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Summary 
Recipient Management is a feature to help you manage Wire and ACH recipients. It enables you to: 

1. Enter and manage recipients and their accounts, separately from templates 
2. Send a Wire or Originate an ACH to or from the recipient  
3. Connect recipients and their accounts to one or more templates 
4. Update all templates that use a recipient with a single edit to the recipient  

Contents: 

1. Add Recipient Management in Administration 
2. Add a Recipient  
3. Use Recipients to Send Wires or Originate ACH 
4. Create a Wire Template Using Recipients 
5. Create an ACH Template Using Recipients 
6. Add Transaction Initiation in Administration and Initiate a Transaction 

See our Business Online guides at bancofcal.com/guides.  

Add Recipient Management in Administration 
If your company has Wires or ACH Origination services, your administrators can add Recipient 
Management access to users.   

1. In the Administration Menu, select Company Administration:  

 

2. Under Manage Existing Users, select the user to edit: 
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3. On the User Profile page, next to Services & Accounts, select the edit icon:  

 

4. Select the plus icon next to Recipient Management.  

 

 
5. When the Recipient Management service is enabled, select Save Changes.  

 

Add a Recipient 
1. Select Money Movement, Recipient Management and Add a recipient.  

 

2. Enter the Recipient ACH or Wire information. Add Additional Detail if needed. Select Save. 
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3. Review the confirmation for adding the recipient’s ACH or Wire accounts.  

 

4. Select Back or Recipient Management to view your list of recipients. Either Add a Recipient or 
select a recipient’s nickname to edit it.   
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Use Recipients to Send Wires or Originate ACH  
1. Wires:  

a. To send a Wire to a Recipient without using a template, select Money Movement, Wire 
Money, enter the Debit information, select Continue.  

 

b. Select Recipient Search to find your recipient and complete your wire.  
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2. ACH:  
a. ACH Payment: To send an ACH payment / credit to a Recipient without using a template, 

select Money Movement, ACH, and Send Money without a template. 

 

b. ACH Collection: To collect an ACH Debit without using a template, select Money 
Movement, ACH, Collect Money, and Send Money without a template. 

 

c. ACH Payment or Collection:  
i. Enter the ACH information including the account at your company to debit or credit. 

Select Continue.  

 

ii. At the bottom of the Add Payment Details or the Add Collection Details page, 
select Recipient Search to find your recipient and complete your ACH origination.   

 

3. See the following sections for more details on Recipient Search. 
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Create a Wire Template using Recipients 
1. Select Money Movement and Wire.  

 

2. Select Manage Templates and Add a template.  

 

3. On Add Wire Template, enter the Debit Information, and select Continue. 
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4. Enter Recipient Nickname or Corporate Name and select Recipient Search.  

 

5. Enter Recipient Nickname or Name or Company Name and select Search.  

 

6. Select the Recipient, then the Select button.  
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7. Select the Account for the Recipient, then the Select button.  

 

8. Your recipient payment fields will be added to the template. Complete the remaining fields and 
select Add Template. (To edit the fields with a lock on them, select the edit icon for the recipient, 
or select Money Movement, Recipient Management, and find the recipient to edit).   
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9. View the template confirmation. Request approval of the template, if needed. Select Enter a wire 
using this template or select the template from the list in Manage Templates.  

 

10. On Schedule a wire, complete the wire fields, and select Continue.  
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11. Verify the wire information and select Submit for approval or Transmit.  

 

12. View your confirmation. If needed, be sure to have the wire approved.  
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Create an ACH Template using Recipients 
1. Select Money Movement, ACH and on Make ACH Payment, select Create a Template. 

(ACH Collections: select Collect Money, then Create a Template.)  

 

2. Enter ACH Template Information and select Continue.  
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3. On Add Template Destination Accounts, select Recipient Search. 

 

4. Enter Recipient Nickname or Corporate Name and select the Search button.  

 

 

5. Select the Recipient, then the Select button.  
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6. Select the Account, then the Select button.  

 

7. Enter an amount, if needed. Select Add additional detail now if you want to add another 
recipient. Save Template. (To edit the fields with a lock on them, select the edit icon by the 
recipient, or select Money Movement, Recipient Management, and find the recipient to edit).   
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8. When you confirm, you will receive confirmation that you saved the template. Request approval of 
the template, if needed. To use the template, select Send money using this template. (ACH 
Collections: Go to Money Movement, ACH, and select Make Payment or Collect Money, then find 
your template on the screen and select Continue.) 

 

9. Enter an Amount if needed and select the Continue button.  
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10. Review the ACH and Submit for Approval or select Transmit.  

 

11. Review and Confirm the ACH Origination. Remember to Approve it or notify your approver.  
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Add Transaction Initiation in Administration and Initiate a Transaction 
To initiate a transaction in Recipient Management, entitle users to Transaction Initiation.  

1. In the Administration Menu, select Company Administration:  

 

2. Under Manage Existing Users, select the user to edit: 

 

 
 

3. On the User Profile page, next to Services & Accounts, select the edit icon:  

 

4. Select the plus icon next to Transaction Initiation.  

 

 
5. When the Transaction Initiation service is enabled, select Save Changes.  
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6. To initiate a transaction directly with a recipient, go to Money Movement, Recipient 
Management.  

 

7. Now you have the option to Initiate Payment if you have Wires or ACH Payments.  If you have 
ACH Collections, you will have an option to Initiate Collection.  

 

8. When you select Initiate Payment or Initiate Collection, you will see a list of your Recipients. 
Select the $ sign at the right and select the Recipient’s account. Continue and either “Schedule 
a Wire” or “Make ACH Payment (or Collection) without a template” and have it approved.  
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