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Managing Recipients



Q2 Advisory Services

Recipients is under the Advanced Payments menu

Recipients can be found under 
the Business Banking Menu
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Click on New Recipients

Click on New Recipient to 
create a new one.
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Enter the Display Name

Enter the Display Name, plus 
email address if you want to 
send notifications.
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Select the Payments Type

Select the payment type  - ACH, 
Wire or both
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Enter the account number

Select the account type and 
enter the account number
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Enter the Financial Institution

For assistance call us on XXX.YYY.ZZZZ or email us at support@yourFI.com

Enter the Financial Institution 
and the Routing Number will be 
provided.
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The Beneficiary and Receiving FI will be completed

In addition, the Beneficiary and 
Receiving FI details will be 
completed for you
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Add more than one account

You can add more than one 
account if you want.
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Add address information for wire recipients

Recipient details allows you to 
add address information for 
wire recipients.
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Templates will be blank at first

Templates will be blank when 
you first set the recipient up. 
Click Save Recipient when you 
are finished.
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