
To mass upload ACH Recipients to the Recipient 
Address Book

Uploading ACH 
Recipients via Batch



Recipients is under the Advanced Payments menu

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

For additional assistance, please call 888.769.3796 or email tmsupport@johnsonfinancialgroup.com.
2



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 file types you can use to upload recipients: NACHA or 5-Column-CSV.  

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.  

Click the kabob (3 dots) for the file type you’d like to use and click Save Recipients.

See the pages 8-9 at the end of this guide for information about these default file types.

For additional assistance, please call 888.769.3796 or email tmsupport@johnsonfinancialgroup.com.
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On this screen, go to the Import File 
field and load in the file you’d like to use.  

Then, click Save Recipients

For additional assistance, please call 888.769.3796 or email tmsupport@johnsonfinancialgroup.com.
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Assuming a successful upload, you will see 
this confirmation screen.  It will say some 
items need your attention, but you can 
ignore that as long as the number of 
recipients shown matches what was in your 
file.  Click the X on the confirmation 
window to close it.  

Your recipients will now be in the Recipient 
Address Book.

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:

8

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. For any routing numbers that begin with a 0, you will need to put an 
apostrophe in front of the routing number: ‘075911852)

• 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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File Types
5 Column CSV Files
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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

