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How To Instructions

Wire Transfer

Overview

Schedule and manage outgoing wire transfers from the screen. Each
section below will provide you step-by-step instructions on how to perform the tasks.

Schedule a Wire Transfer
View/Edit/Delete/Approve a Pending Wire Transfer
Wire Transfer Templates

General Info:

* You can Save or Process a Wire Transfer schedule. Saved Transfers can be changed or
deleted.

» Processed Transfers cannot be changed in Business Online Banking. Please contact the
Bank for assistance if you need to cancel a wire transfer.

* You can schedule a wire transfer up to 5 days in advance of the processing date.

« Business Online Banking supports domestic and international wires and remits funds in U.S.
dollars only.

Go to Payments and Transfers and click on Wire.

Definitions: Select Wire Transfer Criteria Page
Inquire Wire Transfers: View, save, or print all wire transfers scheduled.
Change Wire Transfers: Change the information for a wire transfer that has not been processed.
New Wire Transfers: Create a new domestic or international wire transfer.

New Wire Transfers Using Existing Transfers: Schedule a wire transfer using the information from
a past wire transfer sent.

Review Wire Transfer: Lists transfers requiring review before they can be processed.
Import Wire Transfer: Import a file created in Fedwire or Swift wire standards format.
Import Using Templates: Import a file, then create a new Template to download your file into.

Wire Transfer Template: Create a wire transfer template to save time when sending wires to the
same beneficiary.

Review Wire Transfer Template: List templates created by your staff requiring your review and
approval.



Scheduling a Wire Transfer
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You can either schedule a wire transfer in Business Online Banking (BOB) or import a file into BOB to

send your wire(s).

Schedule a wire transfer in BOB
* Schedule a new domestic wire

* Schedule a new international wire

» Send New Wire Transfer Using Existing Transfer Information

« Add a Wire Transfer Template

* Or Import a Wire Transfer

Scheduling a New Domestic Wire

Home Accounts

Payments & Transfers

Wire

Payments & Transfers

Checks & Deposits Administration

Select Wire Transfer Criteria

03 Inguire Wire Transfer

() Change Wire Transfer

() Mew \Wire Transfer

'Z:Z' MNew \Wire Transfer Using Existing Transfer
() Delate Wire Transfer

() Review Wire Transfer

() Impert Wire Transfer

() Impart Wire Using Tempglste

J Wire Transfer Template

(O Review Wire Transfer Template

() Multiple Wire Transfer Using Templsta

Transfer Type: Cutgoing[ v |
Transfer Deseription: |

Date Range: oenezote [5] To| ]
Amount Rangs: | To |

Cliznt Mame:

Referance Mumber: |

Wire Number: ,7

Complete the following if this is the first domestic wire transfer you are creating and there is no
existing wire transfer that can be copied. If most of the information from an existing wire transfer can
be used to process the new wire transfer, then use the Wire Funds Using the Existing Wire Transfer

procedure.

From the Select Wire Transfer Criteria page:

1. Click the New Wire Transfer button.

2. Select Domestic from Wire Type. Click the Submit button. The New Domestic Wire Transfer

page displays.

Note: The fields with an asterisk (*), are required.
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Payments & Transfers

Wire
New Domestic Wire Transfer - VIEW EMP .-
* Transfer Description: l Recurring Frequency: Mone
* Transfer Start Date: I ﬁ
* Amount: * From Account: BUSINESS CHECKING PLAM A 1158

Tax ldentficatiom Mumb-er: BUSIMESS EBS TES [MxX-¥¥-1158]

* |dentification Type:

* Identification Mumkber:

* Mame:

* Address:

DDA Account Mumber = Message To Beneficiany:

|
|
I
I
Beneficiary Referance: Ii

Beneficiary Institution

dentification Type:

dentification Number:

Fed Routing Mumber  Mame: I

[ ]
Address: I
|

3. Inthe New Domestic Wire Transfer section, complete the following in order:

e.

. Transfer Description: Enter a descriptive title for the Wiretransfer.

. Transfer Start Date: Enter the start date or select the date from the calendar. Youmay

schedule up to 5 days in advance.

Amount: Enter the amount of the transfer.

. Recurring Frequency: Select the frequency of the Wire transfer or leave as None for a

one-time transfer.

From Account: Select the account to transfer funds from.

4. Inthe Beneficiary section, complete the following in order:

f

J
k

Identification Type: Do not complete: It should indicate DDA Account number or Savings
Account number.

Identification Number: Enter the beneficiary’s identification number. This is usually the
account number.

Name: Enter the beneficiary’s name.
Address: Enter the beneficiary’s full address, including zip code.
Message To Beneficiary: Enter a message to the beneficiary (optional).

Beneficiary Reference: Enter a unique number for future reference (optional).

5. Inthe Beneficiary Institution section, enter the Identification Number that corresponds with
the Identification Type (usually Federal Routing Number).
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Or click on the search icon to find the Beneficiary’s Institution’s routing number.

Beneficiary Institution

dentification Type: Fed Routing Mumber  Mame: I

Identification Number: I Institution Search
R/T number I JE—
Institution Name I —

| Receiving nsiion I ',—
Receiving Institution _
= State
* RoutingTransit number: I
Institution Mame: I

(* Indicates Required Fields)

Disclaimer: REQUIRED Enter the purpose of wire in the MESSAGE TO BEMEFICIARY field.

I Save I IPmceasI ICanoelI

6. Enter the Name of the beneficiary financial institution.
7. Enter the full Address of the beneficiary financial institution, including zip code.

8. Inthe Receiving Institution section, information entered in the Beneficiary Institution above will
pre-fill this section.

9. Click the Save button to save the wire transfer and submit later or click the Process button to
send the wire transfer. The Wire Confirmation page displays.

If you need to cancel the Wire Transfer, contact TSB immediately.

Note: If you are not prepared to send the wire transfer,
click Save to save what you have entered and complete the wire transfer later.
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Scheduling a New International Wire

Complete the following to send funds outside the United States (in US dollars) from one account to
another. Use this procedure if this is the first international wire transfer you are creating and there is no
existing wire transfer than can be copied. If most of the information from an existing wire transfer can
be used to process the new wire transfer, then use the Wire Funds Using the Existing Wire Transfer
procedure.

From the Select Wire Transfer Criteria page:
1. Click the New Wire Transfer button.

2. Select International from Wire Type drop-down menu. Click the Submit button. The New
International Wire Transfer page displays.

Wire

New Intemnational Wire Transfer - EBS Co Administrator

gl .

* Transfer Description: I Recurring Frequency: MNone
* Transfer Start Date: I m
* Amount: * From Account: Select Account
Tax Identification Mumber: EBS TEST CO [MIXH-¥x-80558]
Beneficiary
* dentification Type: DDA Account Mumber  * Message To Beneficiary: |
* Identification Mumber: | I
* Mame: | I
* Address: | |
| Beneficiary Reference: I
* Country MNone
Beneficiary Institution
* ldentfication Typs: Swift Bank Code  * Mame: |
* Identificatiom Mumber: | Address: I

Note: The fields with an asterisk (*) are required.



Territorial Savings Bank

3. Inthe New International Wire Transfer section, complete the following in order:

a.

b.

e.

Transfer Description: Enter a descriptive title for the Wiretransfer.

Transfer Start Date: Enter the start date or select the date from thecalendar.
You may schedule up to 5 days in advance.

Note: This is the date the wire is to be sent.

Amount: Enter the amount of the wire transfer.

. Recurring Frequency: Select the frequency of the Wire transfer or leave as None for a

one-time transfer.

From Account: Select the account to transfer funds from.

4. In the Beneficiary section, complete the following in order:

a.

e.

f.

Identification Type: Do not complete: It should indicate DDA Account number or Savings
Account number.

. Identification Number: Enter the beneficiary’s identification number. This is usually an

account number.

Name: Enter the beneficiary’s name.

. Address: Enter the beneficiary’s full address, including zip code.

Message To Beneficiary: Optional -Enter a message to the beneficiary.

Beneficiary Reference: Optional -Enter a unique number for future reference.

5. Inthe Beneficiary Institution section, enter the Identification Number that corresponds with
the ldentification Type.

6. Enter the Name of the beneficiary financial institution.

7. Enter the full Address of the beneficiary financial institution, including zip code.

8. Click the Save button to save the wire transfer and submit later

or click the Process button to send the wire. The Wire Confirmation page displays.
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Send New Wire Transfer Using Existing Transfer

Complete the following to wire funds from one account to another using an existing wire transfer. It is
more efficient to use an existing wire transfer to create a new wire transfer if most of the information
from the existing transfer can be used to process the new wire transfer.

From the Select Wire Transfer Criteria page:
1. Click the New Wire Transfer Using Existing Transfer button.
2. From the Wire Type drop-down menu, select Domestic or International.

3. Click the Submit button. The Wire List of existing wiresdisplays.

Payments & Transfers

I - B

Wire
Select Wire Transfer Criteria
() Inquire Wire Transfer Transfer Description: [
() Change Wire Transfer Wire Type: None ||

() New Wire Transfer

Mew Wire Transfer Using Existing Transfer
() Delete Wire Transfer

() Review Wire Transfer

() Impart Wire Transfer

() Impart Wire Using Template

() Wire Transfer Template

() Review Wire Transfer Template

() Multiple \Wire Transfer Using Template
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4. Select the wire to use by clicking the name of the wire from the Transfer Description column.
The New Domestic (or International) Wire Using page displays with the fields of the previous
wire already filled.

5. Update the necessary fields. The fields with * are required.

6. Click the Save button to save the wire transfer and submit late

Or click the Process button to send the wire transfer. The Wire Confirmation page displays.

Wire
Mew Domestic Vire Using - test
* Transfer Descrption Jst Recumng Frequency. Hons
~ Transfer Start Date: =
“ Amount: [ 100 *FromAccount BUSINESE CHECKING FLAN C 5151
Tax identification Numiber: EES TEST CO PO0E-KN-2925]
Beneficiary
- ientineatan Typs: COA AZoourt Numzer < haseage To Sananzlan: [
“ identifcation Number: EEEED |
= MEme: IIEEt |
* Adaress: [Fe132n 2eate |
|ae’a=_- Seneficlary Referenos: Ii
fpere2
Idzrtmaation Typs: Fad ROUtng Number  Name; [TERRMCRIALSAVNGE BANE
Idzniification Mumbar: Agdrage: [T37373 dfadt
[HONOLLLU HI

Receiving Institution

R s

* Routing/Trarsk numo2r:
Insiitusian Name: [fERm svez B¢
{* Indicatas Requirsd Flzidz)

Discialmer: REQUIRED Entar the purposa of wire In the MESSAGE TO SEMEFICIARY flaid.

I Sava | |Pm-cus| |Cma1|
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Add a Wire Transfer Template

Complete the following to add a Wire Transfer Template. Create and save templates to alleviate file
set up on future wire transfers. Permission may be given to select employees to create templates.

From the Select Wire Transfer Criteria page:
1. Click the Wire Transfer Template option.
2. Click the Submit button. The Template List page displays.

3. Click the New icon in the upper, right corner on the menu bar. The New Template page displays.

Wire

Select Wire Transfer Crileria

(7 Inquire Wire Transfer

Temgplste Name: I
(0) Change Wire Transfer Wire Type: Al

() New Wire Transfer Templste Group: Al

[

() Mew Wire Transfer Using Existing Transfer
() Delete VWire Transder

() Review Wire Transfer

() Imgart Wire Transfer

Menu Bar
() Impart Wire Using Tempiate CIICk on
(@) Wirz Transfer Template New ICOI’\

() Review Wire Transfer Templatz

() Multiphe Wire Transfer Using Templata
Submit

Template List P 2B B
Domestic
Template Name Beneficiary From Account Wire Type Status MNew Transfer Edit Template Delete Template
Deb Test Template Debbie Test Templste _
- . Ck PLAM A 1158 Daornzstic Approved & v“ x

4. Select Domestic or International from the Wire Type the drop-down menu.

5. Click the Submit button.

Wire

Mew Template

Wire Type:
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Hew Domestic Wire Transfer Template

= Templztz Namsa: II Recurring Fraquency: Nars

Tax Id=mimeation Mumbar: E5E TEST 00 POO-0(-2098) Defaun Amount: |—
From Accaunt Salect Account Amount Rangs: | Ta |

~ Template Group: Somestic '

Salect Al

[ amin uger [ suies samsan

[] =8= co maminetraier [] essE=mpayes

[ =izeryuger [ Higes =ayazn

[ anLe [J safTaken

Beneficiary

* Mentization Typs: DA Account Wumpsr - Message To Banefizlan:

* Kentification Numbsar:

= Mame:

= Address;

Senenclary Refzrence: 7
|geminzaton Typa: Fad ROUING NUMDEr  Name: |
ldemfization Mumbsar: n

Agdrase; |

Receving Institution

_ »
= RoutingTransi numosar:
Instiusion Name: I

(- Indizat2E Requirad Fizids)

Disclaimer: REQUIRED Enter the purposs of wire In e MESSAGE TO SENEFICIARY faid.

6. Enter a Template Name.
Note: The fields with an * are required.
7. Select the From Account for the new template that you will wire funds from.

8. Select a Template Group to organize your Wire templates. Or click the New Icon to create a
new group name.

9. Select a Recurring Frequency or leave as None.

10. Enter a Default Amount for the new wire template or leave blank if it willvary.

11. Enter a minimum amount to allow for the wire transfers in the Amount Range textbox.
12. Enter a maximum amount to allow for the wire transfers in the To text box.

13. In the User Access section, check the boxes associated with Users allowed to use this
template or Select All.

14. In the Beneficiary section, enter the Identification Number (usually account number).
15. Enter the Name of recipient.

16. Enter the full Address of the recipient, including zip code.

17. Enter a note to the recipient in Message to Beneficiary.

18. Enter a unique number for future reference in Beneficiary Reference.
1
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19. In the Beneficiary Institution section, enter the Identification Number that corresponds with
the Identification Type (usually Federal Routing Number for domestic wires, Swift number of
international wires).

Or click on the search icon to find the Beneficiary’s Institution’s routing number.

Beneficiary Institution

Idzmmzation Typa: Fad Routing Numer  Name: [
T numioer [ JR—
Institution Mame | ——
o - o |
emte — .
* Routing Transi numbar: "

Instiusan Mams: I

20. Enter the Name of the beneficiary’s financial institution.
21. Enter the full Address of the beneficiary’s financial institution, including zip code.

22. In the Receiving Institution section, information entered in the Beneficiary Institution above will
pre-fill this section. Section not available for International wires.

23. Click the Save button to save the wire transfer template.
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Import a Wire Transfer

Complete the following to import a wire transfer. Fed-formatted wires and non-Fed formatted wires may
be imported.

From the Select Wire Transfer Criteria page:

1

© © N o g &~ W DN

Click the Import Wire Transfer button.
Click the Submit button. The Import page displays.
In the Step 1- File Selection, click Browse to locate the wire transfer file to import from your PC.
Click the Next button.
Make changes as needed.
Click the Finish button. A summary of the details for the selected file displays.
Review the import data.
Click the Next button. The Step 3 — Import Confirmation page displays.
Click the Process button to begin the import process.
Notes:
« Click Save to save what has been entered and process the import later.

* Click Review to review the details before processing.

10. Click the Finish button. A confirmation message displays.

10
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View/Update/Delete/Approve a Wire Transfer

View a Wire Transfer

Complete the following to view, export, or print your wire transfer(s). All wire transfers are saved and
may be viewed at any time.

From the Select Wire Transfer Criteria page:
1. Click the Inquire Wire Transfer button.
2. Any of the following information may be entered to locate a specific wire:
« Transfer Description
* Date Range
* Amount Range

* Confirmation Number

w

Or click the Submit button. The Wire List of existing wiresdisplays.

e

Select the wire to view by clicking the Transfer Description from the Wire List. The detailed
wire transfer information displays.

10



Export/Print Report
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Click the Export icon to open or save the report a .csv Microsoft Excel spreadsheet

Or

Click the Print icon to open or save the report in a .pdf format.

Update or Change a Wire Transfer

Complete the following to update a wire transfer. All wire transfers are saved and may be updated at

any time.

From the Select Wire Transfer Criteria page:

1. Click on Change Wire Transfer button.

Any of the following information may be entered to locate a specific wire:

« Transfer Description

* Date Range

* Amount Range

2. Orclick Submit. The Wire List of existing wires displays.

3. Select the wire to view by clicking the Transfer Description from the Wire List. The detailed

wire transfer information displays.

4. Update the Wire Transfer information then click on Save orProcess.

Wire

Select Wire Transfer Criteria

() Inguire Wire Transfer

(@ Change Wire Transfer

() Meve Wire Transfer

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

() Ravisw Wire Transfer

() Impart Wire Transfer

() Impart Wire Using Template

() Wire Transfer Template

() Review Wire Transfer Template

'::I' Multiple Wire Transfer Using Template

11

Transfer Description: |

Date Ranpe: [ [ To| |

Amount Range: To |

Client Mams

Referznce Number: |
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Delete a Saved Wire Transfer

Complete the following to delete a wire transfer. All wire transfers are saved and may be updated at
any time.

From the Select Wire Transfer Criteria page:
1. Click on Delete Wire Transfer.

Any of the following information may be entered to locate a specific wire:
« Transfer Description
» Date Range
* Amount Range

2. Or click the Submit button. The Wire List displays.

3. Select the wire transfer to delete by clicking the Transfer Description from the Wire List. The
wire details page displays.

4. Onthe Step 1 - Domestic Wire Details page, click Done.
5. You'll be asked “Are you sure you want to delete this transfer?”, click Yes.

6. On the Step 2 - Confirmation page, click Done .

Wire

1 - Domestic Wire Datails 2 - Delete Confirmation
Siep 2 - Delele Confirmation

=
- |

&) Success

a transfer s was deleted socoessfully
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Review/Approve Wire Transfer

Complete the following to review/approve pending wire transfers. Only authorized Users are allowed
to review/approve transfers.

From the Select Wire Transfer Criteria page:
1. Click on Review Wire Transfer button.

Any of the following information may be entered to locate a specific wire:

* Transfer Description

» Date Range

* Amount Range
2. Or click the Submit button. The Review Transfers page displays.

3. From the Status column, select the Approve All link to approve all pendingwires
Or Select the Disapprove All link to reject all pendingwires
Or Select Approve or Disapprove a specific wire.

4. Click the Save button.

13
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Wire Transfer Templates
Add a Wire Template to send a Wire
Review /Approve a Wire Transfer
Template Delete a Wire Transfer
Template
Import a Wire Transfer Using a New Template
Import a Wire Transfer Using an Existing

Template Delete an Imported Wire Transfer

Template

Add a Wire Transfer Template to Send a Wire

Complete the following to add a Wire Transfer Template. Create and save templates to alleviate file set
up on future wire transfers. Permission may be given to select employees to create templates.

From the Select Wire Transfer Criteria page:
1. Click the Wire Transfer Template option.
2. Click the Submit button. The Template List page displays.

3. Click the New icon in the upper, right corner on the menu bar. The New Template page displays.

{

Wire

Select Wire Transfer Criteria

() Inquire Wire Transfer Template Name: I

() Change Wire Transfer Wire Type: Al

[ <]

() Newe Wire Transfer Template Group: All
() Mews Wire Transfer Using Existing Transfer

() Dalete Wire Transfer

() Review Wire Transfer

() Import Wire Transfer

() Import Wire Using Template

(®) Wire Transfer Templats

() Review Wire Transfer Templats

':::' Muttiphs Wire Transfer Using Template

Template List | T -

Domestic

Template Name Beneficiary From Account Wire Type Status New Transfer Edit Template Delete Template

Dieb Test Template Debbie Test Templatz

CkPLAMA 1158 Dornestic Approved & =)

14
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4. Select Domestic or International from the Wire Type drop-down menu.

5. Click the Submit button.

MNew Domestic VWire Transfer Template

 Tempiata Nama: RECUIMNG Fraquancy: Nora

Tax Idenication Mumbar: S5E TEST 0O [KNX-10(-2038] Cefaul Amount: l—
From Account Eelect Ancourt Amaunt Rangs: | To |
* Tempiats Group: Comestic £y
Salect All
] admin Uger [] suizs samson
] =52 ca Administrator [ Eess=mpiaye=
[] =iserv user [ rigew =ayssh
[] santeo [] =zonToken
Beneficiary
* identification Typs: COA Acocount humer -~ M2geage Ta E=neficlany:

* KentiNcaton Mumbsar:

* Mame:

= Address;

Senefclary Reference: 1
|dzrification Typa: Fad Routing Numiber  Nama: [
ld2rimcation Mumbsr: n

AndraEs: |

Receving Institution

Ll
* RoutingTransi number:
Instuson Mama: I

{* Indlcates Requirad Flakds)

Disclalmer: REQUIRED Enter the purpes2 of wirz In the MESSAGE TO SENEFICIARY flakd.
G
6. Enter a Template Name.
Note: The fields with an * are required.
7. Select the From Account for the new template that you will wire funds from.

8. Select a Template Group to organize your Wire templates. Or click the New Icon to create a
new group name.

9. Select a Recurring Frequency or leave as None.

10. Enter a Default Amount for the new wire template or leave blank if it will vary.

11. Enter a minimum amount to allow for the wire transfers in the Amount Range textbox.
12. Enter a maximum amount to allow for the wire transfers in the To text box.

13. In the User Access section, check the boxes associated with Users allowed to use this
template or Select All.

15
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14. In the Beneficiary section, enter the Identification Number (usually account number).

15. Enter the Name of recipient.
16. Enter the full Address of the recipient, including zip code.
17. Enter a note to the recipient in Message to Beneficiary.

18. Enter a unique number for future reference in Beneficiary Reference.

19. In the Beneficiary Institution section, enter the Identification Number that corresponds with
the Identification Type (usually Federal Routing Number for domestic wires, Swift number of
international wires)

Or click on the search icon to find the Beneficiary’s Institution’s routing number.
I

Beneficiary Institulion

Identifization Type: Fed Routing Number  MName: |

| ) p— —
Identification Number. Institution Search

RIT number I—
nstitution Name | —
= - City |
— —
* Routing'Transit number: I H
Institution Mame: I—

{* Indicatzs Required Fizlds)

20. Enter the Name of the beneficiary’s financial institution.
21. Enter the full Address of the beneficiary’s financial institution, including zip code.

22. In the Receiving Institution section, information entered in the Beneficiary Institution above will
pre-fill this section. Section not available for International wires.

23. Click the Save button to save the wire transfer template.

16
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Review/Edit/Approve a Wire Transfer Template

Complete the following to review/approve a wire transfer template. If required, all wire transfer
templates must be reviewed and approved by an authorized employee before they become available
for use.

From the Select Wire Transfer Criteria page:

1
2.

Click the Review Wire Transfer Template option.

Tosearch by description, enter a Template name

Or

To search by Wire Type, select the type from the drop-down list

Or

Click the Submit button. The Review Wire Transfer Templates page displays.

Click the Approve check box to approve the template.
Notes:

» Toreview the template first, click the template name link to view the template details and
click Done when finished.

» To change the template, click Edit to display the Change Wire Transfer Template page.
Enter your changes and click Save.

Click the Submit button.

Click the Done button.

17
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Delete a Wire Transfer Template
Complete the following to delete a wire transfer template if you no longer wish to use it.
From the Select Wire Transfer Criteria page:
1. Click the Wire Transfer Template option.
2. Tosearch for a specific template, search by:
» Template Name
* Wire Type
e Template Group

Or

Click the Submit button. The Template List page displays.

3. Select Delete Template (X) for the template that should be deleted.

Wire
Select Wire Transfer Criteria
() Inguire Wire Transfer Temglzte Name: I
() Change Wire Transfer Wire Type: Al
() Mew Wirz Transfzr Template Group: Al

(O) Mew Whre Transfer Using Existing Transfer
() Delete Wine Transfer

() Review Wire Transfar

() Imgart Wire Transfer

() Impart Wire Using Templste

(® Wire Transfer Templats

() Review Wire Transfer Template

':::' Multiph= Wirs Transfer Using Template

Subrmt
Template List "R D
Demestic
Template Name Beneficiary From Account ‘Wire Type Status New Transfer Edit Template Delete Template
Deb Test Templatz Debbie Test Templats
. Ck PLAM & 1158 Domestic Approved & =) x
Created in Access Mar Cratedin

4. Onthe Delete Domestic or International Wire Transfer Template page, verify that this is the
Template that should be deleted.

5. Click the Delete button.
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Import a Wire Transfer Using a New Template

Complete the following to import a wire transfer using a new template. Templates for importing files
can be used to alleviate repetitive file set up. Fed Formatted wires and Non-Fed formatted wires may
be imported.

From the Select Wire Transfer Criteria page:

1

© © N o a A~ W D

B
= O

12.
13.
14.
15.

16.
17.
18.
19.
20.
21.

Click the Import Wire Using Template button.

Click the New Template button.

Click the Submit button. The Import page displays.

In the Step 1 - File Selection section, click Browse to locate the wire transfer file to import.
Click the Next button. The Step 2 - Template Details page displays.

Select the Wire Transfer Type.

Enter the Template Description.

Enter the Tax Identification Number.

Enter the Number of Header Rows to Exclude from the beginning of the file layout.

Enter the Number of Footer Rows to Exclude from the end of the file layout.

. Select Yes or No from Insert Decimal into Amounts to indicate if decimals needs to be

inserted into the amounts in the file.

Select Delimited in the format used to transfer the file into a wire file format.
Select Fixed Width for a specific number of characters in the wire file.

Click the Next button. The Step-3 - Field Definitions page displays.

For Columns 1 through 5, select options to match the specific file layout. Select Exclude
Column from the column drop-down list to disregard that column. An option can only be
selected once, except for the Exclude Column option.

Click the Next button. The Step 4 - Data Mapping pagedisplays.
Enter the Template name.

Select the Wire Type.

Click the Next button. The Step 5 - Import page displays.
Review the import details.

Click the Finish button. The Step 6 - Import confirmation page displays and indicates the file
successfully imported.

Click the Process button.

19
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Import a Wire Transfer Using an Existing Template

Complete the following to import a wire transfer using an existing transfer template. Templates for
importing files can be used to alleviate repetitive file set up. Fed Formatted wires and Non-Fed
formatted wires may be imported.

From the Select Wire Transfer Criteria page:

1

© © N o g A~ W D

B
= O

12.
13.
14.
15.

16.
17.
18.
19.
20.
21.

22.

Click the Import Wire Using Template button.

Click the Existing Template button.

Click the Submit button. The Import page displays.

In the Step 1 - File Selection section, click Browse to locate the wire transfer file to import.
Click the Next button. The Step 2 - Template Details page displays.

Select the Wire Transfer Type.

Enter the Template Description.

Enter the Tax Identification Number.

Enter the Number of Header Rows to Exclude from the beginning of the file layout.

Enter the Number of Footer Rows to Exclude from the end of the file layout.

. Select Yes or No from Insert Decimal into Amounts to indicate if decimals needs to be

inserted into the amounts in the file.

Select Delimited in the format used to transfer the file into a wire file format.
Select Fixed Width for a specific number of characters in the wire file.

Click the Next button. The Step-3 - Field Definitions page displays.

For Columns 1 through 5, select options to match the specific file layout. Select Exclude
Column from the column drop-down list to disregard that column. An option can only be
selected once, except for the Exclude Column option.

Click the Next button. The Step 4 - Data Mapping pagedisplays.
Enter the Template name.

Select the Wire Type.

Click the Next button. The Step 5 - Import page displays.
Review the import details.

Click the Finish button. The Step 6 - Import confirmation page displays and indicates the file
successfully imported.

Click the Process button.

20



Territorial Savings Bank

Delete an Imported Wire Transfer Template
Complete the following if you no longer wish to use an imported wire transfer template.
From the Select Wire Transfer Criteria page:

1. Click the Import Wire Using Template button.

2. Click the Delete Template button.

3. Select the Submit button. The list of wire transfer templates displays.

4

In the Template Selection section, click Delete (X) that corresponds with the Template Name
to delete.
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