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Creating a Wire Transfer

To create a Wire, log in to your home page, select the Payments & Transfers menu and then select

Wire Transfer

Payments & Transfers

Payment Activity
ACH Payments

Wire Transfer
Account Transfer
Payee Maintenance
Import Maintenance
Tax Fayments

Select how you want to create a wire:

e Single Free-Form Wire will allow you to enter all the information required to submit the wire.
e Multi-Template Wire will allow you to select more than one template from your list of pre-

existing wire templates.

e Select Template will choose a previously created wire template. All the presetfields from the

template will be prefilled.

e Select Payee will allow you to search through your existing payees to create a wire transfer. Only
the name and receiving bank information will be completed

Current Progress

E] Select

|§| Request |§| Review

|E] Complete

Create

|_ & single Free-Form Wire ]

|: © Multi-Template Wires |

Select Template

Select existing wire transfer instruction
template.

l

2

Select Payee

Create new set of wire transfer
instructions for an existing payee.

0

Iv PP Continue |
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Creating a Wire Transfer from a Template
Select atemplate from the Wire Transfer page. The template will display ready to process. Select

Request Transfer to continue

Current Progress |E\ Select Request

Account Information
* Payment Date 03/14/2019 =
Template Name TestWireRepCs

Debit Account - Demand Deposit {Checking 2) -

Originator Name MPB Test Company
Originator Address 1 343 Union Street
Originator Address 2 _Millarsburg, FA
Originator Address 3

Payment Currency US Dollar (USD)
Amount $1.07

Eeneficiary / Payes Information
Payee Name Michael TestWirePayee
Beneficiary ID Type Account Number
Beneficiary ID *3456
Address 1 348 Union Street
Address 2 Millersburg, PA

@ Review El Complete

Mid Penn Bank CERT (253170279) - $317.92

Beneficiary Bank Information
Hame
Beneficiary Bank ID Type Fed ABA
Beneficiary Bank 1D 031302807
Addrass 1349 Union Street

Address 2 millersburg, PA

Address 3 Address 3
Beneficiary Country US - United States
Contact Name Beneficiary Bank Country US - United States

Intl Routing Number
Phone Number
» Additional Bank Information

Additional Reference Information
Purpose Of Payment TESTING
Additienal Information For Beneficiary TESTING

i e Pending Actions: Motify via EMAIL

ol Hotify He Pending Release: Notify via EMAIL
System Events: Notify via EMAIL
Complete - Unsuccessful: Notify via EMAIL
Complete - Successful: Motify via EMAIL
Early Action Taken: Notify via EMAIL
Early Action Removed: Notify via EMAIL
Expired: Notify wia EMAIL

@ Recurring Ogtions Hone Selected

You will be asked to Confirm, Edit or Cancel the wire. If everything looks correct, Confirm the wire to be prompted for
your Out of Band Authentication.

| +" Confirm | | &~ Edit | | ¥ cancel |
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Creating a Free-Form Wire
From the Wire Transfer menu, select Single Free-Form Wire. Complete the required fields marked with
an asterisk.

* Debit Account ﬁ
* Originator Name MPBTest
* Originator Address 1 349 Union Street
* Originator Address 2 Millersburg, PA
Originator Address 3
* Payment Currency Q

* Amount

Once you have completed the Account and Beneficiary Payee Information sections, you can choose to
save this information as a Repetitive Template or Payee, then select Request Transfer to continue

Save As Repetitive Template
Save As Payee

Notify Me Pending Actions: Notify via EMAIL

d dar s Pending Release: Notify via EMAIL
System Events: Notify via EMAIL
Complete - Unsuccessful: Notify via EMAIL
Complete - Successful: Notify via EMAIL
Early Action Taken: Notify via EMAIL
Early Action Removed: Notify via EMAIL
Expired: Notify via EMAIL

| ” Request Transfer i! X Cancel J

You will be asked to Confirm, Editor Cancel the wire. If everything looks correct,Confirm the wire.

[ o Confirm ]| &7 Edit | | ¥ Cancel |
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Creating a Wire Using an Existing Payee
Select a payee from the Wire Transfer page. The information entry page will display with only a few
fields that need to be completed. Complete the requiredfields and any other reference sections. Select

Request Transfer to continue.

Current Pragress m Select @ Request |;| Reviaw F| Complate

Account Tnformation
* Payment Dste 03)14/2019 B
* Diebit Accounk =]
* Originator Mame PR Test
* Owiginator Address 1 345 Union Strest
* Originator Address 2 g gap. b 5 PA
Oeigimator Addrede 3

* Pawment Cuarmeniy ﬂ
* Bmounk:
Beneficiary [ Fayes Information Bensfloary Bank Informaton
Payaa Name Wire Test Hame PR
Baneficlary 1D Type Account Number Benaficary Bank ID Type Fad ABA
Baneficiary I 1086 Beneficiary Bark TD 031308807
* hddress 1 349 Unian Strest * address 1 349 Union Strest
* iddress 2 . Millersburg, PA Fhuirass 2 Millersbusg, PA
Baddress 3 Auldress 3
Beneficary Country US - United States Intl Routing Humber
Contact Mame Bensfiniary Bank Courry US - Unibed Sterbes
Phane Murnker

r Addidonal Bank Information

Additional Reference Informabon
Furpase OF Fayment

Additional Information For Beneficiary
Kab=: Meonvum 35 charscters per fisld

i ma Pending Achons: Rlobfy wia EMAIL

J Loy e Pending Release: Notfy via EBHALL
System Evenks: Motify wa EMAIL
Complete - Unsuccessfuls Metify via EMAIL
Complete - Successfisl: Watiy via EMALL
Early fichom Taken: Naobify wism EMAIL
Early chon Removed: Nobify wa EMalL
Expired: Notify wia EMAIL

You will be asked to Confirm, Edit or Cancel the Wire. If everything looks correct, Confirm the wire .

[f Confirm J[ & Edit ” X cancel ]
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International Currency Wires

Commercial Center offers users the ability to send funds to foreign countries using one of two methods.
The first is to send funds using the value of the US Dollar. For this option, enter the Payment Currency
as US Dollar and enter the amount of the wire you want to send. The recipient will receive funds
equivalent to the US Dollar value.

Current Progress E] Select Request E] Review E] Complete

Account Information
* Payment Date 03/14/2019 o
* Debit Account ﬁ
* Originator Name  MPB Test
* Originator Address 1 349 Union Strest
* Originator Address 2 ~Millersburg, PA

Originator Address 3

* Payment Currency us Dollar {USD) Q
* Amount 100.00
Beneficiary / Payee Information Eeneficiary Bank Information
Payee Name Wire Test Mame Bank of Montreal
Beneficiary ID Type Account Number Beneficiary Bank ID Type SWIFT BIC
Benefidary ID *7412 Beneficiary Bank ID BOFMCAMZ
* Address 1 349 Union Street * Address 1 1 First Canadian Place, 21st Floor
* pddress 2 Millersburg, PA * Address 2 Toronto
Address 3 Address 3 Canada
Beneficiary Country CA - Canada Intl Routing Number
Contact Name Beneficiary Bank Country CA& - Canada

Phone Number
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Alternatively, you can send funds in the currency of the receiving country and the recipient will
receive the amount enteredin the foreign currency with the converted USD amount deducted
from your account. To accomplish this, complete the Wire instruction page and then select the link
for Foreign Exchange Rate Lookup.

Account Information Foreign Currency Details

= Payment Date 03/15/2019 =

_ Contract Number
* Debit Account 5 - pemand Deposit (Main DDA) - $268,28 (USD)(R

* Originator Mame MPBTest
* Originator Address 1 349 Unign Street
* Originator Address 2 pgijjarsburg, PA
Originator Address 3
* Payment Currency Euro (EUR) e
* Amount 10,00

Payment Amount
2 Debit Amount

Beneficiary / Payee Information Beneficiary Bank Information
Payee Name I W Test Name Bangue De France
Beneficiary ID Type Account Mumber Benefidary Bank ID Type SWIFT BIC
Beneficiary ID *4654 Beneficiary Bank ID BDFEFRPP111
* Address 1 349 Union Street * Address 1 31 rue Croix des petits champs
* Address 2 millersburg, PA * Address 2 75001 Paris
Address 3 Address 3
Benefidary Country FR - France Intl Routing Number
Contact Name Beneficiary Bank Country FR - France

Phone Number

» Additional Bank Information

Additional Reference Information

Additional Information For Beneficiary
Note: Maximum 35 characters per field

: Pending Actions: Motify via EMAIL

\dj Notify Me Pending Release: Motify via EMAIL
System Events: Motify via EMAIL
Complete - Unsuccessful: Notify via EMAIL
Complete - Successful: Notify via EMAIL
Early Action Taken: Notify via EMAIL
Early Action Removed: Notify via EMAIL
Expired: Motify via EMAIL

Foreign Currency Rate Request
Foreign Exchange Rate Lookup
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Submit your request to purchase the currency contract.

4

Reqguest FX Rate

Foreign Exchange Info
Account Number: |f‘1EIEE - Demand Deposit (Main DDA) - $268.28 |:|

Currency: | Eura {EUR) |

Amount: | 10.00 |

Fx
Delivery Option: ®) Ty Business Days (Spot)

Confirm the FX Rate.

|

Confirm FX Rate

EUR [fo

USD [11.83

Exchange Rate |1.1834415Ei

Trade Date |na;15f2019

Value Date |03/19/2019

A purchase of 10 EUR
in exchange for 11.83 USD

You have 54 seconds to confirm this transaction.

Clicking Confirm constitutes a commitment to this contract

Click Cancel to start over

[ confim ] canecel

Your contract will display in the upper right hand corner of the page.
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Account Information Foreign Currency Details
* Payment Date 03/15/201% |T_§'|§'

* Debit Account 5 _ pemand Deposit (Main DDA) - $268.28 (USDR R e
antra umoer

* M W PB Test
Originator Name Exchange Rate 1.18344150
* Originator Address 1 349 Union Street Trade Date 03/15/2019
* Originator Address 2 Millersburg, PA Value Date 03/19/2019

Debit Amount USD 11.83
Payment Amount EUR 10.00

Originator Address 3

* Payment Currency Eyrg (EUR) Q2

* Amount 10.00

®  Payment Amount

And proceed to Request Transfer:

" Request Transfer ] ¥ cance ]

You will be asked to Confirm, Edit or Cancel the Wire. If everything looks correct, Confirm the wire to be
prompted for your Out of Band Authentication.

| «" Confirm | | &7 Edit | | ¥ Cancel |
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Releasing the Wire

This is a new function is required for ALL wires. Once a wire or batch of wires has been completed,
select the Payments & Transfer menu and select Payment Activity.

Payments & Transfers

Payment Activity
ACH Payments

Wire Transfer
Account Transfer
Payee Maintenance
Import Maintenance
Tax Payments

The wire will display in the Current Activity list.

Payment Activity : Current Activity

| ACHPayments |  WireTransfers | AccountTransfers | ALL TRANSACTIONS |
PENDING $0.00(0) $1.07(1) 50.00(0) $1.07(1)
COMPLETE $0.00(0) $0.00(0) $0.00(0) $0.00(0)
ALL $0.00(0) $1.07(1) $0.00(0) $1.07(1)
A Show Status Detail ?943 Refresh
» Search Transactions
(1)z)[next)  Go to page 1 Showing 1 - 10 of 13 Items to display:(10)(20)(50)

+ /- | « Approve | | ¥ Release | | ¥ Bpprove And Release |

[# DWR-00000787 %1.07 Pending Approval | I view | | « Approve | | (_/’Edit | | ¥ Cancel |

Payment Date: 03/13/2012
Originator: MPBTest Company ~ *4268 - Demand Deposit (Checking 2) - Mid PennBank CERT (253170279)
Beneficiary: Michael TestWirePayee - Account Number #3456

From here you can review the wire once more.

(1J2)next) Go to page 1 Showing 1 - 10 of 13 Items to display:(10)(20)(50)

+/- [ «” Approve ][ « Release “ «” Approve And Release ]

4 DWR-00000787 $1.07 Pending Approval § £ View |I « Approve H ‘y:‘ Edit H ¥ Cancel |

Payment Date: 03/13/2019
Originator: MPBTestC

pany - *4268 - Demand Deposit (Checking 2) - Mid Penn Bank CERT (253170279)
Beneficiary: Michael TestWirePayee - Account Number *3456
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Select the wire(s) to release.

Go to page 1 Showing 1 - 10 of 13 Items to display:@@
+/- [ « Approve ][ « Release ][ « Approve And Release ]
n ./~ DWR-00000787 $1.07  Pending Approval (17 view |7 Approve |( o7 £t | X Concel )

Payment Date: 03/13/2019
Originator: MPBTest Company *4268 - Demand Deposit (Checking 2) - Mid Penn Bank CERT (253170279)
Beneficiary: Michael TestWirePayee - Account Number *3456

If your company is set up with Dual Control, select Approve and Release —otherwise, click Release.

@ Go to page 1 Showing 1 - 10 of 13 Items to display:@
+ /- | o Approve j}| «” Release J «” Approve And Release
L4 - DWR-00000787 $1.07 Pending Approval [ 45 View ][ « Approve ][ &7 Edit H ¢ Cancel ]

Payment Date: 03/13/2019
Originator: MPB Test Company *4268 - Demand Deposit (Checking 2) - Mid Penn Bank CERT {253170279)
Beneficiary: Michael TestWirePayee - Account Number *3456

Confirm to release the transfer.

Release Payment x

Are you sure you want to release this future-dated
payment?

e ()

The status will now update to Released.

Go to page 1 Showing 1-1of 1 Items to display:@
+1-| [« ] :
DWR-00000789 $1.07 (4 view ) (&7 Edit ) (%€ Cancel |
Payment Date: 03/13/2019 « Released
Originator / Beneficiary: MPB Test Company / Michael TestWirePayee - Account Number 123456
+/- [
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Creating a Recurring Wire Transfer

When using an existing Wire Template, you can create a Recurring Transfer by selecting the Recurring
Options button prior to clicking Request Transfer.

Current Progress |1| Select [EJ Request |§| Revievw |i1| Complete

Account Information
*Payment Date 03(14/2019 B
Template Name Test\VireRepCs
Dehit dccount *=12.3- Demand Deposit (Checking 2) - Hometrust Bank: CERT (253170279) - $31.7.92

Originator Name  mre Test Company
Qriginator Address 1
Originator Address 2 °
Originator Address 3

Payment Currency US Dallar {LSD)
Amount $1.07

Beneficiary [ Payee Information Beneficiary Bank Information
Payee Name Michael TestWirePayes Mame Mid Penn Bank
Beneficiary ID Type Account Number Be neficiary Bank ID Type Fed ABA
Beneficiary ID *345& Beneficiary Bank ID 253170279
Address 1 345 Union Street Address 1 348 Union Street
Address 2 Millersburg, PA Address 2 Millesburg, PA
Address 3 Address 3
Beneficiary Country US - United States Intl Routing Number
Contact Name Be=neficiary Bank Country US - United States

Phome Number
» Additional Bank Information

Additional Reference Information
Purpose OF Payment TESTING
Additional Information For Beneficiary TESTING

1 8 Pending Actions: Notify via EMAIL
Notify Me
« Pending Release: Notify via EMAIL

System Events: Motify wia EMAIL
Complete - Unsuccessful: Nodify via EMAIL
Complete - Successful: Notify via EMAIL
Early Action Taken: Nofify via EMAIL

Early Action Removed: Notify via EMAIL
Expired: Notify via EMAIL

ﬁi} Recurring Ogtions [ None Selected

| " Request Transfer || X cancel |
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The Recurring Options menu will display

Recurring Options X

Recurring payments must begin on z future date. The first payment will be created on the

, system-calculated "First Payment Date” to ensure timely processing based on your specified "Start
< Date” and other selections. If the selected day occurs on a non-business day, the transfer request

will occur on the previous business day.

Start Date  03/15/2019 @9 First Payment Date 03/15/2019

'®! Transaction Repeats Indefinitely
Transaction Repeats Until End Date

Fixed Number of Transactions (Max: 999 Transfers)

Daily Weekly Bi-weekly Semi-monthly Monthly Annually

®' Each business day { Monday through Friday )
Specific days of the week

|_ Save I[ Cancel |

After selecting your configuration, click Save and return to the Wire Transfer page; continue to
complete the Wire Transfer as normal.
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Creating a Wire Template

To create a Wire Transfer Template, select the Payments & Transfers menu and then select Wire
Transfer.

Payments & Transfers

Payment Activity
ACH Payments

Wire Transfer
Account Transfer
Payee Maintenance
Import Maintenance
Tax Fayments

From the menu to the left, choose Manage Templates.

Wire Transfer
Create Transfer

Manage Templates

Transaction Import
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Then select Create Template.

Wire Transfer : Manage Templates

Search Templates

Template Name || | Beneficiary Bank Name
Correspondent Bank ID Beneficiary Bank ID
Amount Beneficiary Name

Debit Account jo) Beneficiary ID

Show 10 results per page, sorted by Template Name in ascending order, including summary

[ ¢~ Search Templates ” &y Create Template \ | LEJ Print Report |

Click Createin the Free-Form Template box to create a Free-Form Template to enter all new wire
instructions for your template or Continueinthe Select Payee box to create a template using an existing
Wire Transfer Payee.

Wire Transfer : Manage Templates

Free-Form Template Select Payee
Create new set of stored wire transfer instructions. Create new set of stored wire transfer instructions for an existing
payee.

|| 10| [ Continue

Select the type of template you would like to save and enter the name of the template.

Template Settings

® Repetitive Template O Semi-Repetitive Template

* Template Name

A Repetitive Template isa template that saves and locks all fields so that every wire initiated from the
template is exactly the same, including the amount.

A Semi-Repetitive Template isa template that only saves the Beneficiary/Payee and Beneficiary Bank
Information entered. When using this type of template, you will have the ability to update the debit
account, currency type, and amount of each new wire.
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Complete the details of the funds transfer and Save Template.

Account Information
* Debit Account
* Originator Name MPE Test
* Originator Address 1 343 Union Street
* Originator Address 2 Millersburg, PA
Originator Address 3
Payment Currency

Amount

Beneficiary / Payee Information

* Name

* Beneficiary ID Type |A1:count Number W

* Beneficiary ID
* Address 1

* Address 2
Address 3

Mote: P.O. Boxes are not valid

* Benefidary Country
[Mone Selected v

Contact Name

Phone Number

» Additional Bank Information

Additional Reference Information

Purpose Of Payment

Additional Information For Beneficiary

pe

Beneficiary Bank Information

—
Bank Lookup

Name
Benefidary Bank ID Type
Benefidary Bank ID
* Address 1
* Address 2
Address 3
International Bank [ |
Intl Routing Mumber

* Beneficiary Bank Coun
Mone Selected W

Mote: Maximum 35 characters per field

¥ Save Template ]| ¥ Cancel |

Alternatively, you cancreate a template from a Free-Form Wire (or one-time wire). You will have the
option to save and create a new Payee and/or a Repetitive Template.

Save As Repetitive Template [

Save As Payee |:|

.‘Q Motify Me Pending Actions: Notify via EMAIL

Pending Release: Notify via EMAIL

System Events: Notify via EMAIL
Complete - Unsuccessful: Notify via EMAIL
Complete - Successful: Notify via EMAIL
Early Action Taken: Notify via EMAIL

Early Action Removed: Notify via EMAIL
Expired: Motify via EMAIL
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