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Getting Started

1. Login and Select Management Tools — ACH Manager or Wire Manager
2. Select ACH/Wire Transfer Template — Submit

Select Extemnal Transfer Criteria

) Inguirs ACH Transer Temnplate Name:

|

() Change ACH Transfer ACH Type: All

() New ACH Transfor Tenploe —
(©) New ACH Transfor Using Existing Transfer

e [y

(©) Delete ACH Transfer

{9} ACH Transfer Template

(©) Tmport ACH Tramsfer
{©) Tmport ACH Using Template

©) Tncoming ACH

3. Select the New icon located on the right side of the gray bar in the middle of the page

Y

%

Select External Transfer Criteria

© nquire ACH Transfar Teroplate Narme:

|

(@) Chanze ACH Transfer ACHType: A

(©) New ACH Transfer Template Group: Al
{©) New ACH Transfer Using Excisting Transter

m|a

(©) Delete ACH Transfr
(@) Review ACH Transfer

() ACH Transfer Template

@) Review ACH Transfer Template
{©) Tmport ACH Transfor

(@ Tmport ACH Using Template

(©) Incoming ACH

Submit)

Template List BB I

‘o matching record(s) found

4. Select the appropriate ACH (SEC) Type or Wire Type
5. Select Submit

BRIDGEWATER BANK - 3800 AMERICAN BLVD. WEST, SUITE 100 - BLOOMINGTON, MN 5543l
952.542.5100 - WWW.BWBMN.COM

© 2019 Bridgewater Bank. All Rights Reserved.



Creating ACH Templates

1. Inthe New ACH Template section:
a. Define the Template Name
b. Tax Identification Number will be hard coded unless multiple sources
(companies) are attached to the ACH user’s access
c. Create a new Template Group by selecting the New icon (see red box below)
i. A new Template Group does not need to be established for each
template. A common example of a Template Group name would Payroll,

Vendor Payment, or simply Templates.

>
New ACH - Corporate Credit (CCD) Template = 0
Templzte Name: [EweTEST Racuing Frequency
Tax ldantification Nunber BRIDGEWATER BANKomos28%4) Templata Type Corporate Cradit
Tenaplate Group: mount Range: | I
Displav Details

2. Inthe User Access section:
a. Select the users allowed to have access to this template - If setup with dual

control, users approving the transfer will also need access

User Acces
SRS A

Adam Benjamin
SAM POSL
Transfer From

@
&

AMY MUGHOW
Sonya Kiaos

3. Inthe Transfer From section:
a. Select the appropriate account from dropdown list

b. Enter the dollar amount

Transfer From
Hold + Account
Select Al

(] [BUSINESS ACCOUNT = T 000 Description
Add Row
[} Allow additional or input of "From Account”
Transfer To

Amount &

=

c. Select the Description hyperlink to add a specific description to appear on the
account statement the transfer is coming from (optional)

Transfer From

‘

Hold & Account Amount ¥
Select Al
m BUSIMESS ACCOUNT =] | 0.00 X
Description:|
£Ldd Row
] Allow additional er input of "From Account”

4. Inthe Transfer To section:

a. Enter the Name of the client
Enter Client Identification information (optional)
Enter the Account Number

C.
d. Select the Account Type
e. Enter the Routing Number
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f. Enter the dollar amount
g. Select the Description hyperlink to add a specific description to appear on the
account the transfer is being sent to (optional)
5. Select Save

Hold Name dentification Account Number & Acconnt Type & R/T Number & Default Amount
Select &1
a [ewe TEST [123456789 Chetking [ ostoimsas. " 000 ®
ERIDGEWATER BANK
Description: [
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Creating Wire Templates

1. Inthe New Wire Transfer Template section:

a. Define the Transfer Description

b. Select the appropriate account to fund the wire

c. Define the Default Amount (optional)

d. Create a new Template Group by selecting the New icon (see red box below)

i. A new Template Group does not need to be established for each

template. A common example of a Template Group name would Payroll,
Vendor Payment, or simply Templates.

MNew Domestic Wire Transfer Template = 3;
= Template Nams: |Examp\e Template Recurming Frequency: None
Tax Identification Number: Bridgewater Bank SK [OO-XX-5558] Default Amount: [ 1m
* From Account: INTERMNAL TEST ACCOUNT Amount Range: Tul
* Template Group: Test Templates [~ | &

2. Inthe User Access section:
a. Select the users allowed to have access to the template - If setup with dual
control, users approving the wire transfer will also need access

SRS A
Adam Benjamin AMY MUGHOW
SAM POSL Sonya Kiaos

3. Define the Beneficiary information:
a. lIdentification Number (Account Number)
b. Name
c. Address
d. Message to Beneficiary and Beneficiary Reference: Optional

* Identification Type: DDA Account Numbsr Message To Beneficiary: ITEST WIRE| =
* Identification Number: [123456789 |
* Name: [BRIDGEWATER TEST |
Address: | |
| Beneficiary Reference:

4. Define the Receiving Institution if different than the Beneficiary Institution
a. Routing/Transit Number: Enter bank’s routing number
b. Institution Name: Enter Receiving Institution’s name

Beneficiary Institution

* eniffcaion Type: Fed Routng Number *Nams [
L]
* Idenifstion Nurmber: Adress | —

5. Select Save

(S, ]
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How to Edit or Delete a File Template:

1. Select ACH/Wire Transfer Template — Submit

2. Select the Edit or Delete Template icon (see red boxes below)
3. Make adjustments as necessary
4. Save

Template List

CLIENT TESTING

Template Name = ACHType & Status & New Transfer Edit Template Delate Template
EWB TEST Corperate Credit (CCD) Approve B;

3 =) x

How to Create a New Transfer Using a Template:

1. Select ACH/Wire Transfer Template — Submit

2. Select the New Transfer icon (see red box below)

Template List

CLIENT TESTING

Template Name =

[
ACHType & Status & New Transfer Edit Template Delete Template
BWB TEST Cerporate Cradit (CCD) Approve + =) %

3. Select the appropriate Effective Date
4. Verify the transfer

a. Dollar amounts can be changed if necessary

b. Holds can be placed on specific line items if necessary
5. Select Process to transmit
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