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Uploading a Non-NACHA or NACHA ACH File 

You can import a list of recipients and amounts from a 5‑column CSV file to add recipients and amounts to a new ACH Batch, 

ACH Collection, or Payroll. 

Non-NACHA CSV File: 

The CSV file must contain the following columns: 

• Recipient name 

• Routing transit number 

• Account number  

• Account type 

• Amount 

The recipient name does not need to match an existing recipient. The import uses the name and the order of the file to create 

recipients and amounts. You can include a recipient multiple times to create multiple payments. The payments can be to the 

same account or different accounts. 

To import recipients and amounts to create a payment 

1. In the navigation menu, select Treasury Connect > Payments. 

 

2. In the New Payment list, select Upload From File. 
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3. Do the following: 

a. On the file mapping management screen, select 5 column CSV, or Standard Import 

 

b. Select a file to import. 

4. In the Open window, locate the file that you want to upload, and select Open. The process to locate the file varies, depending 

on your device. 

5. Do the following: 

a. Select an ACH Class Code. 
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b. Select the Pay From/Pay To account. 

c. Select the Company/Subsidiary, if required. 

d. Select the Effective Date. 

e. (Optional) Enter a Company Entry Description. 

 

6. Select Draft or Approve. 

 

7. In the success message, do one of the following: 

Select Close. 

Select View in Activity Center. 
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Tip: If the file wasn't uploaded, an error message will prompt you to edit the file before resubmitting it. 

Note: Your experience may be different from the user interface described, based on Security National 

Bank’s custom configuration. 

 

NACHA File Upload: 

1. In the navigation menu, select Treasury Connect > Payments. 

 

2. In the New Payment list, select Upload From File. 
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3. Do the following: 

a. On the file mapping management screen, select NACHA. 

 

b. Select a file to import. 

4. In the Open window, locate the file that you want to upload, and select Open. The process to locate 

the file varies, depending on your device. 
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4. Click on Upload file to import the file into the system. Once imported, review the information 

to ensure that all information is correct.  

 

5.  Click on Draft to submit the transaction for secondary approval. If a secondary approval is not 

needed, click on the Approve button to approve the transaction for processing. Once the 

transaction is drafted, click on close to exist the dialogue box, or click on View in Activity 

Center to review the transaction.  

 


