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Overview 

Wire is used to electronically wire money between accounts using 
free form and repetitive wires, both domestic and international. Free 
form wire transfers are performed on an as-needed basis and are 
one-time transfers. Repetitive wires are based upon a pre-established 
template and intended for repetitive use. 

Wire tasks include: 

·  setup of wire templates for repetitive use 

·  entry of wire transfer details 

·  transmission of the wire transfer request 

·  review of wire transfer request history 

Note:   Not all accounts support electronic wire transfer. Use 
Customer Support/Contact Us  to send a memo for more 
information about a particular account. 

 



Setup 

Use Setup  to create and maintain wire templates for repetitive use. 
Wire templates may be added, modified, copied, and deleted. 

To access wire template setup: 

·  Select Setup  under Wire  on the navigation bar. 

The Wire Template Setup page will display. 

Wire Template Setup Page 

 

Adding a Wire Template 
1. From the Wire Template Setup page, click the Add  Template 

link. 

The Add Wire Template page will display. 

Add Wire Template Page 

 
 

Debit Information 
This section contains information on the funding account for the wire 
transfer.  

2. Enter the Template name  (up to 50 characters). 



3. Click the Debit Account  drop-down arrow and select the debit 
account. 

4. Click the Currency drop-down arrow and select a currency. The 
default is USD - US Dollars. 

Beneficiary Information 
This section contains information on the recipient of the wire transfer. 

5. Click the Bank ID Type drop-down arrow and select a Bank ID 
Type. The options are ABA, SWIFT, or CHIPS, based on the 
beneficiary and/or intermediary bank identification.  

ABA  - American Banker's Association 
SWIFT - The Society for Worldwide Bank Financial 
Telecommunications 
CHIPS - Clearing House Interbank Payments System 

6. Enter the Bank ID . A maximum of 9 alphanumeric characters 
may be entered (without spaces) for an ABA bank type, 11 for a 
SWIFT type, or 6 for a CHIPS type. 

7. Enter the Account/IBAN Number . A maximum of 35 
alphanumeric characters may be entered. 

8. Enter the Bank Name . A maximum of 35 characters may be 
entered. 

9. Enter the Bank Address (optional). A maximum of 35 characters 
may be entered in each address field. 

10. Enter the Beneficiary Name . A maximum of 35 characters may 
be entered. 

11. Enter the Beneficiary Address . A maximum of 35 characters 
may be entered in each address field. 

 
Intermediary 1 & 2 (Optional) 
This section contains information on the intermediary financial 
institutions used to direct funds to the recipient of the wire transfer. 

12. Click the Bank ID Type drop-down arrow and select a Bank ID 
Type. The options are ABA, SWIFT, or CHIPS, based on the 
beneficiary and/or intermediary bank identification.  

13. Enter the Bank ID . A maximum of 9 alphanumeric characters 
may be entered (without spaces) for an ABA bank type, 11 for a 
SWIFT type, or 6 for a CHIPS type. 

14. Enter the Account/IBAN Number (optional). A maximum of 35 
alphanumeric characters may be entered. 

15. Enter the Bank Name . A maximum of 35characters may be 
entered. 

16. Enter the Bank Address . A maximum of 35 characters may be 
entered in each address field. 

 

Originator Information 
This section contains information on the originator of the wire transfer. 

17. Enter the Originator Name . The field will be pre-populated with 
the Company information. A maximum of 35 characters may be 
entered. 

18. Enter the Originator Address . The field will be pre-populated 
with the Company information. A maximum of 35 characters may 
be entered in each address field. 



 
Template Save 
19. When all information has been entered, click Save template . 

The Add Wire Template Confirmation page will display. 

 Add Wire Template Confirmation Page 

 
 

Click the Repetitive Wire Entry  link to enter a wire transfer request 
using the newly created template. 

Click the Wire Template Setup  link to return to the Wire Template 
Setup page. 

 



Editing a Wire Template 

 
1. From the Wire Template Setup page, click the template name. 

The Edit Wire Template page will display. 

Edit Wire Template Page 

 
2. Edit the Debit Information , Beneficiary Information , 

Intermediary 1 & 2 Information, and Originator Information , 
as needed. 

3. When all changes have been made, click Save template . 

The Edit Wire Template Confirmation will display. 

Edit Wire Template Confirmation Page 

 
Click the Repetitive Wire Entry  link to enter a wire transfer request 
using this template. 



Click the Wire Template Setup  link to return to the Wire Template 
Setup page. 

 



Copying a Wire Template 

 
1. From the Wire Template Setup page, click the Copy link 

associated with the template to be copied. 

The Add Wire Template page will display with the template 
information pre-filled, with the exception of the template name. 

Add Wire Template Page 

 
2. Enter a Template Name . 

3. Modify the template information, as needed. 

4. Click Save template . 

The Add Wire Template Confirmation page will display. 

Add Wire Template Confirmation Page 

 



Click the Repetitive Wire Entry  link to enter a wire transfer request 
using this template. 

Click the Wire Template Setup  link to return to the Wire Template 
Setup page. 

 



Deleting a Wire Template 
Notes: 
·  Pending transactions will not be affected when deleting a 

template. 
·  Once deleted, the template cannot be recovered. 
·  To cancel the template delete, click Do not delete . 

 
1. From the Wire Template Setup page, click the Delete  link 

associated with the template to be deleted. 

The Delete Wire Template Confirmation page will display 

Delete Wire Template Confirmation Page 

 
2. Verify this is the template to be deleted. 

3. Click Delete template . 

The Wire Template Setup page will display with the template 
removed from the list. 

 

 



Free Form Entry 

Use Free Form Entry  to enter free form wire transfer instructions. 
The information is broken down into the following sections: Debit 
Information, Beneficiary Information, Intermediaries, and Originator 
Information. 

To enter a free form wire transfer request: 

·  Select Free Form Entry  under Wire  on the navigation bar. 

The Free Form Wire Entry page will display. 

Free Form Wire Entry Page 

 

Debit Information 
This section contains information on the funding account for the wire 
transfer.  

1. Enter a Template Name if you wish to save this wire transfer as 
a template for future use. 

2. Click the Debit Account  drop-down arrow and select the debit 
account. 

3. If required, enter the Effective Date  or click to calendar icon to 
select a date. If the effective date is not required, by default, the 
effective date will be "today's date." 

4. Enter the Amount  of the wire transfer. Commas and decimals 
may be entered. If decimals are entered, you must enter two 
digits to the right of the decimal. If decimals are not entered, the 
system will assume whole dollars. 

Note:  Any amount up to the approved limit can be transferred. 

5. For International wire transfers, click the Currency Code  drop-
down arrow and select a currency for the wire. For domestic 
wires, by default, the currency will be USD - US Dollar. 



Beneficiary Information 
This section contains information on the recipient of the wire transfer. 

6. For International wire transfers, click the Bank ID Type drop-
down arrow and select a Bank ID Type. The options are ABA, 
SWIFT, or CHIPS, based on the beneficiary and/or intermediary 
bank identification. For domestic wires, by default, the Bank ID 
Type will be ABA. 

ABA  - American Banker's Association 
SWIFT - The Society for Worldwide Bank Financial 
Telecommunications 
CHIPS - Clearing House Interbank Payments System 

7. Enter the Bank ID . A maximum of 9 alphanumeric characters 
may be entered (without spaces) for an ABA bank type, 11 for a 
SWIFT type, or 6 for a CHIPS type. 

8. Enter the Account/IBAN Number . A maximum of 35 
alphanumeric characters may be entered. 

9. Enter the Bank Name . A maximum of 35 characters may be 
entered. 

10. Enter the Bank Address (optional). A maximum of 35 characters 
may be entered in each address field. 

11. Enter the Beneficiary Name . A maximum of 35 characters may 
be entered. 

12. Enter the Beneficiary Address . A maximum of 35 characters 
may be entered in each address field. 

13. Enter Optional Text  that will accompany the transfer (optional). 
A maximum of 120 characters may be entered. The text will 
display on the Wire History Detail page. 

Intermediary 1 & 2 (Optional) 
This section contains information on the intermediary financial 
institutions used to direct funds to the recipient of the wire transfer. 

Note:   If an intermediary is to be set up, then the Bank ID , Bank ID 
Type and Bank Name  are required fields. 

14. For International wire transfers, click the Bank ID Type drop-
down arrow and select a Bank ID Type. The options are ABA, 
SWIFT, or CHIPS, based on the beneficiary and/or intermediary 
bank identification. For domestic wires, by default, the Bank ID 
Type will be ABA. 

15. Enter the Bank ID . A maximum of 9 alphanumeric characters 
may be entered (without spaces) for an ABA bank type, 11 for a 
SWIFT type, or 6 for a CHIPS type. 

16. Enter the Account/IBAN Number (optional). A maximum of 35 
alphanumeric characters may be entered. 

17. Enter the Bank Name (optional). A maximum of 35characters 
may be entered. 

18. Enter the Bank Address (optional). A maximum of 35 characters 
may be entered in each address field. 

Originator Information 
This section contains information on the originator of the wire transfer. 

19. Enter the Originator Name . The field will be pre-populated with 
the Company information. A maximum of 35 characters may be 
entered. 



20. Enter the Originator Address . The field will be pre-populated 
with the Company information. A maximum of 35 characters may 
be entered in each address field. 

 
Entry Transmission 
21. Click Submit for Processing  to submit the transfer request. 

Leave this box unchecked if the transfer request is to be saved in 
the Transmit queue for later submission.  

22. If required, enter the Security code . 

23. Click OK. 

The Wire Transfer Confirmation page will display. 

Wire Transfer Confirmation 

 
Note:   If you have any questions regarding a wire transfer request or 
if you are unable to process a request, select Customer 
Support /Contact Us from the navigation bar. 

 

 



Repetitive Entry 

Use Repetitive  Entry  to enter specific information about a repetitive 
wire transfer. To enter multiple wire transfers, click the Repetitive 
Wire Quick Entry  link. See Repetitive Wire Quick Entry on page 14 
for more information. 

To enter a repetitive wire transfer request: 

1. Select Repetitive  Entry  under Wire  on the navigation bar. 

The Repetitive Wire Transfer Entry page will display. 

Repetitive Wire Transfer Entry Page 

 

2. Click the Template Name drop-down arrow and select a 
template. 

Note:   To view the details of the selected template, click the 
Details  link. 

3. If required, enter the Effective Date  or click to calendar icon to 
select a date. If the effective date is not required, by default, the 
effective date will be "today's date." 

4. Enter the Amount  of the wire transfer. Commas and decimals 
may be entered. If decimals are entered, you must enter two 
digits to the right of the decimal. If decimals are not entered, the 
system will assume whole dollars.  

Note:   Any amount up to the approved limit can be transferred. 

6. Enter Optional Text  that will accompany the transfer (optional). 
A maximum of 120 alphanumeric characters can be entered. The 
text will display on the Wire History Detail page. 

7. Click Submit for Processing  to submit the transfer request. 
Leave this box unchecked if the transfer request is to be saved in 
the Transmit queue for later submission. 

8. If required, enter the Security code . 

9. Click OK. 

The Wire Transfer Confirmation page will display. 

Wire Transfer Confirmation 



 
Note:   If you have any questions regarding a wire transfer request or 
if you are unable to process a request, select Customer 
Support /Contact Us from the navigation bar. 

 
Repetitive Wire Quick Entry 
Use Repetitive  Wire Quick Entry  to initiate multiple repetitive wire 
transfers. 

Repetitive Wire Quick Entry Page 

 
1. Click the Template Name drop-down arrow and select a 

template. 

Note:   To view the details of the selected template, click the 
Details  link. 

2. If required, enter the Effective Date  or click to calendar icon to 
select a date. If the effective date is not required, by default, the 
effective date will be "today's date." 

3. Enter the Amount  of the wire transfer. Commas and decimals 
may be entered. If decimals are entered, you must enter two 
digits to the right of the decimal. If decimals are not entered, the 
system will assume whole dollars.  



Note:   Any amount up to the approved limit can be transferred. 

4. Enter the Template Name , Effective Date (if required), and 
Amount  for all wire requests. 

5. Once all wire requests have been entered, click Submit for 
Processing  to submit the transfer request. Leave this box 
unchecked if the transfer request is to be saved in the Transmit 
queue for later submission. 

6. If required, enter the Security Code . 

7. Click OK. 

8. The Wire Transfer Confirmation page will display. 

Wire Transfer Confirmation 

 
 

 

 



Transmit 

Use Wire Transmit  to transmit or delete a wire transfer request. The 
page will display only those accounts for which the user has transmit 
privileges.  

To access the Wire Transfer Transmit page: 

·  Select Transmit  under Wire  on the navigation bar. 

The Wire Transfer Transmit page will display. 

Wire Transfer Transmit Page 

 
Notes:  
·  The list of transfers can be sorted by field name. Click the 

desired field name in the table header. An icon will represent the 
selected field. By default, the field names are sorted 
alphabetically or numerically in ascending order. Clicking the 
selected field name a second time will sort the accounts 
alphabetically or numerically in descending order. 

·  For information on cutoff times and when the transfers will be 
processed, click the Disclosure Information Page link. 

·  Detailed wire transfer information can be viewed by clicking the 
Debit Account link associated with the wire transfer. The Wire 
Transfer Transmit Detail page will display.  

Wire Transfer Transmit Detail Page 

 
Click the Wire Transfer Transmit  link to return to the Wire Transfer 
Transmit page.  



Transmitting a Wire Request(s) 
To transmit a wire request(s): 

1. From the Wire Transfer Transmit page, select the wire transfer 
request(s) by clicking the Select  checkboxes associated with the 
request(s). The Select  checkbox in the header bar may be 
selected to select all requests. Clicking the checkbox a second 
time will de-select all checkboxes. 

Wire Transfer Transmit Page 

 
2. If required, enter the Security code . 

3. Click Transmit .  

The Wire Transfer Confirmation page will display. 

Wire Transfer Confirmation  

 
Note:   Use Customer Support/Contact Us to send a memo if you 
have difficulty transmitting a wire transfer request. 

 



Deleting a Wire Request(s) 
1. From the Wire Transfer Transmit page, select the wire transfer 

request(s) by clicking the Select  checkboxes associated with the 
request(s). The Select checkbox in the header bar may be 
selected to select all requests. Clicking the checkbox a second 
time will de-select all checkboxes. 

Wire Transfer Transmit Page 

 
2. If required, enter the Security code . 

3. Click Delete .  

A confirmation message will display. 

4. Click OK. 

The Wire Transfer Confirmation page will display. 

 Wire Transfer Confirmation 

 
Note:   Use Customer Support/Contact Us to send a memo if you 
have difficulty deleting a wire transfer request. 

 

 

 



History 

Use Wire History to review details on the wire transfer history for a 
specific account(s). Only those wire transfer requests that have been 
successfully transmitted will display in the history. Requests that have 
been deleted during transmission will not display.  

Note:  A maximum of 45 days of information is displayed in the 
history. 

To access the Wire Transfer History page: 

1. Select History  under Wire  on the navigation bar. 

The Wire Transfer History Selection page will display. 

Wire Transfer History Selection Page 

 
Note:  Debit Account  is the top level account to which wire 
transfers are attached to a customer. 

2. Select a specific Debit Account(s)  from the scrollable list or 
select All Accounts to review the entire list of wire transfer 
requests. Use Ctrl-click to select multiple accounts.  

3. Select a wire transfer request Status  or select All to review all 
wire transfer request statuses. 

Note:   A Transmitted  status indicates that a wire transfer 
request has been successfully transmitted by an authorized user. 
A Processed  status indicates that a wire transfer request has 
been selected by the bank for processing through the bank's wire 
system. It does not indicate the bank has completed the transfer. 
If there is an issue with a wire transfer request with a Processed 
status, please contact your bank representative. A Rejected  
status indicates that the bank has rejected the wire transfer 
request. 

4. Click Submit . 

The Wire Transfer History page will display. 



Wire Transfer History Page 

 

Wire Transfer History Field Descriptions 

Field Description 

Debit Account The source account for the wire transfer request. 

Template Name For Repetitive wires, the name of the template. 

Beneficiary Name The recipient of the wire transfer request. 

Amount The dollar amount of the wire transfer request. 

Currency The currency of the wire transfer request. 

Effective Date The effective date of the wire transfer request. 

Entry Date/Time The date and time the wire transfer request was entered. 

Status The status of the wire transfer request.  A Transmitted  status indicates that a 
wire transfer request has been successfully transmitted by an authorized 
user. A Processed  status indicates that a wire transfer request has been 
selected by the bank for processing through the bank's wire system. It does 
not indicate the bank has completed the transfer. If there is an issue with a 
wire transfer request with a Processed status, please contact your bank 
representative. A Rejected  status indicates that the bank has rejected the 
wire transfer request. 

Confirmation Number The system generated confirmation number for the wire transfer request. 

Detailed wire transfer information can be viewed by clicking the Debit 
Account link associated with the wire transfer. The Wire Transfer 
History Detail page will display. 



Wire Transfer History Detail Page 

 
The Wire Transfer History Detail displays detailed information 
associated with the wire transfer request. This information includes 
Debit Information, Beneficiary Information, Intermediaries, and 
Originator Information. The history will also include who entered the 
request, the date/time it was entered, who transmitted the request, 
and the date/time it was transmitted. 

Wire Transfer History Detail Field Descriptions 

Field Description 

Debit Information 

Template Name For Repetitive wires, the name of the template. 

Debit Account The source account for the wire transfer request. 

Security Code This is an optional field which may be used by the bank for security 
purposes. The security code will display as asterisks (****), if entered. 

Effective Date The effective date of the wire transfer request. 

Amount The dollar amount of the wire transfer request. 

Currency The currency of the wire transfer request. 

Entered By The logon user ID of the person who entered the wire transfer request. 

Entry Date/Time The date and time the wire transfer request was entered to the transmit 
queue. 

Transmitted By The logon user ID of the person who transmitted the wire transfer request. 

Transmit Date/Time The date and time the wire transfer request was transmitted. 

Status The status of the wire transfer request.  

Confirmation Number The system generated confirmation number for the wire transfer request. 

Beneficiary Information 

Bank ID Type The options are ABA, SWIFT, or CHIPS, based on the beneficiary and/or 
intermediary bank identification. For domestic wires, by default, the Bank ID 



Type will be ABA. 

ABA  - American Banker's Association 
SWIFT - The Society for Worldwide Bank Financial Telecommunications 
CHIPS - Clearing House Interbank Payments System 

Bank ID The bank's ID based upon the Bank ID Type. A maximum of 9 alphanumeric 
characters may be entered (without spaces) for an ABA bank type, 11 for a 
SWIFT type, or 6 for a CHIPS type. 

Account/IBAN Number The beneficiary account number. A maximum of 35 alphanumeric characters 
may be entered. 

Bank Name The name of the beneficiary bank. A maximum of 35 characters may be 
entered. 

Bank Address The address of the beneficiary bank. A maximum of 35 characters may be 
entered into each field. 

Beneficiary Name The beneficiary name. A maximum of 35 characters may be entered. 

Beneficiary Address The beneficiary address. A maximum of 35 characters may be entered into 
each field. 

Optional Text Optional text that will accompany the wire transfer request. A maximum of 
120 characters may be entered.  

Intermediary 1 & 2 

Bank ID Type The options are ABA, SWIFT, or CHIPS, based on the beneficiary and/or 
intermediary bank identification. For domestic wires, by default, the Bank ID 
Type will be ABA. 

ABA  - American Banker's Association 
SWIFT - The Society for Worldwide Bank Financial Telecommunications 
CHIPS - Clearing House Interbank Payments System 

Bank ID The bank's ID based upon the Bank ID Type. A maximum of 9 alphanumeric 
characters may be entered (without spaces) for an ABA bank type, 11 for a 
SWIFT type, or 6 for a CHIPS type. 

Account/IBAN Number The intermediary account number. A maximum of 35 characters may be 
entered. 

Bank Name The intermediary bank name. A maximum of 35 characters may be entered. 

Bank Address The intermediary bank address. A maximum of 35 characters may be 
entered into each field. 

Originator Information 

Originator Name The originator of the wire transfer request. 

Originator Address The address of the originator of the wire transfer request. 

Click the Wire Transfer History  link to return to the Wire Transfer 
History page. 



Notes: 

 
 


