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SECTION 2 OF 5 - RECIPIENTS & PAYEES

Recipient Overview

A recipient is any person or company that receives payments from your business. Set up a profile once, then
include that recipient in as many payments and templates as you need.

Finding the Recipients Page

In the Business Banking tab, click Recipients.

Recipients

(F) Add new recipient

* earch reciplents

Mame Emad Address Mumber of Accounts Actions

123456789 1

123456789 (TESTING ACH Litd) 1

The Recipients page lists each recipient with their email address and number of accounts.

What You Can Do Here

® See each recipient's name, email address, and number of accounts

® Sort the list by display name, number of accounts, or email address using the arrows in the column
headings

® Use the three-dot menu in the Actions column to edit or delete a recipient, or to view payment history

Note: To add a recipient, use the guide that matches the payments you plan to send: ACH only, ACH and
wire, domestic wire only, or international wire only.

Full guide reference: p. 30.
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