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Launching Wire Manager

e Access our website www.mechanicsbank.com to log in to Business Online Banking

¢ On the right side of the page, select Log In then choose Business Online Banking from the
menu options

[ ]

On the Log In page enter your Username and Password

&~ Note: Security token users ONLY- your password should be a combination of the number
generated from your security token plus your 4-digit PIN number.

e C(Click LogIn

&~ Note: Security token users will see a Site Verification box and will need to validate the
verification code in order to proceed.

ContactUs  Locations  Legin

Mechanics Bank’

LogIn

I YOU MEEd aSSISIANCe With your password. please contac! Business Onling Banking suppon al 1-800-272-1676 auring the following
nours: Monday-Friday: 8:00.AM - 5:00 PM (PT)

Username

Password

O Remember My Usemame

[ESIUM  Forgot passwerd o PIN?  Token lost or damagea?

Help  Reference Maferials  Privacy Policy  Agreements & Disclosures  Mationwide Lockbow/'CD

Member FDIC. Equal Housing Lender

© 2015-2024 Fiserv, Inc. o its affiliates.

¢ You may be prompted with a Security Challenge; complete the Security Challenge in order to
continue the log in process by either answering a security challenge question or by entering a
one-time passcode received via email
Security Challenge
Security challenges, such as answering a question or providing a one-time passcode, help keep your account safe from unauthorized
access. Complete the following security challenge to access your account.
Answer A Question Enter A Passcode
Answer a previously selected security challenge question. OR Generate a one-time passcode sent via email
¢ Once logged in, locate Wire Manager by clicking on Payments & Transfers and then select
Wire
Mechanics Bank'
Accounts Payments & Transfers Checks & Deposits Administration
Payments & Transfers
=
FM-3900.5-eCH
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Creating a Domestic Wire Transfer

You can use the New Wire Transfer option to create a one-time domestic wire transfer, or set up the
wire transfer to reoccur based on the transfer frequency you select. If you have sent a similar wire
previously, you can also use the New Wire Transfer Using Existing Transfer option.

e From the Wire menu, select New Wire Transfer, select Domestic from the Wire Type drop-
down menu and then click Submit

Select Wire Transfer Criteria

O e e Tarster —

(O Change Wire Transfer

(O New Wire Transfer Using Existing Transfer
(O Delete Wire Transfer

(O Review Wire Transfer

O Import Wire Transfer

O Import Wire Using Template

O Wire Transfer Template

(O Review Wire Transfer Template

O Foreign Exchange Contract

(O Multiple Wire Transfer Using Template

e In the New Domestic Wire Transfer section, complete the following;
o Enter a Transfer Description for the wire transfer
o Enter a Transfer Start Date or select it from the calendar

¥~ This is the date the wire will be sent (can future date up to 30 days)
o Enter the Amount of the wire transfer
o Select the Recurring Frequency for the wire transfer or leave at None for a one-time
transfer
o Select the applicable From Account that will fund the wire transfer
o Tax ldentification Number is only applicable for multi-entity client; if available select
the appropriate company from the drop-down menu
¢ In the Beneficiary section, complete the following;
o Enter the Beneficiary’s Account Number in the Identification Number field
Enter the Beneficiary’s Name
Enter the Beneficiary’s Address
Enter a Message to Beneficiary if applicable
You can enter a uniqgue number in the Beneficiary Reference field that can be used
for future reference
e In the Beneficiary Institution section, complete the following;
o Enter the Beneficiary Institution Routing Number in Identification Number field
o Enter the Beneficiary Institution Name (will auto-fill after entering the Beneficiary
Institution RT number)
o Enter the Beneficiary Institution Address (will auto-fill the City/State after entering the
Beneficiary Institution RT number)
¢ Inthe Receiving Institution section, complete the following; (will auto-fill from the Beneficiary
Institution section)
o Enter the Routing/Transit number of the Financial Institution that is receiving the wire
funds (if different than the Beneficiary Institution)
o Enter the Receiving Institution Name

O O O O

&~ Note: Required fields are indicated with an asterisk *

FM-3900.5-eCH Page 4 of 26
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¢ When finished, click Process to submit the wire transfer for processing OR click Save to save

the wire transfer and submit later

New Domestic Wire Transfer

* Transfer Description: |

| Recuring Frequency:

* Transfer Start Date:

* Amount:

Tax Identification Number:
Beneficiary

* |dentification Type:

—®

Test [XXX-XX-9999]

DDA Account Number v Message To Beneficiary:

* Identification Number:

*Name:

Address:

Beneficiary Reference:

* |dentification Type:

* Identification Number:

* Routing/Transit number:

* Institution Name:

(* Indicates Required Fields)

transaction.

Beneficiary Institution

Fed Routing Number v * Name:

—

* Address:

Receiving Institution

—
1

Disclaimer: Complete and accurate instructions are required prior to the cutoff time in order for the transaction to settle on time. Submitting a transfer that exceeds your established transfer limit may cause a delay in the processing of the

[ Save ] [Process] [Cancel ]

N ]
=

None v

Select Account. v

o If you selected Process, you will be prompted with a Security Challenge

e Press the button on your token device to generate an 8-digit one-time code (or if you are a
Soft Token user, use the DIGIPASS Soft Token APP to generate a Digital Signature; see
Business Online Banking Security Token User Guide for further details)

e Enter the code in the One-time password box on your computer screen

e Click Complete Challenge

Security challenge

A one-time password security challenge is required to complete this fransaction,
One-time password instructions

One-time password *

* Ingicates required fiela

Complete Challenge

Security challenge

One-time password instructions

Device nickname

A one-time password security challenge is required to complete this transaction.

Qo

One-Time Password

One-Time Password

03906974

Site verification code:

8637

Serial number:

‘One-time password *

| o

* Indicates required field

—

o A Wire Transfer Summary page will display
o If the wire transfer does not require additional approvals, a Success message will
appear advising the wire was successfully processed
o If the wire transfer does require approval, a yellow Warning message will appear, and
additional approval is required before the wire can be processed
o If the wire transfer is unable to process due to an error, a red Error message will
appear, and the wire will NOT be processed; depending on the error message received
you may need to contact the Bank for assistance
o If the wire transfer was identified as a duplicate, a yellow Warning message will
appear advising a duplicate wire has been identified and originated
¢ Click Done to return to the Wire Transfer main page

FM-3900.5-eCH
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Creating an International USD Wire Transfer

You can use the New Wire Transfer option to create a onetime International wire transfer (in US
dollars), or set-up the wire transfer to reoccur based on the transfer frequency you select. If you have
sent a similar wire previously, you can also use New Wire Transfer Using Existing Transfer option.

e From the Wire menu, select New Wire Transfer, select International from the Wire Type
drop down menu and then click Submit

Select Wire Transfer Criteria

O Inquire Wire Transfer Wire Type: International v

(O Change Wire Transfer

(O New Wire Transfer Using Existing Transfer
() Delete Wire Transfer

() Review Wire Transfer

O Import Wire Transfer

O Import Wire Using Template

() Wire Transfer Template

(O Review Wire Transfer Template

(O Foreign Exchange Contract

O Multiple Wire Transfer Using Template

¢ Inthe New International Wire Transfer section, complete the following;
o Enter a Transfer Description for the wire transfer
o Enter a Transfer Start Date or select it from the calendar

¥~ This is the date the wire will be sent (can future date up to 30 days)
Enter the Amount of the wire transfer
Select Recurring Frequency for wire transfer or leave at None for a one-time transfer
Select the applicable From Account that will fund the wire transfer
Tax Identification Number is only applicable for multi-entity client; if available select
the appropriate company from the drop-down menu
¢ In the Beneficiary section, complete the following;
o Enter the Beneficiary’s Account Number in the Identification Number field
o Enter the Beneficiary’s Name
o Enter the Beneficiary’s Address and select the appropriate Country from the drop-
down menu
o Enter a Message to Beneficiary if applicable
o You can enter a unique number in the Beneficiary Reference field that can be used
for future reference
¢ In the Beneficiary Institution section, complete the following;
o Select the appropriate Identification Type from the drop-down menu
o Enter Identification Number corresponding to the Identification Type selected above
o Enter the Beneficiary Institution Name
o Enter the Beneficiary Institution Address and select the appropriate Country from the
drop-down menu
¢ Inthe Intermediary Institution section, complete the following, only if applicable;
o Select the applicable Identification Type from the drop-down menu
o Enter Identification Number applicable to the Identification Type selected above
o Enter the Name and Address of the Financial Institution
¢ Inthe Receiving Institution section, complete the following;
o Enter the Routing/Transit number of the U.S. Financial Institution that the wire is
being sent through (will default to Wells Fargo NY Intl)

O O O O

FM-3900.5-eCH Page 6 of 26
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o The Receiving Institution Name should auto populate based on the Routing/Transit
number entered above

F~ Note: Required fields are indicated with an asterisk *

¢ When finished, click Process to submit the wire transfer for processing OR click Save to save
the wire transfer and submit later

New International Wire Transfer L ]

* Transter Description: [ | Recurring Frequency: None v

artr St ot —®
* Amount: [ *Fromaccoum: Select Account v

Tax Identification Number: Test [XXX-XX-9999]

Beneficiary

* Identification Type: DDA Account Number +  Message To Beneficiary:

* Identification Number:

[ ]
* Name: [ |
* Address: [ |
[ | Beneficiary Reference: :l
[ ]
* Country None -
* Identification Type Swift Bank Code v | *Name: [ |
* Identification Number: [ | *Address: [ |
[ ]
[ ]
* Country None -
Identification Type: None v Name:
Address:

Receiving Institution
[—EEE

* Routing/Transit number:

* Institution Name: [WellsFargo NY INTL
(* Indicates Required Fields)

Disclaimer: Complete and accurate instructions are required prior to the cutoff time in order for the transaction to settie an time. Submitiing a transfer that exceeds your established transfer limit may cause a delay in the processing of the
transaction.

| save | [Process| | Cancel |

If you selected Process, you will be prompted with a Security Challenge

e Press the button on your token device to generate an 8-digit one-time code (or if you are a
Soft Token user, use the DIGIPASS Soft Token APP to generate a Digital Signature; see
Business Online Banking Security Token User Guide for further details)

o Enter the code in the One-time password box on your computer screen

e Click Complete Challenge

Back  One-Time Password
One-Time Password:
03906974

Site verification code:

Security challenge
Security challenge

A one-time password security challenge is required to complete this transaction.

A one-time password security challenge is required to complete this transaction,

One-time password instructions. 8637

Show w»

One-time password instructions.

Device nickname Serial number:

One-time password * One-time password * | [T

* Indicates required field * Indicates required field

¢ A Wire Transfer Summary page will display

© If the wire transfer does not require additional approvals, a Success message will

appear advising the wire was successfully processed

FM-3900.5-eCH Page 7 of 26
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© If the wire transfer does require approval, a yellow Warning message will appear, and
additional approval is required before the wire can be processed

If the wire transfer is unable to process due to an error, a red Error message will
appear, and the wire will NOT be processed; depending on the error message received
you may need to contact the Bank for assistance

If the wire transfer was identified as a duplicate, a yellow Warning message will
appear advising a duplicate wire has been identified and originated

Creating an International FX Wire Transfer

You can use the New Wire Transfer option to create a one-time International FX wire transfer.
¥~ Note: New Wire Transfer Using Existing Transfer is not available for International FX wires.

e From the Wire menu, select New Wire Transfer, select International FX from the Wire Type
drop down menu and then click Submit

Select Wire Transfer Criteria

O Import Wire Using Template

O wire Transfer Template

O Review Wire Transfer Template
O Foreign Exchange Contract

O Multiple Wire Transfer Using Template

| submit

¢ Inthe New International FX Wire Transfer section, complete the following;
o Enter a Transfer Description for the wire transfer
¢ Inthe Foreign Currency Information, complete the following;

o If you have already established an FX contract, select it from the drop-down menu; if
not, click the New icon to create a new FX contract (see FX Contracts section below
for further details)

¢ In the Beneficiary Institution section, complete the following;

o Enter the Beneficiary Institution’s Swift Code in the Swift/BIC field

o Enter the Beneficiary Institution Name

o Enter the Beneficiary Institution Address

o If applicable, enter an International Routing Code

¢ In the Beneficiary section, complete the following;

Enter the Beneficiary’s Account Number in the Account Number field

Enter the Beneficiary’s Name

Enter the Beneficiary’s Address

Select the Beneficiary’s Country from the drop-down menu

Enter a Message to Beneficiary if applicable

¢ You can enter a unique number in the Beneficiary Reference field that can be used for future
reference

O 0O O O O

“F~ Note: Required fields are indicated with an asterisk *
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¢ When finished, click Process to submit the wire transfer for processing OR click Save to save
the wire transfer and submit later

New International FX Wire Transfer [ :j @
* Transfar Deseription: —
Foreign Currency Information
FX Confract: None| v
Beneficiary Institution
*SrREIC [ “Namue: [
Comnery: “Address: [
Infernational Routing Code: [ [
[
Beneficiary
*Account: | *Country: HNone
+Name: [ Massaga to Beneficiary: [
*Addrase: | [
[
[
Beneficiary Referance: —

¢ |If you selected Process, you will be prompted with a Security Challenge
Press the button on your token device to generate an 8-digit one-time code (or if you are a
Soft Token user, use the DIGIPASS Soft Token APP to generate a Digital Signature; see
Business Online Banking Security Token User Guide for further details)

e Enter the code in the One-time password box on your computer screen

¢ Click Complete Challenge

Back One-Time Password

One-Time Password:

Security challenge 03906974

A one-time password security challenge is required to complete this transaction

Security challenge

Site verification code:
A one-time password security chalienge Is required to complete this transaction,

One-time password instructions 8637

One-time password instructions

Device nickname Serial number:

One-time password * One-time password * |

(LS EET]

* Indicates required field * Indicates required field

Complete Challenge Complete challenge

¢ A Wire Transfer Summary page will display

o If the wire transfer does not require additional approvals, a Success message will
appear advising the wire was successfully processed

o If the wire transfer does require approval, a yellow Warning message will appear, and
additional approval is required before the wire can be processed

o If the wire transfer is unable to process due to an error, a red Error message will
appear, and the wire will NOT be processed; depending on the error message received
you may need to contact the Bank for assistance

o If the wire transfer was identified as a duplicate, a yellow Warning message will
appear advising a duplicate wire has been identified and originated

FX Contracts

You create an FX contract during the initiation of a New International FX Wire Transfer or by selecting
the Foreign Exchange Contract option.

FM-3900.5-eCH Page 9 of 26
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FX contracts must be used within 2 hours of creating the contract or by 1:30 PM PT the same

day they are accepted, whichever occurs first. Contracts not used within 2 hours or by 1:30 PM

PT will be cancelled. Cancellation of a committed contract may result in your financial loss.

o From the Wire menu, select Foreign Exchange Contract and then click Submit

Select Wire Transfer Criteria

() Tnquire Wir Transfer Clisnt Name: [
() Change Wire Transfer Coniract Number:  —
() New Wirs Transfer FX Status: All
() New Wire Transfer Using Existing Transfer
Iport Wire Transfar
() Import Wire Using Template
() Wirs Transfer Tamplate
¢ From the Foreign Exchange Contract List, click on the New Contract icon
Foreign Exchange Contract List " =B

o The Foreign Exchange Rate Inquiry page will display;
Enter a Description for the FX Contract

Select the Currency
Select the Beneficiary Delivery Date
Select the Conversion
o Enter the Amount
e Click Next to continue

O O O O O

Select the From Account to fund the wire transfer

Foreign Exchange Rate Inquiry

+Description:
*Tax Identification Number:
*From Account

FCurrency:

*Beneficiary Delivery Date:
*Comversion:

+Amennt:

—

e

Jens Test Compan [X30E-X3-0000]
Select Account

None [« |

USD to FX [ |

¢ You will have 50 seconds to review and either Accept or Decline the FX contract

&~ Note: Once accepted the amount will be memo-posted to your account.

o If accepted, you will have the option to initiate the FX wire transfer then or save the contract for

later

¥~ Note: The availability and delivery of the funds may be different based on the currency

selected and the time the request is submitted.

FM-3900.5-eCH
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Description: Tast F3
Tax Identification Number: Jens Test Compan [FO0{-30{-0000]
From Account: acet 7927
EBensficiary Delivery Date: 05/29/2018
Exchange Rate: 1.0383848484B4848484848484 8483
UBD Amount- $2.00
F3 Amount: 183
FX Corrency- CHF
You have 43 seconds to accept this Transaction.

Wire Funds Using an Existing Wire Transfer

You can use the New Wire Using Existing Transfer option to initiate a transfer from an existing wire
transfer. This option can be used for all wire transfer types (Domestic wire is used in the below
example).

¢ From the Wire menu, select New Wire Transfer Using Existing Wire Transfer and then click
Submit

Select Wire Transfer Criteria

© Inquire Wire Transfer Transfer Description: I ]
) Change Wire Transfer Wire Type: || Domestic ~
() New Wire Transfer Reference Number: [ ]
(@ New Wire Transfer Using Existing Transter Date Range [ 11/0172022] [5] To | =)

Amount Range: [ | To ]

() Delete Wire Transfer

() Review Wire Transfer

©) Import Wire Transfer

() Import Wire Using Template
() wire Transfer Template

() Review Wire Transfer Template
() Foreign Exchange Contract

O Multiple Wire Transfer Using Template

¢ From the list Wire List, click on the wire you want to use by clicking on the name of the wire
from the Transfer Description column

‘Wire List -]

Transfer Description Effective Date Beneficiary Amount Status Details

Wire Type: Domestic

Issued By: Joseph

Transfer Exceeds Review: Pending  £om Account: Mechanics Bank

Test 10/03/2025 MR. Test $0.10

Approval
Reference Number:
Placement Date: 10/03/2025 02:55:57 PM
Wire Type: Domestic
Issued By: Joseph
Text P — Test $0.01 Disapproved From Account: Mechanics Bank

Reference Number:

Placement Date: 07/28/2025 06:50:20 PM

o The New Domestic Wire Using page will display
o Enter a Transfer Start Date or select it from the calendar
¢ Update any of the other fields as needed

FM-3900.5-eCH Page 11 of 26
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When finished, click Process to submit the wire transfer for processing OR click Save to save
the wire transfer and submit later

New Domestic Wire Using - Test Wire 2 =0
* Traafer Description: [TestWie2  Recusing Fraquency: None
* Transfer Start Date: | =)

* Amomt: [ 200 *FromAccomt:
Tax Identification Number: Jens Test Compan [FOCE-XCE-0000]
Beneficiary
* dentification Type: DDA Accoust Number  Massage To Beneficiary: [
* Identification Number: | [
s [ |
Adds: | |
I Beneficiary Refarence: [ |
|
* Identification Type: Fad Routing Number  © Name: [MECHANICSBANK
* Identification Number: e 3 Address: [

[WALNUT CREEK CA

Receiving Institution

121102036 ]
* Routing Transit number:
* Institution Nama: [MECH BK WALNUT CR
(# Indicates Required Fields)
Disclaimer: Domestic Wire Transfar Scraen display

If you selected Process, you will be prompted with a Security Challenge

Press the button on your token device to generate an 8-digit one-time code (or if you are a
Soft Token user, use the DIGIPASS Soft Token APP to generate a Digital Signature; see
Business Online Banking Security Token User Guide for further details)

Enter the code in the One-time password box on your computer screen

Click Complete Challenge

Security challenge
Security challenge A one-time password security challenge is required to complete this transaction,

A one-time password security challenge is required to complete this transaction
One-time password instructions

One-time password instructions Show »

Device nickname Serial number:

One-time password * ‘One-time password * | U

* Indicates required field * Indicates required field

Complete Challenge Complete challenge

A Wire Transfer Summary page will display

o If the wire transfer does not require additional approvals, a Success message will
appear advising the wire was successfully processed

o If the wire transfer does require approval, a yellow Warning message will appear, and
additional approval is required before the wire can be processed

o If the wire transfer is unable to process due to an error, a red Error message will
appear, and the wire will NOT be processed; depending on the error message received
you may need to contact the Bank for assistance

o If the wire transfer was identified as a duplicate, a yellow Warning message will
appear advising a duplicate wire has been identified and originated

FM-3900.5-eCH Page 12 of 26
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Viewing a Wire Transfer

You can easily view the status, print or export the details of your Wire transfers using the Inquire Wire
Transfer option.

¢ From the Wire menu, select Inquire Wire Transfers and then click Submit
¥~ Note: You can change your search criteria using the search options on the right

Select Wire Transfer Criteria

Transfer Type: Oulgoing
(O Change Wire Transfer Transfer Dascriptin: I
() Wew Wire Transfer Dite Ramge [ T (5] To| =
(0 New Wire Transfer Using Existing Transfer Amownt Range: I To |
() Deleta Wire Transfer Client Name: —
(O Review Wire Transfar Referance Number I
() Tmport Wire Transfer Wire Number —
(©) Bmport Wire Using Template
() Wire Transfer Teruplate
() Review Wire Transfor Template
() Foreign Exchange Contract

e The Outgoing Wires list will display; you can view, export and print the details of your wire
transfer activity
o To view the details of your exception wires (or wires still requiring approval), click on
the name of the wire that you want to view, under the Exceptions for Outgoing Wires
section
o To view the details of your submitted wires, click on the Wire Number of the wire you
want to view, under the Confirmations for Outgoini Wires section

o To export or print the wire details, click the applicable icon on the right

Outgoing Wires

Exceptions for Outgoing Wires

Details

Wire Type: Domestic

Issned By: WAA User
0573112018 MB Teat Acct i From Accowt: TEST#3

Reference Mumber: 684160802

Placement Date: 05/25/2018 08:41:05 AM

Date Beneficiary IMAD Amount Reference Number Status Wire Number
My 25, 2018 Mecharics Bank $2.00 1£7471dbéd Pendimg (ﬁ 190500

Changing a Saved Wire Transfer
Specific details of pending transfers that you have saved may be changed by using the Change Wire

Transfer option. This option can be used for all wire transfer types (Domestic wire is used in the
below example).

e From the Wire menu, select Change Wire Transfer and then click Submit
¥~ Note: You can search for a specific wire by using the search options on the right

FM-3900.5-eCH Page 13 of 26
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Select Wire Transfer Criteria

() Inquire Wire Transfer Trametir Description: T
(@) Change Wire Transfer Date Range: I B T =
() New Wira Transfer Amownt Range: [ To|

() New Wire Transfer Using Existing Transfer Client Name- |—
() Dalats Wire Transfer Referance Number [

() Review Wire Transfer

() Import Wire Transfer

(O Import Wire Using Template

() Wire Transfer Template

(O Review Wire Transfar Template

(O Foreign Exchange Contract

¢ From the list Wire List, click on the wire you want to change by clicking on the name of the
wire from the Transfer Description column

Transfer Deseription Effective Date Beneficiary Amount Status Details.

Wire Type: Domestic
Tesued By: WAA User

Tes Wire 052912018 Mechanics Bank $100.00 Saved From Account: TEST 43
Refarence Number: 30247b6972

Placement Date: 05/25/2018 01:08:34 PM

¢ The Change Domestic Wire page will display

e Update any of the other fields as needed

¢ When finished, click Process to submit the wire transfer for processing OR click Save to save
the wire transfer and submit later

+ Transfor Deseription: [Testwire Recurring Frequency: None

* Transfor Start Date: I =
ey T— [ 10000 *From Accownt
Tax ldentification Number: Tens Test Compan [JCOL-XX-0000]
Transfer Status: Saved
+ dentification Type: DDA Accoust Number  Message To Beneficiary: [
* ldentification Number: | [
+ Name [Mechanics Bank [
Adars: | |
[ Bensficiary Referenca: I
[
* Identification Type: Fed Routing Mumber  * Name: [MECHAMICS BANK
+ dentification Number: ET Address: [

[WALNUT CREEK CA

Receiving Institution

121102035 %)
* Routing Transit number:
* Institution Nama: MECH BK WALNUT CR
(* Indicates Required Fields)

¢ If you selected Process, you will be prompted with a Security Challenge
Press the button on your token device to generate an 8-digit one-time code (or if you are a
Soft Token user, use the DIGIPASS Soft Token APP to generate a Digital Signature; see
Business Online Banking Security Token User Guide for further details)

o Enter the code in the One-time password box on your computer screen

¢ Click Complete Challenge
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 Back One-Time Password

One-Time Password:

Security challenge 03906974
Security challenge

A one-time password security challenge is required to complete this transaction

A one-time password security challenge is required to complete this transaction

One-time password instructions

One-time password instructions

Device nickname

One-time password *

One-time password ‘

* Indicates required field * Indicates required field

Review & Approve a Wire Transfer

If a wire transfer requires a secondary approval, the approving user must log in to Business Online
Banking using their User ID and Password.

Once logged in, you can review and approve the transfer from the Home page or from the Review
Wire Transfer menu option in Wire Manager.

Home Page:
¢ The pending transfers will appear under Payments & Transfers in the Review Wire section
e Place a check mark to the left of the transfer that you want to decision and then click the
Approve or Disapprove button as applicable

&~ Note: To view the details of the transfer before approving it, click on the transfer
Description link.

e A confirmation message will appear

Payments & Transfers

Wire

Domestic Wires Review required 0.25
Wire File 1_1 Review required 0.01

Wire

& Your wire fransfer has been approved: X
= Wire File 1_1

Review Transfers in Wire Manager

e From the Wire menu, select Review Wire Transfer and then click Submit
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O Ingire Wira Transfer Transfer Deseription. [
() Chiange Wirs Transfer Date Range: T ) T =
() New Wie Transfer Aot Range: [ To|

(0 New Wire Transfer Using Existing Transfer

() Import Wire Transfer

() Empert Wire Using Template
() Wire Transfer Template
(O Review Wire Transfr Template

() Foreign Exchange Contract

¢ The Review Wire Transfers page will display; select Approve or Disapprove from the drop-
down menu next to the transfer and then click Save

5~ Note: To view the details of the transfer before approving it, click on the transfer
Description link.

Review Wire Transfers

Statns Client Description Effective Date Reviewer Details

Approve All

Di Al

Jens Test Compan Test Wire 1 May 25,2018 Pending Client Review And Pending Client Review
Approve [ Tssued By: WAA User

Disapprove
Amount: $1.00
T

Delete a Wire Transfer

Transfers in a Saved status may be deleted by using the Delete Wire Transfer option.

e From the Wire menu, select Delete Wire Transfer and then click Submit
¥~ Note: You can search for a specific wire by using the search options on the right

Select Wire Transfer Criteria

() Inguire Wirs Transfar Transfar Deseription: [
8 Date Range: I 5] To] =
mount Range I To|
Client Nams: -
Refarence Nuzmber: [

() Tamport Wire Using Template

() Wire Transfer Template

e From the list Wire List, click on the wire you want to delete by clicking on the name of the wire
from the Transfer Description column

Transfer Description Fifective Date Beneficiary Amount Status Detaile

Wire Type: Domestic
Ismed By: WAA User

Tesl Wire 05292018 Mechanics Bank $100.00 Saved From Account: TEST 43
Refarence Number: 3024756972

Placement Date- 05/25/2018 01:08-34 PM.

¢ The Wire Details page will display; click Done to continue
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Step 1 - Domestic Wire Details }j @
Test Wire
Transfer Deseription: TestWire  Recurring Frequency: None
Transfer Start Date: 05292018
Amount: $100.00  From Account MB TEST 0336
Tax Identification Number: Jens Test Compan [XO0C-X0H-0000]
Transfer Status: Saved
Beneficiary
Tdentification Type: DDA Account Number  Message to Beneficiary:
Identification Number:
Nama: Machznics Bank
Address:
Beneficiary Institution
Identification Type: Fed Routing Number ~ Name- MECHANICS BANK
Identification Number: 121102036 Address:
WALNUT CREEK CA
Routmg Transit number: 121102036
Institution Name: MECH BE WALNUT CR

e The pop-up box will display; click OK to continue with the deletion

Message from webpage X

o Are you sure you want to delete this transfer?

CE n CEI

o A Delete Confirmation page will display; click Done

Step 2 - Delete Confirmation

) Success
The transfer Test Wire was deleted successfully.

Done

Wire Templates

Authorized users may establish or edit wire transfer templates. New templates can be established and
saved in order to alleviate repetitive wire transfer input. This option can be used for all wire transfer
types (Domestic wire is used in the below example).

A client may opt to require all new wire transfer templates to be reviewed and approved by another
authorized user before they are available for use.

Adding a New Template

¢ From the Wire menu, select Wire Transfer Template and then click Submit
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() Inguire Wirs Transfar Template Name:

() Change Wire Transfer Wizs Type Al

(0 New Wire Transfer Temglate Group: Al

[<] <]

() New Wire Transfer Using Existing Transfer
() Delete Wire Transfer

(O Review Wire Transfer

() Epert Wire Transfer

() Empert Wire Using Template

) Review Wire Transfar Template

(©) Foreign Exchange Confract

o From the Template List, click on the New template icon

|Template List EEPRPm

e Select the applicable Wire Type from the drop-down menu and then click Submit

New Template

¢ Inthe New Domestic Wire Transfer Template section, complete the following;
o Enter a Template Name for the wire transfer
o Tax ldentification Number is only applicable for multi-entity client; if available select
the appropriate company from the drop-down menu
o Select the applicable From Account that will fund the wire transfer
o Select a Template Group from the drop-down menu; if one does not already exist,
click the New icon to create one
o Select the Recurring Frequency for the wire transfer or leave at None for a one-time
transfer
o Enter a Default Amount and/or Amount Range if applicable
e Inthe User Access section, complete the following;
o Select the check box next to each User that will need access to the transfer template
¢ In the Beneficiary section, complete the following;
Enter the Beneficiary’s Account Number in the Identification Number field
Enter the Beneficiary’s Name
Enter the Beneficiary’s Address
Enter a Message to Beneficiary if applicable
You can enter a unique number in the Beneficiary Reference field that can be used
for future reference
¢ In the Beneficiary Institution section, complete the following;
o Enter the Beneficiary Institution Routing Number in Identification Number field
o Enter the Benéeficiary Institution Name (should auto-fill after entering the Beneficiary
Institution RT number)
o Enter the Beneficiary Institution Address (should auto-fill the City/State after entering
the Beneficiary Institution RT number)
¢ In the Receiving Institution section, complete the following; (will auto-fill from the Beneficiary
Institution section)
o Enter the Routing/Transit number of the Financial Institution that is receiving the wire
funds (if different than the Beneficiary Institution)
o Enter the Receiving Institution Name

O O O O O

“F~ Note: Required fields are indicated with an asterisk *
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¢ When finished, click Save

New Domestic Wire Transfer Template = 2 @

# Template Name: [ FRecurring Fraquancy: Hone
Tax Identification Number: Jens Test Compan [SCCX-30-0000] Default Amount: |—
From Accomt: Select Account [ v | Amount Range: | |
* Template Group: Wire Transers: +
User Access
Select Al
[] te
[] Memica
Beneficiary
* Identification Type: DDA Account Mumber  Message To Bensficiany I
* Identification Number: | [

e | |

Add: | I
[ Beneficiary Reference: |
|

* Identification Trpe: Fed Routing Number  * Name:

* Idertification Numbsr: " Address:

Receiving Insfitution

—— #

* Routing Transit uwmber:

* Institution Name:

(* Indicates Required Fields)

Editing a Template

¢ From the Wire menu, select Wire Transfer Template and then click Submit

Select Wire Transfer Criteria

O Inguire Wire Transfer Temglate Name:

() Changs Wire Transfer Wre Type: Al
(©) New Wire Transfer Template Group: A
() New Wire Transfer Using Existing Transfer

|

[

() Delete Wire Transfar

() Review Wire Transfer

(©) bupert Wirs Transfer

() mport Wire Using Template
() Review Wire Transfer Template
(7) Foreign Exchange Contract

o From the Template List, click on the Edit Template icon next to the template you want to edit

Template List
FX Wires
Template Name Tt [ Wire Type Status R T Edit Template Delete Template
EX Wire Template TesT nteruationsl FX Approved ) & X
‘Wire Tranzers
Template Name Beneficiary From Account Wire Type Status New Transfer Delete Template
Test Domestic Wire Meshanics Bank Domestis Approved + & x

¢ The Change Domestic Wire Transfer Template page will display; make any necessary
changes and then click Save
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Change Domestic Wire Transfer Template | G)

+ Template Name: [IFest Domestic Wire * Recurring Frequency: None
Tax Identification Number: Tens Test Compan [00{-33-0000] Default Amount- |—
From Account: Select Account [ | Amount Rang= | |
* Template Group: Wire Transers +

User Access

Deselect All

W] e

W] Momea

Beneficiary

* dentification Type: DDA Massage To
* Identification Number: |

#* Name: |Mechanics Bank
Address: I

I Beneficiary Reference:

Beneficiary Institution

* Identification Type: Fed Routing Numbar  * Name: MECHANICS BANK
121102036 9

* Identification Number: Address: |

[WaLNUT CREEK CA

Receiving Institution

21102036 B9
* Routing Transit numbar:
* Instifution Name: MECH BK WALNUT CR

(* Indicates Required Fields)

T

Deleting a Template

¢ From the Wire menu, select Wire Transfer Template and then click Submit

Select Wire Transfer Criteria

(O Tquire Wire Transfer Template Name:

() Changs Wirs Transfer Wire Type: Al
() New Wirs Transfer Template Group: Al
(©) New Wire Transfor Using Existing Transfer

|

[

() Delete Wirs Transfer

() Review Wire Transfer

() Eupert Wire Transfer

() bmpert Wire Using Template
() Review Wire Transfer Tamplats
() Foreign Exchange Contract

¢ From Template List, click on Delete Template icon next to template you want to edit

Template List

FX Wires

Template Name Beneficiary From Account Wire Type Status Neww Transfer Edit Template Delete Template
EX Wire Template TEST Tntemational FX. Approved ] 3 x

Wire Transers

Template Name Beneficiary From Account Wire Type Status Neww Transfer Edit Template Delate Template
Test Domestic Wire Mechanies Bank Domestic Approved + & x

o The Delete Domestic Wire Transfer Template page will display; select Delete to continue
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Delete Domestic WireTransfer Template

Test Domestic Wire
Tens Test Compan [FCCL3CE-0000]
Salect Account

‘Wire Transers

User Access .
W Jen
Beneficiary
Identifiction Type: DDA Account Number  Messzgs to Beneficiary:
Identificztion Number:
Name: Machanies Bank
Address:
Beneficiary Institution
Identifiction Type: Fed Routing Number  Name: MECHANICS BANK
Identification Number: 121102036 Address:
WALNUT CREEK CA
Routing Transit mumber: 121102036
Instifation Name: MECH BE WALNUT CR

The pop-up box will display; click OK to continue with the deletion

Message from webpage x

o Are you sure you want to delete this transfer?

Conc

Initiating a New Wire Transfer from a Template

FM-3900.5-eCH

From the Wire menu, select Wire Transfer Template and then click Submit

¥~ Note: You can also initiate a wire transfer from a template on the Home page by clicking
on the Wire tab in the Pay Or Transfer section.

Select Wire Transfer Criteria
) Ingaire Wire Transfer Template Mame: ——

() Change Wire Transfer Wre Type: al
() New Wire Transfer Templats Group: Al
() New Wire Transfer Using Existing Transfor

() Delete Wire Transfor

() Review Wire Transfer

() Tmport Wire Transfer

() Tomport Wire Using Template
(©) Review Wire Transfer Template
(©) Foreign Exchange Contract

From the Template List, click on the New Transfer icon next to the template you want to use

Template List

FX Wires

Template Name Beneficiary From Aceount Wire Type Status New Transfer Edit Template Delete Template
FX Wirs Templats TEST Intemmational FX Approved + & *

‘Wire Tranzers

Template Name Beneficiary From Account Wire Type Status New Transfer Edit Template Delete Template
Test Domestic Wire Mechanics Bank Domestic Approved
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The New Domestic Wire Transfer page will display; complete all required fields and then
click Process

New Domestic Wire Transfer - Test Domestic Wire

Template Name: Test Domestic Wire - Recurring Frequency: Nonz

* Transfer Start Date: |— &
Tax Identification Mimsher: Tans Test Compan [O0C-XX-0000]  * Amount |—
* From Accomt- Select Account
Beneficiary
* ldentification Type: DDA Accoust Number  Message To Beneficiary: |
* ldentification Number: [
* Name: Mechanics Bank [
I

Address: [

[ Beneficiary Reference:
[
Beneficiary Institution

* Identification Type: Fad Routing Number ~ # Name: MECHANICS BANK

121102036
* Identification Number- Addracs: |

WALNUT CREEK CA

Receiving Institution

121102036
* Routing Transit munber:

* Instifation Nams: MECH BK WALNUT CR
(* Indicates Required Fields)

If you selected Process, you will be prompted with a Security Challenge

Press the button on your token device to generate an 8-digit one-time code (or if you are a
Soft Token user, use the DIGIPASS Soft Token APP to generate a Digital Signature; see
Business Online Banking Security Token User Guide for further details)

Enter the code in the One-time password box on your computer screen

Click Complete Challenge

& Back

One-Time Password

One-Time Password:

Security challenge 03906974

Security challenge

A one-time password security challenge is required to complete this transaction.

Site verification code:
A one-time password security challenge is required to complete this transaction,

One-time password instructions 8637

Show

One-time password instructions

Device nickname Serial number:

One-time password * ‘One-time password * | L b

“ Indicates required field

“ Indicates required field

Compiete Challenge Complete challenge

A Wire Transfer Summary page will display

o If the wire transfer does not require additional approvals, a Success message will
appear advising the wire was successfully processed

o If the wire transfer does require approval, a yellow Warning message will appear, and
additional approval is required before the wire can be processed

o If the wire transfer is unable to process due to an error, a red Error message will
appear, and the wire will NOT be processed; depending on the error message received
you may need to contact the Bank for assistance

o If the wire transfer was identified as a duplicate, a yellow Warning message will
appear advising that a duplicate wire has been identified and originated
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Multiple Wire Transfer Using Template

The Multiple Wire Transfer Using Template option provides you the ability to generate multiple wire
transfers at the same time.

o From Wire menu, select Multiple Wire Transfer Using Template and click Submit

Select Wire Transfer Criteria

() Inguire Wira Transfer Wire Type: a =]
() Change Wire Transfer

Jew Wire Transfer

() Wew Wire Transfer Using Existing Transfer
(©) Delete Wire Transfer

() Review Wire Transfer

() Import Wire Transfer

O Tmpert Wire Using Template

() Wire Transfer Template

) Review Wire Transfer Template

(®) Multiple Wire Transfer Using Template I

o From the Template List, you can select the check box next to each template name that you
want to initiate
¢ Once the template is selected, enter the effective Date and the Amount for each of the

transfers and then click Submit (the Message to Beneficiary and Beneficiary Reference fields
are optional)

¥~ Note: In order for the template to appear in the template list, the required fields for the wire
transfer must be completed/saved in the template.

Template List

W | Temotigsseoery BeneficiaryNameDom DDA 43 (Tedoy's) Domestic [benerer I ) | 013
Messege To Bencfiary [GormBencMessToBs [DomBeneMessToBe [DomBencMessToBe [DemBereiessToBe

M | Tempi3stssee BeneficiaryNameDom DDA 43 (Tedoy's) Domestic [peneref [ = [ 013
Massage To Bansficiary IDm&mMs!TnElg I[\n’nBen!MeasTcBe |D:nEgneMuxTﬁBe I]crrEgneMe:sTaEe

Temp2435466571 BeneficiaryNameDom DDA 42 (Teday's) Domestic [beerer [ &= | 0.12]
Iissage To Benenciary: | DomBeneMessToBe |DomBenedessTaBe |DomBeneMess Tobe |DomBenzhessTobe:

Group Total: §0.24

Total Amount: §0.24

Submit| Caacel

¢ You will be prompted with a Security Challenge

e Press the button on your token device to generate an 8-digit one-time code (or if you are a
Soft Token user, use the DIGIPASS Soft Token APP to generate a Digital Signature; see
Business Online Banking Security Token User Guide for further details)

e Enter the code in the One-time password box on your computer screen

e Click Complete Challenge

ook

One-Time Password

One-Time Password:

Security challenge 03906974

Security challenge

A one-time password security challenge is required to complete this transaction.

Site verification code:
A one-time password security challenge Is required to complete this transaction,

One-time password instructions 8637

One-time password instructions
Device nickname

One-time password * One-time password * |

* Indicates required field

* Indicates required field

E— Compet choserge
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¢ A Wire Transfer Summary page will display

o If the wire transfer does not require additional approvals, a Success message will
appear advising the wire was successfully processed

o If the wire transfer does require approval, a yellow Warning message will appear, and
additional approval is required before the wire can be processed

o If the wire transfer is unable to process due to an error, a red Error message will
appear, and the wire will NOT be processed; depending on the error message received
you may need to contact the Bank for assistance

o If the wire transfer was identified as a duplicate, a yellow Warning message will
appear advising that a duplicate wire has been identified and originated

Importing a Wire Transfer

You can import Fed formatted wires and Non-Fed formatted wires using the Import Wire Transfer
option.

Fed Formatted Files

To submit a Fed formatted file:

e From the Wire menu, select Import Wire Transfer and then click Submit

¥~ Note: You can also import a fed formatted file on the Home page by clicking on the Wire
import tab in the Pay Or Transfer section.

o The File Selection page will display; click Browse to select the file you want to import and
then click Next
e The Template Details and/or Data Mapping page may display depending on the type of file
you are importing; if displayed, make changes as needed and then click Finish or Next
e The Import page may display; if displayed, check the Approve box to continue
¢ The Import Confirmation page will display; you have the option to select Save, Review,
Process or Discard
o Select Process to submit the file for processing
o Select Save to save and process the import later
o Select Review to review the details before processing
o Select Discard to cancel the process

e Click Finish; a confirmation message will display

Non-Fed Formatted Files

To submit a Non-Fed formatted file:
¢ Select Import Wire Using Template and choose either Existing Template or New Template

o If selecting New Template, it will walk you through mapping the import file (see File
Mapping section below for details)

File Mapping

In order to import a Non-Fed formatted wire transfer file, you must complete the file mapping process
by creating an import template.
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e From the Wire menu, select Import Wire Using Template option
Select the New Template option and then click Submit

e The File Selection page will display; click Browse to select the file you want to map/import
and then click Next

o The Template Details page will display;

Select the Wire Transfer Type

Enter the Template Description i.e., Monthly Payment, Payroll, etc.

Enter the Tax Identification Number if applicable

Enter the Number of Header and Number Footer Rows to exclude. Does the file

have rows above or below the wire transaction to be ignored by the system? This

number must be consistent for all files moving forward

o Select Yes or No from the Insert Decimal into Amounts drop down menu. If
amount(s) do not have decimals, select Yes

o Select the Delimited or Fixed Width for the format used to transfer the file into a wire
file format

o Click Next to continue

O O O O

¥~ Note! If Delimited is chosen, select the character used to separate each field

1. File Selection 2. Tempiste Detsis
Step 2 - Tomplate Details
Viiwe Transfer Type Domessc v
Temgiate Descriphon [Test ‘Wire impon |
Tax igertfAza80n Number Mecharcs Bark Treasury Test DOOCIOC-999%
Hurmber of Meader Rows 1o Exchude C—]
Nt of Focter Rows 1o Exchude —
Insert Decmal inlo Amounts to v
® Deirntec b Semicolon " comma " Space " lomer [
Frced VWioth
File Preview:

12012023 1 00 12345678 Moy Mike 1234 MechBank Bivd. Mechancs Bank 121102036 Mecharecs Bank 121102035 TEST WIRE 1 Reference info
120120231 00 12345678 Jimemy John 4321 MechBank BhvaChase Bank (21000021, Chase Bank 021000021 TEST VARED Reference info

Back Next Cancel

e The Field Definitions page will display;
o For each of the columns in the file, select options to match the specific file layout
= Select Exclude Column to disregard that column

Select the funding account beside Add Funding Accounts to File

©  Select Date in File if each file will have a date or Prompt For Date if the file does not
include dates
o Click Next to continue
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Step 3 - Field Definitions

Layout Preview:

Colurmn 1 Colarmn 2 Colurmn 3 Calumn 4

Trarater Date A Aot A Benetoary ioerafcabon humber A Eeretoary Nare e
Codumn § Cobrn 6 Colymn 7 Comrmn 8

Berefcary Address Line 1 v Beretoary irnthacn Name N Beretoary Inatiutlon ldentife ston Numbel A Recensng nstuton Name w
Colurmn & Colurn 1 Column 11

Rlecessnyg inatiuton Routing Transt w Beretcury Reference A {Exciude Colurmn) ~

File Preview:

120120231 00, 1235678 Mikey Mike 1234 MechBank Bihva, Mechancs Banic 121102038 Mechancs Bank 121102036 TEST WIRE | Reference infe
12012023 1 00 1 27I45ETE Jrmnwy Jobn 2121 MechBank Bhvd Chase Bank 021000021 Chase Bark 021000001 TEST VIRED Reference bndo

Apply Additional Values to File

i
€ € € ¢ <

e The Data Mapping page will display;
o Click Next to continue

¢ The Import Confirmation page will display; you have the option to select Save, Review,
Process or Discard

&~ Note: You must select an Effective Date in order to Save or Process the file

o Select Process to submit the file for processing

o Select Save to save what has been entered so far and process the import later
o Select Review to review the details again before processing

o Select Discard to cancel the process

¢ Click Finish; a confirmation message will display

e s I

Payments & Transfers

e ﬂ —

Wire

© Tho now wire tomplata has bosn crested Click Finish™ to

SavaProcesaRaview or Discard a new transfor To delote the new template click "Cancel

Step 5 - Import Confmation

= o
s hmmmmnl Amourt 5100 Boratony Name Miry May i Sem {1 Fvorss » Process [l
* Fielame SAMFLE Domestc Wie lmpont 2 Aot 5181 Boratonry Narme  Jewy Jobn 5w Becare » Process [
Finish Cancel
FM-3900.5-eCH
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