
O N L I N E  B U S I N E S S  B A N K I N G  ·  O N E -T I M E  W I R E

Send a one-time wire

Send a wire to a payee you haven’t saved as a template.

1 Sign in to Online Banking. Go to

Wires and select One-Time Wire.

Tip Foreign currency wires can’t be sent

as a one-time wire. Save the payee as a

template and send it as a Single Wire.

2 Work down the top of the form in order. The letters on the screen match the list. Fields marked *

are required.

W I R E  D E TA I L S

Profile Choose one if more

than one exists, then

select Select. It sets

which accounts

appear.

Funding Account The account to send

funds from. Not listed?

Check the Profile.

Override Originator

Name

Check to use a name
other than your

business name.

(optional)

Company Choose your company.

Amount The amount of the

wire.

Date Usually today, unless

it’s past the cutoff

time.

Need help? Questions about a wire? Please call us at (608) 836-1616.
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Send a one-time wire (continued)

2 Continue down the form with the payee’s details.

PAY E E  I N F O R M AT I O N

Payee Type Domestic or

International.

Payee Name The beneficiary name

from the wiring
instructions.

Send email Check to get an email

when the wire status

changes to

Downloaded.

(optional)

Account Number From the wiring

instructions.

Confirm Account

Number

Enter the account

number again.

Address, City, State,

ZIP

The payee’s address

from the wiring

instructions. Address
Line 2 is optional.

Need help? Questions about a wire? Please call us at (608) 836-1616.
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Send a one-time wire (continued)

3 Next, complete Payee Financial Institution.

PAY E E  F I N A N C I A L  I N S T I T U T I O N

Institution Number Type — ABA = routing number. BIC =

SWIFT code (international only).

Institution Number — the routing number from the

wiring instructions.

Institution Name and Address — fill in automatically from

the Institution Number.

4 At the bottom of the form, add any details and select Submit.

M E S S A G E  A N D  OT H E R  B A N K S

Message to Beneficiary — any reference from the wiring

instructions, such as a property address or invoice number.

Receiving / Intermediary Financial Institution — use only if the

wiring instructions list an intermediary bank.

Need help? Questions about a wire? Please call us at (608) 836-1616.
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Send a one-time wire (continued)

5 You’ll be prompted for a one-time passcode. Enter the code from the Digipass app or your hard

token, then select Submit.

6 A message confirms the wire was successfully initiated.

7 If the wire needs approval from another user, everyone with approval access receives a

notification email.

Need help? Questions about a wire? Please call us at (608) 836-1616.
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Send a one-time wire (continued)

8 To approve, the approver signs in to Online Banking and goes to Wires › Wire Activity. Under

Pending Wires, select the magnifying glass to view the wire, or check the box next to it and select

Approve or Reject.

9 Once the wire is submitted and approved (if applicable), everyone with wire access receives a

notification email.
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