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Quick Reference Guide 
ACH via Direct Transmission 

Treasury & Payment Solutions

Chart C

Tips: 

•  Name your files per the case sensitive requirement established at setup. If you don’t, your files could be 
  held or delayed 
•  Duplicate file names sent during the same processing window will override each other
•   When files are sent later in the day, it leaves less time to resolve any file issues. In the event of an issue, if we are 

unable to contact you, we will hold the files until the next processing day. We recommend you transmit your files 
1-2 days in advance of the effective date as a best practice
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ACH Origination: Direct Transmissions to the Webster Data Center
 

How the Process Works: 

 1.  Generate your ACH Files and send to Webster’s Data Center via SFTP prior to our cutoff time of 6p.m. ET. Be  
sure to name your files per the specific format (case sensitive) which was established during implementation.

 2.  Be sure to send Control Total Emails using the template provided to you during implementation. They will 
verify your totals match those processed, to help ensure the files include all the information they should.

 3.  Within an hour after you send each individual file, you will get an email notification your file was received. 
(See Chart A)

 4.  As we receive files throughout the day, our automated process will review them for file structure issues  
(per the NACHA standard format). This allows for a more immediate reaction to file issues.

  5.  We process ACH files several times a day. 
 6.  You will receive Summary Combined Total email notifications within an hour after each processing window 

(see Chart B), which includes the totals from all the files that you sent to Webster during that processing 
window. If the email states Out-of-balance, (see Chart C) then we will work with you to resolve the issue, or 
request a new file from you if needed.



The Webster symbol is a registered trademark in the U.S. 
If you have any questions, contact your Client Support Specialist.

2

•  If your file(s) meet the criteria below, they WILL be processed Same Day:
   • The effective date is equal to today
   • The file is received and processed prior to the 9:00 a.m. ET and 1:00 p.m. ET Same Day cutoff times
   • Individual transactions are $25,000 or less
•    You can insert the Optional Same Day Indicator in the batch header records. The format is “SDHHMM” i.e. a 

desired settlement at 1 p.m. ET would be “SD1300” and a 5 p.m. settlement would be “SD1700”
•    Note: if you submitted an erroneous file, you can reverse transaction by sending a new file with the debits and 

credits in the file opposite your original file. Be sure to include “REVERSAL” in the batch entry description field. 
Reversals can only be processed within 5 days of the original settlement date.

•    Back-up plan: If you have system issues that prevent you from sending us a file via Direct Transmission, and you 
were set up for disaster recovery via Web-Link, remember to contact your Relationship Manager to let them know 
you are using the back-up plan and have them establish a temporary transaction limit.
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