
                                              

WIRE ORIGINATION GUIDE 

This guide will walk you through items while uƟlizing a desktop. You are also able to do these funcƟons through our APP. 

Wire cutoff Ɵme is 3PM daily. 

Create a Wire 

Edit a Wire Template 

Add Alerts 

 

To create a wire, one Ɵme or template for future use: 

Click Wires within the leŌ-hand menu. Click Create wire as shown below. 

 

The screen below will populate. Enter a name for the Wire and Amount of the wire. The account number will 
prepopulate, or you may click on to select an account. Click Add creditor. 

 

 



The screen below will populate. Fill in all highlighted areas, all are required. 

 

 

The information below is the receiving banks information. All highlighted areas are required. If an intermediary 
bank is provided within the wire instructions you received, unclick the box for Same details as creditor agent.  

 

 



The screen below will open when unclicked. Complete all highlighted areas for intermediary financials information. 
Click Save. 

 

 

If you would like to add any additional notes to the receiver/beneficiary, click Add Notes. This field is optional. 

 

 

 

 

 

 



The screen below will open. Add notes to the receiver/beneficiary. Click Save. 

 

 

If you would like to save this Wire as a Template, click the box for Save as template. This will save all the 
information within the template to use for any future wires. Click Create wire. 

 

 

The screen on the right will display.  

The wire has not been initiated yet.  

Click Done. 

 

 



If you clicked Save as template, the wire will be saved under Templates. If you did not click Save as template, the 
wire will show under Active. 

Click on the wire you would like to initiate. 

 

 

The screen below will populate. Click Review and initiate. 

 

 



Click Show details.  

 

 

Review the Wire information. Click Initiate. 

 

 



You will be asked to select how you would like to receive your verificaƟon code. Select a radio buƩon. Click next. 

 

Enter your verification code. Click Verify. You will not need to re-authenticate for the next 5 minutes. 

 

 

You will receive a confirmation pop-up stating the Wire has been initiated. Click Done.  

 



The user who iniƟated the wire will receive the email below. 

 

 

If Dual Control is required, the wire will have the status of ‘Approval’ and a second user will need to iniƟate the Wire by 
clicking on the Wire and clicking IniƟate. It will ask the second user to enter their password to approve. If no Dual 
Control, the Wire status will state ‘IniƟated.’ 

 

Wires received by First State Bank prior to 3pm will receive a call back prior to 4pm and wire will be sent same day. 

Any wires iniƟated aŌer 3pm will be sent the following banking day aŌer a call back is performed. 

 

 



 

 

To edit a wire prior to initiation: 

Click on the wire you would like to edit. 

 

Click Edit. 

 

Edit the information needed. Can edit the wire name, amount, recipients’ information, and remittance information. 

 



Once you have edited an item, you are now able to click Save. 

 

 

You will receive the following message if it was saved successfully. Click the back arrow at the top to review and 
initiate the wire with the new details. 

 

 

 

 

 

 



Click Review and Initiate. 

 

 

Click Show details.  

 

 

 



Review the Wire information. Click Initiate. 

 

 

You will be asked to select how you would like to receive your verificaƟon code. Select a radio buƩon. Click next. 

 

Enter your verification code. Click Verify. You will not need to re-authenticate for the next 5 minutes. 

 



You will receive a confirmation pop-up stating the Wire has been initiated. Click Done.  

 

The user who iniƟated the wire will receive the email below. 

 

 

 

 

 

 

 

 

 



If Dual Control is required, the wire will have the status of ‘Approval’ and a second user will need to iniƟate the 
Wire by clicking on the Wire and clicking IniƟate. It will ask the second user to enter their password to 
approve. If no Dual Control, the Wire status will state ‘IniƟated.’ 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

Seƫng up alerts: 

Click on your name in the lower leŌ corner. Click Personal Seƫngs. 

 

 

Click Profile. You can edit/add your email address and phone numbers. What is listed here is where the alerts 
will be sent. You will be asked to authenƟcate yourself prior to changing/updaƟng your email or phone 
number. 

 

 



Click Alerts 

 

 

 

 

 

 

 

 

 

 

 

 

Click the drop down for Wires. Click on the right arrow of the alert you would like to make acƟve or deacƟvate. 
It will say acƟve next to the drop down if any one alert type is turned on. 

 



On the right of the alert type, toggle on or off. Green is on. SMS is a text alert. Your phone number or email will 
be listed under the alert type. Click Save. 

 

 

 


