
The following overview of Union Bank & Trust’s ACH origination system will help you 
understand the background and key requirements for compliance with system operating 
rules. This reference guide is not all-inclusive of those requirements. Please review UBT’s 
Treasury Management Agreement and related resources. If you have any questions or 
changes to processing, please contact us at 402.323.1753.

UBT Business is the system you will use to originate ACH files for processing.

•	 All login information will be provided to each user via email from UBT once the setup 
process is complete. Details will include a case-sensitive login ID and password. 

•	 Users are required to use an SAC (secure access code) for login until the device is 
registered. This code can be delivered via text, email, or phone during login.

•	 All ACH transactions are processed under dual control, meaning one user will draft and 
another user will approve. When approving an ACH transaction, a token is required. 
(For more information, please refer to UBT Business procedures for ACH transactions.)

•	 ACH submission deadline for processing is 3 p.m. CT. All transactions must be at 
an Authorized status prior to the deadline to be processed. If you miss the ACH 
submission deadline, we offer same-day ACH services at an additional cost.  

An ACH file can be transmitted to UBT in multiple formats: 

•	 Template: Payment information is input and maintained within UBT Business
•	 Upload from File: The payment information is maintained in a third-party ACH software, 

typically in .txt format or in an Excel document, and uploaded, typically in .txt / NACHA 
format or .csv / Excel format.

Email notifications 
Below is a list of email notifications you may receive from UBT.

Notification your transaction(s) has been processed: 
•	 Received at 3:30 p.m. on the day the file is submitted to UBT from achnotices@ubt.com
•	 Subject: Union Bank Secure!: Confirmation of Receipt forTIMESTAMP/DATESTAMP.ACH
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Notification of your Returns & Notifications of Change (NOC): 
•	 Email received the night prior to the chargeback posting to the account, at approximately 

10 p.m. from achnotices@ubt.com
•	 Subject: Union Bank Secure!: ACH Return (or Notice of Change) Items Notice
	 - Return Item: The ACH did not post to an account and will need to be corrected and 	
	    transmitted again or paid by another means. 
	 - Notification of Change: The ACH item did post to the receiver’s account, but 		
	    information needs to be updated prior to initiating the next transaction. 

Common return codes
•	 R01 | Insufficient Funds: The available balance is too low to cover the debit entry.
•	 R02 | Account Closed: The bank account is permanently closed.
•	 R03 | No Account/Unable to Locate Account: The account structure is valid but does not 

exist at the bank or belongs to someone else.
•	 R04 | Invalid Account Number: The account number length or format is incorrect.
•	 C05 | Incorrect Transaction/Payment Code: The entry was posted to the wrong type of 

account. Update the entry to switch from checking to savings (or vice versa).

Important reminders 
Prenotes: A zero-dollar transaction to verify the bank routing and account numbers are 
correct and able to receive transactions. It’s an optional, free security step designed to 
prevent failed payments or incorrect deposits. Refer to Prenote Procedure.
•	 If used, the prenote must be sent at least three banking days before the live transaction 

to allow for notifications of change or returns.  
•	 Does not guarantee that the recipient’s name matches the account holder and does not 

verify correct ownership. 
 
Standard Entry Class (SEC) codes: A three-letter code used to define the type of payment 
and receiver account. These codes are crucial for ensuring payments are processed 
correctly, as they tell the financial institution how to handle. 
•	 Usage is mandatory; you will choose a code from the drop-down menu when creating 

transactions OR enter the code into your NACHA file. 
•	 Using the correct code ensures compliance with ACH rules, reduces return entries, and 

lowers financial risk. 
 
Common codes
•	 PPD (Prearranged Payment and Deposit): Used for consumer recipients. Common 

transactions include payroll, direct deposits, retirement, dividends, interest/annuity, 
reimbursements, and advances.

•	 CCD (Corporate Credit or Debit): Used for business recipients. Common transactions 
include vendor payment, cash concentration, and disbursements. 



Debit and credit authorizations 
ACH authorizations are legally binding agreements that give a person or business permission 
to electronically debit or credit a bank account via the ACH Network. 

•	 Sample authorizations that show required fields are available upon request. 
•	 Originators using UBT Business MUST keep a signed copy of the authorization form on file 

for at least TWO years after termination or revocation. 

Additional rules and resources regarding ACH origination or authorization are available upon 
request. UBT follows the NACHA processing guidelines. 
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