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TRANSFERS WIDGET

The Transfers widget lets you make and view transfers from one account to another. This widget
also lets you make and view loan payments and loan draws.

The Transfers widget can be accessed from the Home workspace. It can also be added to any
workspace from the Add Widget menu.

MAKE A TRANSFER:
To make a transfer between two accounts:

1. From the Home workspace, go to the Transfers widget.
2. Click Add a Transfer. The Transfer screen appears.

& New Transfer

* Transfer From
Select v
* Transfer To

Select A

* Transfer Date

* Transfer Amount

Comments

Stored with the transaction, but not forwarded with the payment

Recurrence Information

Make Recurring

0.00 on

Use the Transfer From drop-down to select the account to be debited.

Use the Transfer To drop-down to select the account into which the transfer will be
deposited.

Use the calendar icon to select a Transfer Date.

In the Amount field, enter the transfer amount.
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7. (optional) In the Comments field, enter any comments associated with the transfer.
Comments are stored with the transaction record online but are not forwarded with the
transaction.

8. (optional) For Recurring payments, select Make Recurring and see Recurring Payment or
Transfer Settings for additional information.

9. Click Submit.

After the transfer is submitted, a message will appear at the top of the screen indicating
whether it was submitted successfully.

The transfer is processed when the Status is Bank Confirmed. The Status of the transfer
can be viewed from the Transfers list view.

Transfers E o2

(® Add a Transfer (¥ Add a Loan Draw (¥ Add a Loan Payment [}Export #Print r 03/26/2025 06:48 PM

) Success. Payment Auto Approved Details

ID: 6606

To: Giamz il 57 Sdvirds ommwos = e’

From: AN, Ll -OFr g Ml Al Baaaa i
Amount: 1,000.00 USD

Transfer Date: 03/26/2025

Payment Type: Transfer

Filter | Select fields - ‘ All Transfers v | $HFilters
O Actions Transfer Date Amount Transfer From Transfer To Status Entry Method %ﬂu
All

View ~ 01/15/2025 1,050.00 e r——— Bank Confirmed One-Time Payment
(| View 03/26/2025 1,000.00 [ K B, . B — Bank Confirmed One-Time Payment

¢ |If the transfer requires approval, the Status will appear as Entered. To approve, click
the check box next to the payment then click Approve.

View « 03/13/2025 [ Epuiat J 2 ] |y 3y o-H Entered

4

Viewing 1-10 of 102 records

Ap?“rove ‘ Unapprove ‘ ‘ Reject ‘ | Delete ‘
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¢ If the transfer was not processed, the Status will appear as Rejected. To view the
bank reject reason, select View from the Actions list.

0O Vi@r]v - 03/21/2025 =" e ¢ Rejected
Transfer Summary
Status Entry Method
Rejected One-Time Payment
Entered On Last Approved On Extracted/Released On

03/21/2025 01:34 PM

03/21/2025 01:34 PM 03/21/2025 01:34 PM

Bank Rejected On
03/21/2025 01:34 PM

Rejection Reason

Insufficient Funds

MAKE A LOAN PAYMENT OR LOAN DRAW:
To make a loan payment or loan draw:
1. From the Home workspace, go to the Transfers widget.
2. Click Add a Loan Payment or Add a Loan Draw. The Loan Payment or Loan Draw screen

appears.
& New Loan Payment & New Loan Draw Payment

* From Account * From Loan Account

Select v Select v

* To Account
* To Loan Account
Select v
Select v

* Transfer Date
* Transfer Date

* Amount

Add Another Payment Option
uspD

Comments

Comments

Stored with the transaction, but not forwarded with the payment
Stored with the transaction, but not forwarded with the payment

Recurrence Information

Make Recurring

0.00 usp on
Submit

Recurrence Information

Make Recurring

0.00 usb on
Submit
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3. Use the Transfer From and Transfer To drop-down menus to select the accounts you want
to make a payment from/transfer to.

Use the calendar Icon to select a Transfer Date.

In the Amount field, enter the transaction amount.

(optional) In the Comments field, enter any comments associated with the transfer.
Comments are stored with the transaction record online but are not forwarded with the
transaction.
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7. (optional) For Recurring payments or draws, select Make Recurring and see Recurring
Payment or Transfer Settings for additional information.

8. Click Submit.

After the loan payment or loan draw is submitted, a message will appear at the top of the
screen indicating whether it was submitted successfully.

The loan payment or loan draw is processed when the Status is Bank Confirmed. The
status of the loan payment or loan draw can be viewed from the Transfers list view.

¢ |If the loan payment or loan draw requires approval, the Status will appear as
Entered. To approve, select Approve from the Actions list dropdown.

¢ |If the loan payment or loan draw was not processed, the Status will appear as
Rejected. To view the bank reject reason, select View from the Actions list.
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RECURRING PAYMENT OR TRANSFER SETTINGS:

Transfers, loan payment, and loan draws can be scheduled to repeat as needed. Follow these
steps for recurring payments.

1. After entering the account and date information, check the Make Recurring box.

2. Use the Drop-Down menu to select weekly or monthly recurring payments.

3. Choose the desired schedule of payments.

4. Choose whether to end the recurrence upon further notice, after a certain number of
recurrences, or on a selected date.

Select your preferences for non-business day payment dates.

Click Submit.

o o

Note: for weekly recurring payments, multiple days can be selected. Take care to select only
the days you need. Selected days turn blue.

Recurrence Information

A “ Recurrence Information

Make Recurring Make Recurring

Payment Repeat Payment Repeat
Center Center
Month(s) - Week(s) -
i
Every
Accounts
month Every
T 5 weeks
Payee On the Payee
Center Center s [~ I~ B -
1st - Day -

[
)
- ;’- Ends

(@ Upon Further Notice

Employees Ends Employees

Upon Further Notice
After 1 Occurrences
After 1 Occurrences

On a selected date
® Onaselected date

12/31/2025

If Transfer Date falls on a non-business day, transfer funds
on:

Previous @® Next Do not
business day business day transfer funds

If Transfer Date falls on a non-business day, transfer funds

on:

@ Previous Next Do not
business day business day transfer funds

* Recurring Payment Description Recurring Payment Description

Transfer Description | Payment Description

100.00 usD on 1 Apr 2025

500.00 usb on 1 Apr 2025
Submit
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