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Wire Manager User Guide

Users can access Wire Manager through Capital Express Business Online and perform
various wire functions.
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From the Main page, click Management Tools>> Wire Manager

Accounts Management Tools Administration Account Services

The “Select Wire Transfer Criteria” page appears.



Select Wire Transfer Criteria

() Inguire Wire Transfer

() Chanze Wirs Transfer

(®) Maw Wire Transfar

() Maw Wire Transfar Using Existing Transfer
() Delete Wire Transfer

() Review Wirs Transfer

() Wira Transfar Template
() Review Wirs Transfer Tamplate

New Domestic Wire Transfer

1. Click New Wire Transfer
2. Inthe Wire Type list, select Domestic
3. Click Submit
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The New Domestic Wire Transfer page appears:



MNew Domastic Wire Transfer - Buffy Summers

*Tranafer Dezcription: Iwire- 4 Recurring Frequency: I Mone - I

*Transfer Start Date: I 0672822011 f'fl
* Amount: I 25000 * From Account: IS:I:I:t Account j
Tax dentification Number: Buffy Inc [XK-XX-3515]

* \dantification Typs: Weezage To Baneficiary:

*Igentificafion Numbar: 0106505200 |

I—. Drivers Lizenze Number
Hams:

Cetie Cakes Passport Mumber I
Address: [1800 South Sirect |

INew Berlin, W 53181 Benefriary Reference: I
* Ldsntification Type: Fed Routing Number * Name FAIRFIELD COUNTY BANK CORP|

21172270 #4
e FAIRFIELD COUNTY BANK CORP. Adiress:
RIDGEFIELD CT

N S . 221172270 1
Institution Name: FAIRFIELD COUNTY
(* Indicates Required Fields)

4. Inthe Transfer Description box, type a name for the transfer

5. Click the Transfer Start Date Calendar button, and select a transfer date

6. Inthe Amount box, type the amount of the wire transfer

7. Inthe From Account list, select the debit account from the dropdown

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

9. Inthe 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:
a. 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.
b. If avalid Routing Number is entered, the Institution Name will automatically
populate, along with the Institution’s City and State
c. 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
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12. When the processing is complete, click Done

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

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)



# [dantification Type: DDA Areoumt Mumbar Mes

* Identification Number: I

# Nama: I

# Address: |

# I Ben
|

* Country Mone

# [dantification Type: Swift Bank Coda *N:

# [dentification MNumbar: | A

Intermediary Institution
Idantification Type: Mone Tan

‘ &

Receiving Institution

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

4. Inthe 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
c. Inthe 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

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.


http://www.ibancalculator.com/
https://www2.swift.com/bsl/index.faces

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. Inthe 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 ho 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.



New Wire Transfer Using Existing Transfer

To initiate a new wire transfer using an 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.

Salect Wire Transfer Criteria
" hguire Wire Transfer Transter Descripton I
{=' Change Wirs Trensfar Datz Rangs: I |"-'| Tul -'-.
™ New Wre Transfer Amount Rangs: | To |
I ™ New Wis Transfer Using Existing Transfer I Clent Marme: I—
" Delste Wirs Tranafar Cenfrmation Humner: |

3. To search for a specific wire transfer, enter any search criteria:

m  For a complete list: Leave search criteria blank.

4. Click Submit.

The Wire List section appears.

Wire List B I

Transter Activity Next Transter Date Amount Transfer Status Details
Wire subsidiary 05/31/2012 51500.00 Frocessed ssued By Trainer 3

Confirmation: 13d462ebie

Domestic {2} wire 05/22/2012 52.55 Frocessed ssued By: ACH UserdD
Confirmation: 1334026683
DDA Comres Dom In AM 05162012 543.00 Processed ssued By ACH L

30

Confirmation: &fd43408e8

5. Click the desired Transfer Activity link.

The Wire page for the selected transfer appears.




W AT

New Domestic Wire Using - Wire subsidiary

* Transfer Description fefice subsidiary Recurring Frequency [wone =1
* Transfer Start Date: @&
* Amount: [ 5000  *From Accourt [ sAv 0105505235 =l
Tax igentification Number: Training Company POCI-XX-2654]
* entification Typa |DDA Account Mumber =] Message To Beneficiary |
* Kientification Number: [0106505200 I
Name: [Catie Cates |
Address [1600 South Street I
[ew Beriin, W1 53151 Beneficiary Reference: 1

Beneficiary Institution

Identificatiom Type: Fed Routing Number Hame: |Ba|-uq of Wisconsin

[zznimzzro A

identficatiom Number- Andress’ |00 North Sireet

|Miwaukee, W 53233

Receiving Institution

221172270 B9
* Rouling T ransit number

Institufion Name Bank of Wisconsin

{* Indicates Required Fields)

6. Make Changes as needed.
7. Click Process

a. The Processing Status page appears, when completed, click Done



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.

The Select Wire Transfer Criteria page appears with Inquire Wire Transfer selected.

2. Click Delete Wire Transfer.

) Inquire Ve Tranafer Transfer Descriphon: |

) Chissgs Wine Teansfer Diste Fange: | = o =
) Hew Wirs Tranafer Amgurd Renge: I o |

) Mew Wire Transfer Using Existing Trars fer Clent Hame

[ Delete Wre Transtsr | Confirmabien umber. |

() Beview Wire Transfer

() wnpert Wire Transfer

3. Click Submit.
The Wire List page appears.

4. Select the desired file to delete.

5. Click Next.
The Delete Wire Step 1 — Transfer Details page appears.

Step 1 - Domestic Wine Detai

Daemastic (2] wrs
Trwmess Ceacopton Comensc (3ar Rmcurring Facuency: e
“ewmfe S Date sagaTe
P 2288 R AR visRg bl
T Geriicacon Herce AT

“ramfer Sk Saei

Beasboiny

D04 Acxoust Humbe

Wil e Hehidt
kira Oligs dRimrgan
Ldiuan Tha Wi Hosmn
TG Fpadpioiia L e

WaENRgata, 3C 81304

Eaaebeiwy batini=a

6. Review the transfer details.



7. Click Next.

The Delete Wire Transfer — Warning page appears.

| - Domestic YWine Detalls 2 - Viarming

2 - Waming

(¥ Delete Wire Tranader

Back | Finish | Cancal

8. Click Finish.
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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. On the 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 Teansfer Critonia

£ imure Vies Trasgle LI —

) Chasge Wik Tranafer s Rioges

By Vi Trarmter Arsaut Ranges

= g yawe Trprgier paing Eogie g Traesies

(™ ot Ve Taaraded

@ Ewview Wirs Tranafer

3. To search by description:
m  In the Transfer Description box, type a descriptive title of the ACH transfer you want to locate.

To search by date:

a. Inthe Date Range box, type a beginning date to search for a transfer.
b. Inthe To box, type an ending date to search for a transfer.

To search by amount:

a. Inthe Amount Range box, type a minimum amount to search for.
b. Inthe Teo box, type the maximum amount to search for.

To search for all wire transfers:
m | eave search criteria boxes blank.

4. Click Submit.

The Review Wire Transfers page appears.
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_Soe | Cancel

Definitions

Status Indicates the status of the transfer. Values are:

Qutstanding — 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. In the Status column:

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

6. Click Save.
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Add a New Wire Transfer Template

To add a new wire transfer template:
1. ©Onthe Management Tools menu, click Wire Manager.
The Select Wire Transfer Criteria page is displayed with Inquire Wire Transfer selected.

2. Click Wire Transfer Template.

Select Wire Transfer Criteria

() Inguire Wire Transfer

() Change Wire Transfer

() Maw Wire Transfar

() Maw Wire Transfar Using Exizting Transfar
() Dalete Wire Transfir

() Review Wire Transfer

(®) Wirs Transfer Template

() Review Wire Transfer Template

3. Click Submit- The Template List section appears

Templste List

Ko malching record(s} found

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

\iire Type: Imme; 'lrI

Submit | Cancal |

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

* Tamplale Name: | Recurring Freguency: Hne -
Tax denlificabon Mumber Traming Company [FO-X0-2854) Defauk Smount: I
* From Account: Sakct Account | Amaouni Rangs: | T
* Tomplate Graup: 3 &
Setgod All
I Ghrigting 7 domini
I Trainer 1 I Trainer 13
I Trainer 3

Benaficiany

* dentificabion Type: IDDH.H&IIHHINUITHI 'I Mezzage Te Benalicary.

= dentificabon Number

Hama:

Lddress:

Bensficiary Refarence:

Banaficiany Institution

Henlificabion Type: Fe=d Rouing Mumber Flarme |

-. Address: I

de=nlificabon Number

Recewing Ins

* Routng'Traned numbar

Inglitutizn Mame: I

(* Ihdicatea Reguired Fleida)y

* |l

14



In the Template Name box, type a name to assign to the template.

In the Default Amount box, type an amount.

In the From Account list, click the donor account number.

In the Template Group list, click a group.

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

In the Beneficiary Institution section:

d.

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

In the Identification Number box, click the Search button (binoculars) to determine the receiving
financial institution's 1D number.

In the Name box, type the receiving financial institution name for the account.
In the Address box, type the financial institution street address of the recipient account.

In the City State Zip box, type the financial institution city, state and ZIP Code of the recipient
account

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

In the Beneficiary section:

a.

[

o n

In the Account Type list, click the type of account to transfer funds to.

In the Identification Number box, type the recipient account number.

In the Name box, type the name of the recipient.

In the Address box, type the street address of the recipient.

In the City State Zip box, type the city, state and ZIP Code of the recipient.

In the Message To Beneficiary box, type a note to the recipient.

The Receiving Institution section auto fills with the information from the Beneficiary Institution
section.

Click Save.
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New Wire using Wire Transfer Template

To initiate a Wire Using an Existing Wire Template

On the Management Tools menu, click Wire Manager.

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

Click Wire Transfer Template.

Selact Wire Transfer Critenia

Hew Vire Tranzfar Ueing Exeing Tranefer
Delets Vire Tranalar

Review Wire Trans far

Imgort Wire Transier

Impart ¥re Using Templat=

C} Do TS TS TS TS TS TS

Wre Transfer Templrte I

~

Review Vire Transier Template

7 Inquire Wirs Transfer Tamplate Hame:
Changs Wre Transiar Wire Typs:
New Virs Tranafer Templale Group.

|

[21

i

Al =

To search for a specific wire template, enter any search criteria:

For a complete list of Templates- Leave search criteria blank

Click Submit.

The Template List section appears:

New Tranzfer Edit Template

Template Name
& &

TEST TEMPLATE
Click the New Transfer icon next to the desired template

The Wire page for the selected template appears

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

On the Management Tools menu, click Wire Manager.
The Select Wire Transfer Criteria page is displayed with Inquire Wire Transfer selected.

Click Wire Transfer Template.

Select Wire Transfer Criena
7 Inquire Wirs Transfer Template Hame: l—
" Changs Wre Transizr Wire Type: |.-°\.I ;I
' New Vare Tranafer Tamplale Groug: IE
{7 Mews Vire Tranafer Using Exetng Tranefsr
' Delta Wire Tranarar
™ Review Wire Transfer
™ Import Wire Transder
™ Impaorl Wire Using Templat=

I & ire Transfer Templote I
& Review Ve Transtar Template

To search for a specific wire template, enter any search criteria:
For a complete list of Templates- Leave search criteria blank
Click Submit.

The Template List section appears:

Template List

New Transfer Edit Template Delete Template

Template Name N 5 %

TEST TEMPLATE

m  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.

m  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.
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