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Learn how to efficiently set up and manage new payment recipients within your
commercial banking dashboard. This guide provides step-by-step instructions for
entering required contact details, account information, and payment settings to

streamline your business transactions.

1. To create a new recipient, select the "Business Banking" menu and then select

"Recipients".

GULF CAPITAL \}

FDIC, #01C insursd - Backed by the full faith and crodit of tne LS Government

Home

Transfers & Payments

Priority Accounts

Awailable: $2¢
Settings o
L Messages 3 :
Avaliab $21.64
» LogOff < k21
R $2.00
T L s ot
T
[ \
| ' \
1 \
N
"

Business Banking

PAYMENTS & TRANSFERS

$  Payments 02 Recipients

Create & manage recipients of

commercial payments

Tax Payments

Pay federal or state taxes

BUSINESS MANAGEMENT

Al reports on

1B

@ Reports Q2 Users
Access PDF, CSV, and 0-3 Manage permiss

online banking activity

If you need additional assistance, please contact our Client Services Team at (713)999-8875.
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2. Please note that a recipient is an individual or company which may be either
debited or credited via ACH or Wire. To add a recipient, click the "Add recipient"
button.

GULF CAPITAL \E
Good Afternoon,

FDIC #0iCinsured - Backed by the full faith ond crodit of the LS. Gowrnment

Recipients

3. Enter the "Display Name". This is the value that is used when searching for the
recipient when linking to a commercial payment or template. Enter the
recipient's "Email Address". This is required if the "Send email notification for
template payments" option is going to be selected. The "Send notifications for
template payments" option generates an email to the recipient at the time the
ACH or Wire is processed. The email does not contain confidential information.
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If you need additional assistance, please contact our Client Services Team at (713)999-8875.
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4. The "Payment Type" indicator designates what transaction type or types the
account is eligible for.

Messages Accounts (1)

= -

Account Type Account *

Financial Institution (F1) ACH Routing Number *

Beneficiary FI

Name * Country * FI ABA Number *
Physical Address 1 (No PO Boxes) * Physical Address 2 (No PO Boxes) Cty *
State * Postal Code *

-

5. The "ACH Only" option will display only fields corresponding with ACH. Enter the
recipient's "Account Type" and "Account" number. Enter the "Financial
Institution" name or "ACH Routing Number" corresponding with the recipient's
account number in the "Financial Institution" search box. Select the desired
institution.
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Log ¢
i Payment Type
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Recipient Details '
Wire Name * ACH Name * ACHID w

If you need additional assistance, please contact our Client Services Team at (713)999-8875.
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6. Select the "Refined Search" option to search for a Financial institution by city

and/or state. This is an optional step.
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7. The "Wire Only" option will display only fields corresponding with wires. Enter the

recipient's "Account" number. Enter the "Financial Institution" name or routing
number corresponding with the recipient's account number in the "Financial
Institution" search box.

screen.

Account *

Beneficiary FI

Name *

Physical Address 1 (No PO Boxes) *

State *

Intermediary FI

Name

Physical Address 1 (No PO Boxes)

State

Financial Institution (FI)

Country *

Physical Address 2 (No PO Boxes)

Postal Code *

Country

Physical Address 2 (No PO Boxes)

Postal Code

This will populate the "Beneficiary FI" fields listed on the

Fl ABA Number *

Clty *

Wire Routing Number

City

= Wl

If you need additional assistance, please contact our Client Services Team at (713)999-8875.
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8. The "ACH and Wire" option will display fields corresponding with both ACH and
Wires. Complete any remaining required fields.

Account Type Account *

Financial Institution (FI) ACH Routing Number *

Beneficiary FI

Name * Country * Fl ABA Number *

Physical Address 1 (No PO Boxes) * Physical Address 2 (No PO Boxes) City *
State * Postal Code *

Intermediary Fl

Name Country Wire Routing Number

Physical Address 1 (No PO Boxes) Physical Address 2 (No PO Boxes) City

Stats, Postal.Code.

. ‘ il

9. Click the check mark when complete.

Beneficiary Fl

Name * Country * Fl ABA Number *

Physical Address 1 (No PO Boxes) *

State *

Intermediary Fl

Name

Physical Address 1 (No PO Boxes)

State

Physical Address 2 (No PO Boxes)

Postal Code *

Country

Physical Address 2 (No PO Boxes)

Postal Code

City *

Wire Routing Number

City

mal

If you need additional assistance, please contact our Client Services Team at (713)999-8875.

5



GULF CAPITAL L

10. Select "Add account" to add an additional account.

o Messages Accounts (1)

Log O

I

I

)

! Recipient Details

|

: Wire Name * ACH Name *

)

|

|

| Country Physical Address 1 (No PO Baxes) *
City * State *

Templates (0)

ACH ID

Physical Address Z (No PO Boxes)

ZIP*

11. Enter the "Wire Name" and "ACH Name". These are the values that are inserted
into the ACH and Wire files. If the recipient will not be allowed for ACH or Wires,
leave the corresponding field empty. Enter the "ACH ID" which is the recipient ID
in the ACH file, if desired. Complete all remaining required fields. Click "Save

Recipients" when complete.

Messages Accounts (1)

Recipient Details

Templates (0)

Wire Name * ACH Name *
Country Physical Address 1 (No PO Boxes) *
City * State *

ACHID

Physical Address 2 (No PO Boxes)

zp*

Cancel

-

If you need additional assistance, please contact our Client Services Team at (713)999-8875.
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