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User Guide- Transfer Money

Introduction to Transfer Money

The Transfer Money functionality offered by Digital Banking simplifies the process of transferring funds between internal Capital Bank accounts. The Fund
Transfers feature is particularly beneficial for consumers and businesses who need to transfer funds between their own internal accounts.

Business Online allows users to create, edit, and delete transfer payments. Transfers can be single one-time payments or set for recurring frequency. Additionally,
the template functionality allows for creation of payment framework with preset account and recipient details thereby reducing the time and effort of manually
re-creating frequently needed payments.

CAPITAL Overview:
BANK ooxd Morming, CBNK USER
FIDIC, FOfCnsured - Bocked by th ol fith omd creciofthe .S, Government
[ ] . . . . . .
This user guide will explain the process of creating both a one-time Money
A3
Transfers & Payments Transfer payment and a Multi-Account Transfer payment.
Section 1: Creation of a One Time Transfer
TRANSFER & PAYMENTS
2s Loan Paymen $2 Transfer Mon H H .
o oo b A Navigation:
£l Online Loan Pay 1. Navigate to the ‘Transfer Money’ tile available under the ‘Transfer &
Pay a CBNK loan with a deposit account from another
Payments’ tab.
2. The ‘Funds Transfer’ page is used to create Individual Transfers and
Multi-Account transfers.
Funds Transfer ) ) ]
Please Note: The payment options displayed will be based on your user
Individual Transfers Multi-Account Transfers I’Ighi‘S and entltlements
All fields are required unless indicated
—— 3. To create a new one-time transfer, click on the ‘Individual Transfers’
S CHECKING 1470 $105.45 v tab displayed on the ‘Funds Transfer’ page.
0 Account
SMALL BUSINESS CHECKING 6611 $365.00 v| 4. From Account: Use the drop-down to select the required account from
which the funds will be debited.
pmount
$ 20.05 |
5. ToAccount: Use the drop-down to select the required account to which
the funds will be credited.
6. Enter the payment amount in the ‘Amount’ field.
Frequency
e tme transfer — 7. Use the ‘Frequency’ field to select ‘One Time Transfer’ for non-
- — " recurring onetime payment. By default, the one-time payment option
ne time transter
will be selected.
1st of the month
Last day of the month 8. If you wish to create a recurring payment, use the drop-down to view
15t & 15th of the month the list of recurring frequencies and select the required option.
15th & last day of the month
Weekly
Every other week
Monthly -
9. In case of a recurring payment, select the
e Frequency: the intervals at which the payment should be
ey repeated.
Monthly v .
e Start Date: use the calendar to select the date from which the
(@ Atransfer will be created every month on the 24th recurring payments should begin
— e Repeat Duration: the duration for which the recurring payments
2002025 should continue. If you wish to select an end date, select the
‘Until Date’ radio button and use the calendar to set the end
(x;‘:.:‘nﬂ(r);:,:;\’y:{r‘:::(:.:::.y or banking holiday will be processed d ate.
Repeat Duration
@) forever (Untl | Cancel)
Until Date (Set An End Date)
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10. For one-time transfers, select the ‘Transfer Date’ using the calendar
icon. This will be the date on which you wish to execute the transfer.
‘MMDACOMMERC\ALH\GHVIELD 1472 8131.02 AV
o 11. Use the ‘Memo’ field to enter any transaction specific reference data.
- 12. Click the ‘Transfer Funds’ button to submit the payment.

One time transfer N
13. A confirmation message will be displayed confirming that the transfer
asorzs has been successfully initiated.
Memao (optional)
@ 14. On the transaction confirmation overlay, click on ‘Manage Transfers’
button to navigate to the ‘Online Activity’ page and view details of the
Transaction Processed submitted transfer.
TN s s processed an 0z Click on the ‘Close’ button to navigate to the transfer creation page.
From SAVINGS COMMERCIAL 0314
To MMDA COMMERCIAL HIGH YIELD 1472
Amount  $5.00
Date 4/30/2025
Memo Test
Online Activity ® 15. The ‘Online Activity’ page displays a consolidated list of all transactions

Single Transactions ~ Recurring Transactions  Depasited Checks

(0, search Trarsactions

Y O L @
Transaction List (]
TRANSACTION DETAILS
Processed $5.00
Funds Transfer L/lo‘;lﬂ‘—i D FUNDS TRANSFER

Tracking ID: 15320

PAYMENT DETAILS

x
$5.00

Created Date: £30/2025

~

Created By From Account

Test User SAVINGS COMMERCIAL 0314

Authorized To Account

04/30/2025 8:16 AM MMDA COMMERCIAL HIGH YIELD 1472

Authorized By Description

st User Test

Process Date

04/30/2025
TRANSACTION PROCESS ”~

Company

Financial Institution

processed through Online Banking.
Filter for the required transaction and select the payment to view the
details.
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Funds Transfer

Available Templates

Transfer Funds

Edit

Copy

Delete

Section 2: Creation of Multi Account Transfer

Multi-transfers are quick ways of consolidating multiple transactions in a
single payment. Individual transactions in a multi-transfer can have the
same or different date and the payment will get processed as a single batch

payment.

Navigation:

1. To create a new multi transfer, click on the ‘Multi Account Transfer’ tab

displayed in the ‘Funds Transfer’ page.

2. Click on the ‘Transfer Funds’ button to create a new transfer.

Funds Transfer

Origination Details

Transrer Date
/] Use same Dare for all tansters
Transfer Date

Racurrence
set schedule

uplcad From File

Origination Details:

Transfer Date: Select the ‘Transfer Date’ checkbox if you want all

-

| < ap > 2025 >

Push Memo 10 All
s M w F s

transfers to be processed on the same date.
On selecting the checkbox, a ‘Transfer Date’ field will be
| 7 S : displayed. Use the calendar icon to select the value date for the
B - ' combined payments.
R R R If this field is unchecked, you will need to set the value date
I L - manually for each transfer.

x
Schedule Recurring Transaction &

How often should this transaction repeat? b

By default, a one-time payment will be created. However, if you
wish to set a recurring transfer, click on the ‘Set Schedule’ link
available under the ‘Recurrence’ field.

120¢ e Mo ey veory
L Doy OF e M Every O eek

121500 O The Moreh, Menrly

15008 LackDay O e o ) Qusrery

oy oy - Frc) Sem anmany

E—— c. Use the ‘Schedule Recurring Transaction’ overlay to choose the
payment frequency and duration of the recurring payment.
Click on ‘Set Frequency Schedule’ to save the recurrence settings.

Forever et Careed

d. Memo: Use the ‘Memo’ field to add any payment related
reference data.
Use the ‘Push Memo to All’ option if you want the same memo
details to be applied to all transactions.

Funds Transfer Upioad From Flle

Origination Details

Transfer Date Recurrence
/) use same Date for all wransfers serschedule

Transfer Date

0473072025 (=)

Memo

Transfers Details:

Transfers (3) Find accounts in transfer

a. From Account: Use the ‘From Account’ dropdown to select the
account from which the funds will be debited.

From Account To Account Amount

SMALL BUSINESS CHECKING

N MMDA COMMERCIAL HIGH YIELD
1472 53 471

76. OO”

b. To Account: Use the ‘To Account’ dropdown to select the account
50 | : to which the funds will be credited.

SAVINGS COMMERCIAL

‘ SMALL BUSINESS CHECKING ‘
$100.00 0314

SAVINGS COMMERCIAL
0314

o ‘ ‘ ;ny:u BUSINESS CHECKING 3200 ‘

c. Enter the desired amount in the 'Amount' field.

+Add another transfel

d. Select ‘Date’ from the date dropdown.

e. For adding additional transfers, select the ‘Add another transfer’
link.

f. Click on the (:) ellipses available against each transfer to view the
following options:
Copy — use this link to duplicate the selected transaction.
Remove — use this link to delete the selected transaction.
con Expand Row — use this link to expands the row and view the
e e memo field.
If the ‘Push Memo to All’ option has been selected in the earlier
section, then the common memo details will be updated in the
‘Memo’ field However, the data can be modified if you wish to
add specific memo details for the selected transaction.

From Account To Account Amount

@ This payment is valid

200

MMDA COMMERCIAL HIGH YIELD ‘ ‘ SMALL BUSINESS CHECKING ‘ | 5
1472 $136.02 | | 1471 $502.34

Test Funds Transfer Collapse Row
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$13.00

3 ransfers

©

Transactions Approved

Batch ID: 386
#of Transfers: 3

Total Amount: $13.00

Sanel m

Close View in Activity Center

Home  Transfers &Payments ~ BusinessBanking ~ Services  Settings  Messages  Online Activity  Log Off

Online Activity ®

Single Transactions  Recurring Transactions ~ Deposited Checks

Y O L @

[ Q search Transactions

Active Filters. Batch ID: 386 X

Createddate + Status ~ Approvals  Transaction Type ~ Account ~

4/30/2025 Funds Transfer

Processed Tof1

8:56 AM

4/30/2025
8:56 AM

Processed

4/30/2025
8:56 AM

Processed

1of1

10f1

Tracking ID: 15332

Funds Transfer
Tracking ID: 15331

Funds Transfer
Tracking ID: 15330

1472

MMDA COMMERCIAL HIGH YIELD

MMDA COMMERCIAL HIGH YIELD

1472

SMALL BUSINESS CHECKING

1471

Credits: [0] $0.00 | Debits: [0] $0.00

1-3 of 3 rransactions

amount - (]
sao0 ()
s200 (J

O

57.00

<o

g. The left-hand corner will display the total count and value of
transactions.

h. Click the ‘Submit’ button to process the transfer. If you do
not want to submit the payment, click on ‘Cancel’ to discard

the payment.

i. A ‘Transactions Approved’ overlay will confirm successful
submission and processing of the payment.

j. Click on ‘View in Activity Center’ to view the transfer details.

k. The system will navigate to the 'Online Activity' page and a
list of submitted transactions will be displayed.

Funds Transfer

ndividual Transfers

Available Templates

Transfer Funds

Edit

Copy

Delete

Home Transfers & Payments ~BusinessBanking  Services  Settings  Messages  Online Activity  Log Off

Funds Transfer

Template Properties

Template Name Template Access Rights

» y 14 of 26 user roles selected
FundsTransfercempo1

Origination Details

Memo

Funds transfers Temp

Transfers (3) % Find accounts in transfer

From Account Ta Account Amount

Push Memo to All

I | MMDA coMmERCIAL HIGH MIELD

$6.00
3 ransfers

SMALL BUSINESS CHECKI

a

100 | Eunds iransfers Temn

Cancel

SELECT USER ROLE(S)

7] payable Admin

< ez |y

Section 3: Creation of Transfer Template

Funds Transfer Template functionality allows users to save frequently used
transfer details and reuse them to create payments. It helps with reducing
repetitive data entry and enhances overall efficiency in managing fund
transfers.

The Funds Transfer Template page displays a list of existing templates and
the number of payments that have been initiated using those templates.

The ‘Action’ ellipsis lists the available actions that can be performed on the
existing templates.

Navigation:

1. To create a new transfer template, click on the ‘Multi Account
Transfer’ tab displayed on the ‘Funds Transfer’ page.

2. Click on the ‘Create template’ button and navigate to the template
creation screen. This screen is divided into three sections:

e Template Properties
e Origination Details
e Transfer Details

Template Properties Section:

a. ‘Template Name’: Specify a unique template name to help identify
the template.

b. ‘Template Access Rights’- Click on this link to view the list of ‘User
Roles’” who can access / use this template.

Please note: Checkboxes for applicable ‘User Role(s)’ will be enabled. Roles
for which the selected Transactions Type is not applicable will be disabled
on the overlay.




CAPITAL

BANK @

Origination Details:

.

Origination Details

Memo

Memo: Use the ‘Memo’ field to add any payment related
reference data. Use the ‘Push Memo to All’ option if you want the
same memo details to be applied to all transactions.

Funds transfers Temp

Transfers (3) Q  Find accounts in transfer

Transfer Details:

From Account ||Tu Account Amount
‘ 7 ’ J H
s commesca v || [ auswess crecne B v00 | cuncs wamorsrems a. Select the ‘From Account’ and the ‘To Account’ to be used in the
1472 $137.02 1471 $497.34
transfer payment.
SMALL BUSINESS CHECKING MMDA COMMERCIAL HIGH YIELD ‘ $ | 200 Funds transfers Temp
1471 $497.34 1472 $137.02

b. Enter the desired amount in the '"Amount’ field.

SAVINGS COMMERCIAL
0314 $927.59

SMALL BUSINESS CHECKING
1471 $497.34

3.00 ‘ Funds transfers Temp

]

+ Add another transfer

c. For adding additional transfers, select the ‘Add another transfer’
link.

I$6.00

3 transfers

o

Please Note: Transfer Templates do not include a ‘Date’ field, and the
transfer date will be updated while creating a payment using the template.

d. On entering the required details, click on the 'Save' button to
submit and save the template.
Click 'Cancel' if you do not wish to proceed with creating the
template.

©

Template Saved

Template save was successful.

e. On clicking 'Save', a ‘Template Saved’ confirmation overlay will be
displayed.

Close

f. Toinitiate a transfer using the template, click 'Pay'.

Home  Tramsfers & Peyments  Business Banking  Services  Setings  Messages OnlineActiviy  Log Off

Edit Template

FundstransfertempO1 (Funds Transfer)

Origination Details

Transfer Date Recurrence
/| Use same Date for all transfers Nong
Transfer Date
=
Memo
Push Memo to All
Transfers (3) Ficers:  [J] Paid Not Paid + Find accounts in transfer
From Account To Account Amount

I MMDA COMMERCIAL HIGH YIELD
$6.00

3 transfers

| | smaLL BusiNgSS cHECKING

Cancel m




