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Users can access Wire Manager through Capital Express Business Online and perform various wire
functions.

o New Domestic Wire Transfer

e New International Wire Transfer

o New Wire Transfer Using Existing

e Delete a Wire Transfer

e Administrator Review of Wire Transfer

o Add a new Wire Transfer Template

o New Wire Transfer Using Existing Template
e Change or Delete a Wire Transfer Template

From the Main page, click Payments & Transfers>> Wire Manager

[ R TR

Home Accounts Payments & transfers Checks & deposits Administration

The “Select Wire Transfer Criteria” page appears.

Select Wire Transfer Criteria

() Inguire Wire Transfir

() Changs Wire Transfer

[
e

(@) Maw Wire Transfar

() Maw Wire Transfar Using Fxisting Transfar
() Delete Wire Transfer
() Review Wirs Transfer
() Wira Transfar Template

() Review Wire Transfer Tamplate
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New Domestic Wire Transfer

1. Click New Wire Transfer
2. In the Wire Type list, select Domestic
3. Click Submit

Selact Wire Transler Crileria
Irgure VWi Tremle

@ M We Trander
Pigwr Wie Trareder Ugng Easbing

Sunman |

The New Domestic Wire Transfer page appears:

Maw Domastic Wire Transfar - Buffy Summers

*Trans fer Description: Iwire 4 Recurring Frequency: I Mone - I
*Transfer Siart Date: I 062872011 F'-1
* Amount: I 250.00 * From Account: IScbct Accouni j

Tax dentification Number: Buffy Inc [OOC-KX-3515]

* \dantification Typs: DDA Account Humber j Weezege To Baneficiary: I
— 4 Ay
*|dentification Mumber: 0108505200 [T ey s |
I—. Drivers Lizenze Number
Hams:
Cati= Cakes Passport Mumber I
Address: [1200 s0uth Strest |

INew Berlin, WI 53181 Benefciary Reference: I

Beneficiary Institution

* dentification Type: Fed Routing Numiber * Name: FAIRFIELD COUNTY BANK CORP |
221172270 §9)
. . .
[dextification Number: FAIRFIELD COUNTY BANK CORP. Adiress:
RIDGEFIELD CT
Receiving Institution
221172270 %
* Routing Transit muncher:
FAIRFIELD COUNTY BANK CORP.
Iustifution Name: FAIRFIELD COUNTY
(* Indicates Required Fislds)

In the Transfer Description box, type a name for the transfer

Click the Transfer Start Date Calendar button, and select a transfer date
In the Amount box, type the amount of the wire transfer

In the From Account list, select the debit account from the dropdown

N o v ks

N
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8. If multiple entities, Select the Tax Identification number associated with the debit account

9. In the Beneficiary section:
a. Inthe Identification Number box, type a DDA Account Number
b. Inthe Name box, type the Beneficiary Name
c. Inthe Address box, type the address of the beneficiary
d. If desired, use the Message to Beneficiary and/or Beneficiary Reference fields to
include a special message to the recipient

10. In the Beneficiary Institution section:

e. Inthe Identification Number box, enter the Routing /ABA number for the beneficiary
Financial Institution. To search for the recipient Institution click the Search button
(Binoculars) and enter the R/T number or Institution Name.

f. If avalid Routing Number is entered, the Institution Name will automatically populate,
along with the Institution’s City and State

g. The Receiving Institution section is used for a correspondent Bank. If there is no
Correspondent Bank, the Receiving Institution is the name as the Beneficiary Institution.

11. Click Process
a. The Processing Status page appears

=I".'H:|!55-HI\] Staius

wire £
Confrmation Number 21idiead]
TEe e 22100
Siwtuem  Buchivity
J)  \enitying File Formal
) SwrogFe
o  Chedng Mo Dupkcaies
& meptying Lime cnect
G ey Fumds
&) Fim Succenwfuby Procemisd

Dane

12. When the processing is complete, click Done

Note: A warning message is displayed when approval is required or limitations are exceeded.
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New International Wire Transfer

1. Click New Wire Transfer
2. Inthe Wire Type list, select International
3. Click Submit

(Follow Steps 4 through 8 under Domestic Wire Transfer above)

* Identification Type: DDA Accomnt Mumber e
* Identification Number: I
# Nama: I
* Address: I
# I Ben
|
* Country Mone
# [dantification Type: Swift Bank Code *N:
# [dentification MNumbar: | A
*

Intermediary Institution
Idantification Type: Mone Tan

‘ &

Receiving Institution

Fouting Transit number: H
Institution Mame: I
(* Indicates Required Fields)
P

4. In the Beneficiary section:

a. Inthe Identification Number box, type a DDA Account Number
i. If the Beneficiary uses an International Bank Account Number (IBAN) enter that
number here. IBAN’s can be validated by visiting
http://www.ibancalculator.com/
b. Inthe Name box, type the Beneficiary Name
In the Address box, type the address of the beneficiary
i. Use the dropdown box to select the beneficiary Country
d. If desired, use the Message to Beneficiary and/or Beneficiary Reference fields to include
a special message to the recipient

D


http://www.ibancalculator.com/
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5. In the Beneficiary Institution section

a. Inthe Identification Number box, enter the SWIFT code for the beneficiary Financial
Institution.

* The search feature is not available for Foreign Bank Identifiers, a SWIFT code can
be validated by visiting https://www2.swift.com/bsl/index.faces
b. Enter the Beneficiary Institution Name and Address including the Country.

6. Use the Intermediary Institution section if using a correspondent Bank for the International
wire transfer. If there is no Correspondent Bank, leave this section blank and proceed to Step 8.

a) Select the Identification Type from the drop down -Fed Routing Number, Swift Bank
Code or DDA Account Number
b) In the Identification Number box -Enter the corresponding number

c) Enter the Beneficiary Institution Name and Address

7. Use the Receiving Institution section if using a second correspondent Bank for the International
wire transfer. If there is no Correspondent Bank, leave this section blank and proceed to Step 8.

8. Click Process
a) The Processing Status page appears

9. When the processing is complete, click Done

Note: A warning message is displayed when approval is required or limitations are exceeded.


https://www2.swift.com/bsl/index.faces
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New Wire Transfer Using Existing Transfer

1. On the Management Tools menu, click Wire Manager.
The Select Wire Transfer Criteria page appears.
2. Click New Wire Transfer Using Existing Transfer

Wire Manager User Guide

TRAINING GUIDE

Transfer Descriphon:

' Inquire Wire Transfer
@

* Changs Wira Tranefar Date Range: I r-“ Tsl =
i News Wrs Transter Amount Rangs: To I
I " New Wi Transfer Using Existing Transfer I Cliznt Name:
" Delete Wire Tranefer Cenfrmatien Number
3. To search for a specific wire transfer, enter any search criteria:
o For a complete list, leave the search criteria blank.
4, Click Submit

The Wire List section appears.

Wire List =]

Transter Activity Next Transter Date Amount Transter Status Detalls

Wire subsidiary 05/31/2012 51500.00 Processed issued By Trainer 2
Confirmation: 13d462ebde

Domestic (2).wire 050222012 52.55 Processed ssued By: ACH User3o
Confirmation: 153402

DDA Corres Dom In AM 05/16/2012 543.00 Processed ssued By ACH
Confirmation: 6fd4340828

5. Click the desired Transfer Activity link.

e The Wire Page for the selected transfer appears.
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New Domestic Wire Using - Wire subsidiary

* Transfer Dastription ]h'n:c subsidiary Returring Fraquency: Fﬁm—;l

* Transfer Start Date: . @&

* Amount: [ 5000  *FromAccount [ sAV 0106505235 =1

Tax Identification Number: Training Company POC{-XX-2654]

* Wentification Type [DDA Accourttumber =] Message To Baneficiary |

* dentification Number- [0106505200 |

Name: [Catie Cakes |

Address [1600 South Steet I
[hvew Bertin, W1 53151 Beneficiary Reference: 1
|

Beneficiary Institution

Identificatiom Type: Fed Routing Number Hame: |Bank of Wisconsin

Icdentificatiom Number: I a2z Address: |100 North Street

|Miwaukee, W1 53233

¢

Receiving Insiitution

321172270 9

* Rouling/Transit number

Institufion Hame Bank of Wisconsin

(% Indicates Required Flelds)

6. Make Changes as needed.
7. Click Process
a) The Processing Status page appears, when completed, click Done
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Delete Wire Transfer

Use the Delete Wire Transfer function to delete a file before it processes. This function is not available
for wires that have been submitted to the Bank for processing.

To delete a Wire Transfer:

1. Onthe Management Tools menu, click Wire Manager.

o The Select Wire Transfer Criteria page appears with Inquire Wire Transfer selected.
2. Click Delete Wire Transfer.

(O nquire Wire Tranader Transter Descripban: I

() Chasege Wire Teansier Date Range R =
) Maw Wirs Tranater Amgurd Range | T

) Mew Wire Transfer Using Existing Trars fer Clent Hame l—
(%) Delete Wire Transier | Contrmatien Humber.

() Beview Wire Transfer

() wnpert Wire Transfer

3. Click Submit
e The Wire List page appears.
4. Select the desired file to delete.
5. Click Next.
The Delete Wire Step 1 — Transfer Details page appears.

Deneliciary
Hestealzr Tize 002 toerurtHanbe Weasage in Bere foiry
Hrhtmaler Hurbe: e
bare Gringe dppegan
Ldduan Tha Mk Hevas
1655 i L Betntnly Dpteireh
WRENRgA, 3C 8130
Bk iny bttt
et Tios Fac Butrg Manter e A0 B A M TRUST COMRAN

Heosticatnr Hurbes 10481 TRS i e

6. Review the transfer details.
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7. Click Next.

o The Delete Wire Transfer — Warning page appears

| - Domestic YWine Detalls 2 - Viaming

Step 2 - Waming
[

Deizte Wire Tranater

Back | Finish | Cancal

8. Click Finish.

Review a Wire Transfer

Use this procedure to review and/or approve a wire transfer. Dual Approval must be enabled in order to
use this function.

To review a wire transfer:

1. Onthe Management Tools menu, click Wire Manager.

The Select Wire Transfer Criteria page is displayed with Inquire Wire Transfer selected.
2. Click Review Wire Transfer.

Salect Wi Teansker Critoia
£ nguire Wes Trasater

Travafer Draonpine
© Enangs Wirs Tranaker

Diwte Rarge
v Viw Trarwter

Areani Rangs

 moge v Tigr ber g Banle g Traeler

i~ D Vire TR

3. To search by description:

e Inthe Transfer Description box, type a descriptive title of the Ach transfer you
want to locate

To search by date:
a)

In the Date Range box, type a beginning date to search for a transfer.
b)

In the To box, type and ending date to a search for a transfer.
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To search by amount:
a) Inthe Amount Range box, type a minimum amount to search for.
b) Inthe To box, type the maximum amount to search for.

To search for all wire transfers:
e Leave search criteria boxes blank.

4. Click Submit.
The Review Wire Transfers page appears.

Reaew WE Transfers -0

Statux Chent Dexcription Placemers Date Details

Sove | Cancel |

Definitions

Status - Indicates the status of the transfer. Values are:

Outstanding The transfer is in review.

Approve The transfer is approved and will be processed.

Disapprove The transfer is not approved and will not be processed.
Approved All All the transfers are approved and will be processed.
Disapproved All All the transfers are not approved and will not be processed

5. Inthe Status column:
e To approve all pending wires: Click Approve All
e To reject all pending wires: Click Disapprove All
e To approve or reject a specific wire: In the Status list, click Approve or
Disapprove

6. Click Save

10
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Add a New Wire Transfer Template

1. Onthe Management Tools menu, click Wire Manager.
e The Select Wire Transfer Criteria page is displayed with Inquire Wire Transfer
selected.
2. Click Wire Transfer Template.

Select Wire Transfer Criteria

() Inquire Wire Transfer

() Chanze Wire Transfer

() Mew Wire Transfer

() New Wire Transfer Using Existing Transfer
() Delete Wire Transfer

() Review Wirs Transfer

(®) Wire Transfer Template

() Review Wire Transfer Template

3. Click Submit and the Template List section appears.

i

Templste List

Ko malching record(s} found

4. Click the icon for New.
a) The New Template page appears.

e Tamplate

W= Type: IlfHGl‘F:- "l'I

Submit | Cancal

11
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* Templale Mams:

* From Account

* Template Greup:

Seteet All
™ Ghrigtive
I Trainer 1

I Trainer 3

Benaficiany
* dentification Type:

* dentificabon Number

K=rlification Tvpe:

dentificabon Number

Inglitutizn Mame:

Tax denbificabon Mumb=r

Banaficiany Institution

Recemn 1 Institulion

® RoutngTranen numbsr

(* hdicatea Reguired Fleida)y

Wire Manager User Guide

TRAINING GUIDE

In the Wire Type list, click the wire type.
Click Submit
The New Template page is displayed for the wire type selected

MNew Domestc Wire Transter Template

| Racurming Freguency: Hang -
Traming Company [HO-KK-2854) Defauk SAmount: I—
Saent Account | Amount Rangs: | To|
= €
7 dominis
I Trainer 13

IDDAJ‘\.II!ZIUH[NUI‘I‘B-BI "I Meszage To Benaficany

Bensficiary Refarence:

Fed Roufng Number Harme: [

" Adiress: |

_Sawe | _Cancal |

* |l

a) Inthe Template Name box, type a name to assign to the template.
b) Inthe Default Amount box, type an amount.

c) Inthe From Account list, click the donor account number.

d) Inthe Template Group list, click a group.

Note: To create a new group name, click the New button,

12
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8. Inthe Beneficiary Institution section

a) Inthe Identification Type list, click the routing/ABA number type of the
receiving financial institution.

b) In the Identification Number box, click the Search button (binoculars) to
determine the receiving institution’s ID number.

c) Inthe Name box, type the receiving financial institution name for the account.

d) Inthe Address box, type the financial institution street address of the recipient
account.

e) Inthe City State Zip box, type the financial institution city, state, and Zip code of
the recipient account.

9. Inthe User Access section, select one or more check boxes associated with users to
allow them use of the template.

In the Beneficiary section:
a) Inthe Account Type list, click the type of account to transfer funds to.
b) In the Identification Number box, type the recipient account number.
c) Inthe Name box, type the name of the recipient.
d) Inthe Address box, type the street address of the recipient.
e) Inthe City State Zip box, type the city, state, and ZIP code of the recipient.
f) In the Message to Beneficiary box, type a note to the recipient.

The Receiving Institution section autofills with the information from the Beneficiary
Institution section.

10. Click Save.

13
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New Wire using Wire Transfer Template

1. Onthe Management Tools Menu, click Wire Manager.

e The Select Wire Transfer Criteria page is displayed with Inquire Wire Transfer
selected.

2. Click Wire Transfer Template.

Inquire Wire Trans{er
Changs Wre Transiar

Hew Vire Tranafer

Mew ¥ire Tranzfer Uging Exetng Tranefer

Delsta VWire Tranalar
Review Wire Transfar
Impor Wire Transier

Impart ¥re Using Templat=

Virz Transfer Template I

o

Review Wre Transter Template:

Salact Wire Transfer Critena
[
[

[
[
[
[
[
=
o]

Tamplate Hame:
Wire Type: |_.6\.| ;I
Tamplale Groug: Al =

3. Tosearch for a specific wire template, enter any search criteria:

e For a complete list of Templates- Leave search criteria blank

4. Click Submit.

The

Template List Section appears:

Template Name
TEST TEMPLATE

14

0 NG

New Tranzfer Edit Template Delete Template
® & X

Click the New Transfer icon next to the desired template
Click Wire Page for the selected template

Make changes as needed- such as Transfer Date and Amount
Click Process.

After validating is complete Click Done.
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Change or Delete a Wire Transfer Template

1. Onthe Management Tools menu, click Wire Manager.
e The Select Wire Criteria page is displayed with Inquire Transfer selected.
2. Click Wire Transfer Template

Salact Wire Transfer Critenia

~

Inquire Wire Trans{er Tamplate Hama:

Changs Wre Transier Wire Type: |.-°\.I ;I
Hew Vire Tranafer Tamplale Groug: al =

Mew ¥ire Tranzfer Uging Exetng Tranefer

Delsta VWire Tranalar
Review Wire Transfer
Import Wire Transier

Impart ¥re Using Templat=

G} b5 I N B T TS TS |

Virz Transfer Template I

o

Review Wre Transter Template:

3. Tosearch for a specific wire template, enter any search criteria:
e For a complete list of Templates- Leave search criteria blank
4. Click Submit.
The Template List section appears:

Template Name e I Edit Template Delete Template
TEST TEMPLATE + & x

e To change a wire transfer template: Click the Edit button for the template, make
changes on the Change Wire Transfer Template page and click Save.

e To delete a wire transfer template: Click the Delete (X) button for a template, and then
on the Delete Wire transfer Template page, click Delete.

15



