please call 888.769.3796 or email tmsupport@johnsonfinancialgroup.com.
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After the file loads in, you will be returned to the ACH Transaction screen.   First, you must complete the Origination Details.

For NACHA file uploads:

Most of the information will fill in from the file.  You can update the Company Entry Description, if needed.  You must also choose the 
Account to be used for the transaction.  Subsidiary and Effective Date will pull in from the file.  If the file contains an unusable 
Subsidiary and/or Effective Date, you must enter that information as well.  

For 5-Column-CSV uploads:
• Fill in the Origination Details for your transaction (for more information, please see the ACH Transactions guide)

• SEC Code: Choose the appropriate code for the transaction
• Company Entry Description: short description of the reason for the transaction
• From Subsidiary: select the subsidiary (ACH ID) to be used
• Account: select the account that is to be used for the transaction.  Note, Account must coincide with the subsidiary.
• Effective Date: select the Effective Date for the transaction.
• Recurrence: (Optional) set a schedule for the transaction, if needed.

For additional assistance, please call 888.769.3796 or email tmsupport@johnsonfinancialgroup.com.
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Next, you should review the Recipients section.  All the payment information from the file will load in automatically for you.

For NACHA file uploads:

You will not be allowed to edit the recipient section at all.  You can simply review it to make sure your file was accurate.

For 5-Column-CSV or custom file map uploads:
• You can update/add/delete recipients, dollar amounts, & addenda information, if needed
• See ACH Transactions guide for further information, if needed.

For additional assistance, please call 888.769.3796 or email tmsupport@johnsonfinancialgroup.com.
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When you are finished and ready to submit the 
transaction, you can either Draft or Approve 
the transaction, depending on your rights. 

Draft will save the transaction for a future 
approval.

Approve will complete the transaction right 
away, unless your rights require multiple 
approvals for this transaction type.

For additional assistance, please call 888.769.3796 or email tmsupport@johnsonfinancialgroup.com.
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In this case we drafted the transaction.

Note: When the icon is green, the transaction 
is approved and complete.

When the icon is yellow (as here), there are 
extra steps required.

When the icon is red, the transaction has 
failed, and something needs to be fixed before 
another transaction can be started.  

Transactions are stored in Online Activity 
Center found in the Transactions menu.  If the 
transaction needs approval, please see 
Approving ACH and Wire Transactions guide.

For additional assistance, please call 888.769.3796 or email tmsupport@johnsonfinancialgroup.com.
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• Very intricate file type created by Nacha, the National ACH 
Association

• Typically created by an ERP/Accounting software that is programmed 
to build NACHA Files

• Example of a NACHA File:

11

File Types
NACHA Files



• Basic CSV spreadsheet file
• Must be saved as a CSV, not Excel file type

• Can be easily created manually
• No Header Rows

• Column A: Recipient Name (Cannot be longer than 22 characters)
• Column B: Routing Number (CSV will automatically delete preceding 0’s in routing 

numbers.  The system will add them back in when uploading)
• Column C: Account Number.  Please pay attention to the account numbers as CSV files 

will alter the format of longer numbers which may affect the upload
• Column D: Account Type—Enter 1 for Checking; 2 for Savings
• Column E: Amount (Do not use a $ sign).  CSV files will truncate amounts, if possible.  For 

example, 500.00 will appear as 500.  The system will upload these amounts properly.  
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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 888.769.3796 or by 
email at tmsupport@johnsonfinancialgroup.com.

https://www.johnsonfinancialgroup.com/client-resources
mailto:tmsupport@johnsonfinancialgroup.com

