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The ACH Pass-Thru widget provides user the capability to send via upload, a National Automated Clearing 
House Association (NACHA) format compliant file to be “passed through” for processing at the financial 
institution.  This is a user permission based capability. 
 
To access the ACH Pass-Thru widget, open the left navigation menu, click to expand the Payments & 
Transfers menu, then select the Payment Center link.  The ACH Pass-Thru widget resides on the Payment 
Center workspace. 
 

 
 

 
 
Click on the “+” to expand the SEND ACH FILE section.  You can upload an ACH file by clicking “select file”, 
or dragging and dropping the file into the file upload area. 
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As the file is being uploaded, validation is taking place to detect duplicates, excessive size and format 
issues. 
 
If there is a problem with the file being uploaded, a failure message displays with View Details link.   
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An entry is also recorded in the Failed Uploads list view section.  Selecting “View” from the ellipsis (…) menu 
on the file record shows a list of the errors so that you can correct the problems and try the upload again. 
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When the file upload is successful, user will see a success message above the file upload section, and a 
summary of the file will appear in a list below. 
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Selecting “View” from the ellipsis (…) menu on the list of successfully uploaded files, takes you to a workflow 
page showing the details of each batch in the uploaded file.  If there were warnings associated with the 
uploaded file, the status will show “Uploaded with Warnings”.  Clicking “View Details” will show a list of the 
warning messages and the associated line number in the file.  The file can still be processed with warnings, 
but user may choose to correct the file and reload. 
 

 
 
Selecting a batch number from the dropdown changes the detail view to the selected batch.   
 
If you are satisfied with the detail, clicking the “Process” button accepts the file for processing.   
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You are returned to the Payment Center.  The ACH Pass-thru widget and success message is shown above 
the file upload section.  If approval is required, the status will update to either “Requires my approval” or 
“Requires others approval”.  The file can be approved by selecting “Approve” from the ellipsis (…) menu for 
the file. 
 

 
 
Once approved or if no approval is required, the status of the file updates to “Processed”, indicating the file 
has been sent to the financial institution for processing.   
 


