First Merchants Small Business

Small Business Wire Module Training Guide

The wire payments functionality within online banking enables your business to make Wire
payments. This includes one-time, recurring and templates that enhance your efficiency.

*Domestic Wires have a cutoff of 5:00 est.*

ENTITLEMENTS

1.  Goto Admin Tools and select the User tile

2. Edit the User by clicking the

3. Select Assign Rights

4. Enable Domestic Wire under the Transactions tab
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5. Toggle to Features and enable the below Rights for full wire access

6. Enterthe Approval Limits for the User Role

7. Select Save
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MANAGING RECIPIENTS

1. Goto Transfers & Payments and select Manage Payment Recipients

2. Select New Recipient

3. Fill out the Required Fields indicated by *

4. Select Save Recipient when completed

Initiating Wire Payments
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1.  Goto Transfers & Payments and select the Payments tile

2. Select New Payment and choose if the wire is Domestic Wire

3. Fill out the Origination Details
From Subsidiary

Process Date
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4. Fill out the Wire Details
Recipient Details
Amount to be sent

Account to be used

5. Select Approve to send or Draft to save for future approval

MANAGING ALERTS

1. Goto User Settings and open the Alert Settings Tile

2. Select New Alert and choose Online Transaction Alert

3. Setup alerts for Incoming or Outgoing International / Domestic Wires
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SETTING UP ALERTS

1. Choose your preferred alert type from the dropdown menu(s). If selecting SMS Text Message,

check the box to agree to the terms.
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ONLINE ACTIVITY

1. Goto Information Reporting and open the Online Activity Tile

2. Under Single Transactions you can View, Edit, Approve, or Cancel Wires

3. Under Recurring Transactions, you can View, Edit, Approve, or Cancel

Scheduled Wire Requests
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