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Account Transfers 
Online Banking User Guide 

The online and mobile banking solution allows you to easily perform a variety of funds transfer activities. These 

include initiating, viewing, editing, and canceling transfers. 

 

Transferring funds 

You can transfer funds between accounts at First Merchants Bank. 

To initiate a funds transfer: 

1. Select Transfers & Payments 

2. Select the Transfer Money tile 

 

To initiate funds transfer: 
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3. Select an account in the From Account list. 

4. Select a different account in the To Account list.   

5. Enter an Amount. 

6. Select a Frequency. Transfers can be a one-time transfer or can be a recurring transfer.   
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7. Click Transfer Funds 

For recurring transfers:  

 

1. Select a frequency (Example: weekly or bi-weekly recurring transfers, or the transfer can be assigned a 

specific day of the week). 

2. Select the Start Date for the recurring transfer. 

3. In the Repeat Duration field, select either Forever or Until Date. 

4. If you selected Until Date, select the End Date for when the recurring transfer is to stop. 

5. Enter information about the payment in the Memo field (Optional). 

6. Review your payment and click Transfer Funds. 

 

Editing transfers 

You can edit future-dated single transfers, recurring transfers, or the next scheduled transfer of a recurring series. 

Note: Only users with Draft and Cancel rights can edit transfers. 

To edit a single transfer: 

1. In Online Activity, search for the transfer you want to edit. 
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2. For the transfer you want to edit, select the ellipsis ( ) menu > Edit. 

 

3. In the Edit One-Time Transfer window, make the necessary changes to the selected transfer. 

4. Select Draft or Approve. 

Note: If you have selected a transfer that is part of a recurring series, you can toggle between editing the next 

occurrence of the transfer or the series from the notification box located at the top of the screen. 

To edit a recurring transfer: 

1. In the Activity Center, select the Recurring Transactions tab. 

2. Search for the recurring transfer you want to edit. 

3. For the transaction you want to edit, select the ellipsis ( ) menu, then select Edit Series. 
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4. On the Edit Recurring Transfer window, make desired changes to the recurring transfer. 

5. Select Approve to transfer funds. 

 

Viewing transfers 

View or search existing, pending, or processed transfers through Funds Transfer or the Activity Center. 

To view a transfer from Funds Transfer: 

1. In the sidebar, place cursor in Search transactions field and enter your search text. You can search by 

process date, amount, transaction ID, or by the user’s name who created the transfer. 

 

2. After you locate a transfer, select the transfer for additional details. 

3. On the transfer details overlay, select View in Activity Center. 

 

To view details of a transfer in the Activity Center: 

1. Select Account Services 

2. Select the Online Activity tile. 
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To view transfers in Online Activity, use the filter option and fields to narrow your search: 

1. Select the Single Transactions tab to view a single transfer. 

 

2. Select the Recurring Transactions tab to view a recurring series of transfers. 
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3. After you find the transfer, select in or around the transfer row to view the details. 
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Canceling a transfer 

You can cancel transfers through the Activity Center. Transfers in a Drafted or Authorized status can be canceled. 

Processed or Pending transactions cannot be canceled. 

 

 

 

To cancel a transfer: 

1. Select Account Services > Online Activity. 

2. Use Filters to refine the displayed transfer results. (Optional) 

3. For Individual transfer: Select the ellipsis ( ) menu and then select Cancel to cancel a single transfer. 

Tip: For multiple cancellations, select the check box of at least two transfers that you want to cancel, then 

select Cancel. 
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4. For Transfers series: Select the ellipsis ( ) menu and then select Cancel series if you want to cancel the 

entire series. 

5. Select Confirm. 

6. Select Close to return to the Activity Center. 
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