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NOTE: A 'Recipient’ is an individual or company {3 Gateway

e, einer ceptedorerediedyia ACH of
. lick an account tile to view details and transaction history.
wire.

{7} Home
Home @
E E Messages
1 1
1. Select the ‘Cash Management’ menu and S oveMoney ACCOUNTS
/ H ’ = rayALoan Available: $52,255.45 @
then select ‘Recipients’. current:$2,060,19298 ©
LL1RPay Bils GFB MC DEBIT CARD 0131 p GFB MC DEBIT CARD 1051 ¢
Available Balance $0.00 Available Balance $0.00
B3 online Activity Current Balance $0.00 Current Balance $0.00
Cash Management ~
COMMERCIAL 2774 : BUS CHECKING(AA) - NP 1129 :
Current Balance $1,940,000.00 Available Balance $8,466.29
Original Amount $1,940,000.00 Current Balance $15,204.93
BUS CHECKING(AA) - NP 3164 E BUS CHECKING(AA) - NP 3874 :
Available Balance $41,423.56 Available Balance $2,304.65
Recipients Current Balance $41,423.56 Current Balance $3503.15
I INTERNAL ACCTS 3514 : I INTERNAL ACCTS 4683

New Recipient Recipients

2. Click the ‘New Recipient’ button.

Name Email address Number of Accounts Actions
EE- 123445 kathleen.emery@q2.com 2
Jamie jones (123456789) Jjamie@sample.com 1

~

Jim Jones

3. Enter 'Display Name and ‘Email Address’. Y

NOTE: ‘Send e-mail notifications’ generates an i ki T ——
e-mail to the recipient at the time the ACH or . o

wire transaction is processed. The email e, B
message does not contain confidential pecoun paymenc Tpe Finsnaainstuton g s
information.
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4. Select the 'Payment Type' which designates Formene s ey s
the transaction type(s) for which the account S .
is eligible. P e
Select Account Type v
Financial Institution (FI) Refined Search  ACH Routing Number #
Search by name or routing #

a. Payment Type 'ACH and Wire'
displays fields corresponding with

Beneficiary FI

Name * Country * FI ABA Number *
both ACH and wires. Complete all
required fields designated with an daress 1+ Address 2 cioy *
asterisk.
State * Paostal Code *
NOTE: The Financial Institution (FI) search ’

Intermediary Fl &

function allows for the dynamic search of

domestic banks and credit unions. Enter the FI e coum e foumaumeer
name or ABA number in the field. When the
. . Address 1 Address 2 City
desired Fl has been selected, the corresponding
ACH Routing Number and Wire Beneficiary Fl . S
information will automatically populate. B
x
. Account - New ACH and Wire N/A
b. ‘Payment Type 'ACH Only’ displays
) ) . Payment Type
fields corresponding with only ACH. [crom »
Complete all required fields e Account
designated with an asterisk. Setect Account Type v
Financial Institution (Fl) Refined Search ACH Routing Number *
L Search by name or routing #.
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Account - New ACH and Wire N/A

c. Payment Type ‘Wire Only’ displays
fields corresponding with only wires. eIt GRS

. . Wire Cnly v
Complete all required fields
) . . Account * Financial Institution (FI1) Refined Search

des'9nated Wlth an aSterISk A Search by name or routing #.
Beneficiary Fl =
Name * Country * Fl ABA Number *

5. Click the check mark when the account
setup s Comp|ete. Address 1+ Address 2 City *
State * Postal Code *
Select State W

Intermediary Fl =
Name Country Wire Routing Number
Address 1 Address 2 City

State Postal Code
Select State 4 \

6. Select ‘Add another account’ to add an Add Recipient
additional account or select ‘Save Recipient’ Dispiay Natre > Emall Adoress T P ——— /
to complete the setup. I paymens

+ Add account ~
Accounts (1)

Account Payment Type Financial Institution (F1) Routing Number
7. Complete all required fields in the ‘Recipient  Recipient Decails by :
Details’ section and select Save Recipient. SRR AHNams+ il
Country Address 1 Address 2
United States 4
NOTE: Address fields within ‘Recipient Details’ ciry Staee 2w
are for the recipient’s address. This is required 2 :

for Wire Transfers.
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Existing Recipient

1. Click the "Actions’ icon next to an existing
recipient to display available options.

a. Edit the recipient.
b. Delete the recipient.

c. View online payment history for
which the recipient was linked.

Recipient Management

Recipients

Mame

EE- 123445

Jamie Jones (123456789,

Email Address Number of Accounts Actions

kathleen emery@g2 com 2
Jamie@sample.com \
2

Edit
Delete

Payment History



