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Set Up New Payee 
Click on Business Banking → Business Admin  

 

 

 

 

 

 

 

 

 

Click on Payees 

 

 

 

 

 

 

 

 

 

Click on + Add New Payee 
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Choose whether the Payee is a Person or a Business, enter Full Name, and Add Address of Payee 

 

 

 

 

 

 

 

 

 

 

Click on Add Address, it will open up to enter the payee Address  
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Click on Add payment method 

 

 

 

 

 

 

 

Domestic Wire 
Choose Domestic Wire and add Bank (FI) information 

 

 

 

 

 

If an Intermediary FI is required, 

Click Add Intermediary FI and add Routing Number 

 

 

 

 

 

 

Enter Routing Number, Account Number,  

Nickname, FI Address 1, FI Address 2, (if needed) 
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FI Postal Code, FI City, State → Save 

 

 

 

 

 

 

 

 

 

After Payee is created, click on Business Banking → Business Wires 
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  Choose Payee from list 

 

Choose Funding Account 

Choose Company Name 

(if needed) 

 

Enter Amount to be sent 

 

 

Choose Effective Date 

 

Enter Purpose of Wire 

Enter any information to  

be included on wire 
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After entering all wire information, it will filter into the Payment Summary on right. 

Verify all information is correct, and click Confirm Payment 

Review and Submit → Double check wire information, and if correct →Submit 

 

 

 

 

 

 

 

 

 

 

 

For verification, you will need to receive a code to verify you are an authorized user 

 

 

Choose Text or Call  or 2FA App to receive your code 

 

Whichever method you choose will produce the options  

available for receiving the code 

Click Send Code 
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(Phone calls may come through as Potential Spam) 

Enter code and click Verify to complete wire  

 

 

 

 

 

 

 

 

If your wire is scheduled for a future date, you will be able to view it under Scheduled and completed 
wires will be visible under History  

 

 

 

 

 

 

 

Our eBanking team will complete a callback to verbally verify the wire information with an authorized 
person before completing the wire.  

Cutoff time for same day domestic wire submission is 3:00 p.m. 

Please contact Treasury Management if you would like to receive more training, or if you have any 
questions regarding Online Wire Transfers 

treasury@horiconbank.com or (920)643-7670 

 

 

 

mailto:treasury@horiconbank.com


Online Wire Transfer Creation Guide  Horicon Bank 

Page 8 of 11  Last Updated: 2/5/2025 

 

If your Submitted Online Wire requires Authorization 

 
If your submitted online wire requires an  

authorization from another user, let them  

know the wire is ready to be authorized.  

 
Upon logging in to Ascend, they will receive an  

alert that there is a wire to be authorized. 

 

 

 

 

 

To authorize the wire, click on View. This will be on the top of the Dashboard  
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This will take you directly to Business Banking → Authorizations  

 

 

 

Click on the wire under PENDING REQUESTS to view the wire information prior to authorization 

To authorize, click on the NEEDS AUTH box to add authorization and then the Authorize button 
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If you would like to see more information before authorization, click on Payees to view the Payee 
Information 

 

 

 

 

Find correct Payee in list, and click on it to view 

 

 

 

Click on the pencil icon on  

the right side of the Payee  

name to view Name and  

Address information 

               
               
               
               
               
               
               
               
          Click on the pencil icon on  

          the right side of Wire Payment 
          Method to view the routing and 
          bank information 
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Once everything is verified, click on Authorizations to go back to the authorization area  

 

 

 

 

 

 

 

 

 

Click the NEEDS AUTH box 

And then Authorize             
               
               
    

 

 

 

 

The wire is now complete and will show in the History  

 

 


