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Step 1: Set up an Interac e-Transfer profile for your
business Memberships
To make sure that your business can benefit from Interac’s e-Transfer
features, like sending transfers, create a profile for each Membership under
your business account. Then, you can set various permissions for each
Membership’s Interac e-Transfer profile.
Notes:
• If you need help setting any of this up, call 1 (866) 592-2226 and select option 3.
• You need administrator access in order to set up Memberships Interac e-Transfer profile.

Go to the Admin page and then select the Maintenance tab.

From here, select Interac e-Transfer Profile.
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Step 1: Set up an Interac e-Transfer profile for your
business Memberships (cont.)
Then, select the Membership you want to register with Interac and create a
profile for.

Continues on next page.
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Step 1: Set up an Interac e-Transfer profile for your
business Memberships (cont.)
Fill in the Membership’s name, email address, and phone number, as well
as how you prefer to receive notices, to create the Interac e-Transfer profile.
Select Save.

You will see your new sender profile.
Success! Your profile has been saved.

Once the profile of your business Membership is registered with Interac,
you can ensure that users on the account have the appropriate permissions.
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Step 2: Edit Interac e-Transfer permissions
To allow authorized employees to send Interac e-Transfers, or Add or Edit
Recipients, you will need to edit their permission settings in Online Banking.
Note: You need administrator access in order to edit user permissions.
Go to the Admin page and select the Maintenance tab.

From here, select User Maintenance.

Continues on next page.
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Step 2: Edit Interac e-Transfer permissions (cont.)

On the User Maintenance page, go to the
Select an action dropdown menu beside
the user you want to grant or change
permissions for and choose Edit. This will
take you to the Modify a User page, where
you can grant the selected user permissions
specific to e-Transfers:
• Managing e-Transfer Recipients: The ability to add or edit your Recipients
list.
• Interac Email/Mobile Transfers: The ability to send e-Transfers in which the
recipient is notified via email or mobile message that they can deposit the
funds that have been sent to them.
• Interac Account Transfers: The ability to send e-Transfers via account
number, which are deposited directly into a recipient’s account.

Continues on next page.
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Step 2: Edit Interac e-Transfer permissions (cont.)
When you grant a user permission to send Email/Mobile Transfers or Account
Transfers you also need to set transaction limits and specify whether or not
an approval is required.
Note: Selecting any of the Interac e-Transfer permissions will allow the user to
access the feature. Users will not have access (even in a view-only capacity) if
there are no Interac e-Transfer permissions enabled.

Set up multi-factor authentication for approvers
Any users with Approver permissions need to have multi-factor authentication
set up in order to approve and send Interac e-Transfers.
• In order to set up multi-factor authentication for the first time, you will be
required to download the Twilio Authy app on your device. Once you have
downloaded the app, please call 1 (866) 592-2226 and select option 3.
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Step 3: Add a recipient
To send money, you first need to add recipients. Go to the Transfers page
and select Interac e-Transfer. Then, select Add/Edit Recipients.

The Recipients page will show you all your existing recipients. If you don’t
have any, the page will be blank. Select Add Recipients to continue.

Continues on next page.
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Step 3: Add a recipient (cont.)
First, select the Membership the recipient is connected to. Then, add the
recipient’s name as well as their email address and/or phone number (you
will need to provide at least one since it will be the method Interac sends
the recipient notices. Next, select how you want to notify the recipient of the
e-Transfers you send them – either by email, mobile phone, or both – using
the Send Notices By drop down menu.

Next, select how you will route future transfers to this recipient. The method
of transfer you save to the recipient profile will dictate how they receive
money each time you select them as a recipient (unless you edit their profile
information).
You have two options:
1. Email/Mobile: The recipient will be notified by Email or Mobile (depending
on which method you choose) and they will need to go through the process
for depositing the transfer in their desired financial institution after receiving
the notification.
2. Account Number: The recipient can provide you with their banking
information and get the transfer deposited directly into their account of
choice.

Continues on next page.
For more ways to bank from home, visit

MeridianCU.ca/BusinessBankAnywhere

Step 3: Add a recipient (cont.)
EMAIL/MOBILE
If you select Email/Mobile as your transfer method you will be presented
with the option to set a Security Question and Answer that will be used when
sending e-Transfers to this recipient. Create a question and answer that isn’t
easy to guess. It’s a good idea to agree on a question and answer with your
recipient before you send the e-Transfer. Add your security question, then
enter the answer and confirm the answer again.

When you’re done, select Review to continue.

Continues on next page.
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Step 3: Add a recipient (cont.)
ACCOUNT NUMBER
If you select Account Number, you will need to enter the recipient’s banking
information (including transit number, institution number, and account
number). All transfers to this recipient will be deposited directly into this
account.

When you’re done, select Review to continue.
Quick tips!
It’s best to get the banking information directly from the recipient.
The transit number will always be 5 digits and the institution number will always be
3 digits. This information can usually be found online for major Canadian financial
institutions, or your recipient can find this information on their cheques, or by logging in
to their financial institution’s online banking.
The account number can be anywhere from 6 to 12 digits.
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Step 4: Review and save recipient
Review the information you’ve added for this recipient. You can edit this
information by selecting Edit.

If all the information is correct, select Save.

Your recipient has now been added and will appear in your list on the Your
Recipients page. You can edit a recipient’s information or security question
any time by selecting edit or remove them from your e-Transfer recipients list
by selecting delete.
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Step 5: Send an e-Transfer
Navigate back to the Interac e-Transfer page by selecting the Transfers
page and choosing Interac e-Transfer.

Under Select an option, choose Send Money.

Start by selecting the Membership.

Continues on next page.
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Step 5: Send an e-Transfer (cont.)

Once you select the Membership, the recipient list will populate.
Choose the Recipient from the drop down list. You don’t need to choose how
to send the transfer because that is already set-up in their recipient profile.
You will see the transfer type saved for this recipient after you select them.
If a recipient’s profile specifies a transfer type that you don’t have permission
to access, they won’t appear in this list.
Next, fill in the transfer details.
In the From Account field, use the drop down list to select which Meridian
account the funds will come out of.
In the Amount field, enter the amount of money you want to send.
Note: If you are sending via Email/Mobile and you entered a security question and answer
when you originally added this recipient, Security Question will populate under Transfer
Type if the recipient is set up to receive funds via account number.
If the recipient is set up to receive funds via account number, a message will be shown
under “Transfer Type” indicating that the funds will be deposited directly into the recipients
account.
If you haven’t set up a security question and answer for this contact, and they do not have
auto deposit enabled, you will need to add a security question and answer to complete the
transfer. Those details will automatically be saved to that recipient’s profile.
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Step 5: Send an e-Transfer (cont.)

You also have the option to attach a message to the e-Transfer – for example,
a description of what the payment is for. Enter your message in the Message
field.
You also have the option to “Add Transfer Details” to send to the recipient
along with the funds. To add these details, select Yes. You can choose which
details to add in the next step of the transfer.
Select Next to continue.

Continues on next page.
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Step 5: Send an e-Transfer (cont.)
If you chose to add transfer details, you can add payor details, payee details,
and document details to the transfer. This can help you reconcile transactions
with less reliance on paperwork, streamlining your records.
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Step 6: Review and confirm e-Transfer
Review the e-Transfer information before confirming and sending. You can
edit any of the details of the e-Transfer by selecting Edit, or you can cancel
the e-Transfer by selecting Delete or Cancel.
If all the information is correct, select Submit.
Your e-Transfer has been sent to an Approver for their review and approval.
Multi-factor authentication
If you have Approver status you will be required to complete multi-factor
authentication before sending the transfer. The authentication method will
depend on how you first set-up multi-factor authentication. The default (and
recommended) method is to use the Authy app on your mobile device.

Continues on next page.
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Step 6: Review and confirm e-Transfer (cont.)
Another option is to receive an SMS/Voice call with a verification code that
you will need to input into the online banking platform to validate your
identity.

You only need to authenticate yourself once for each online banking session
– after that, you can complete as many transfers within that session as your
permissions allow. If you log out or your banking session times out, you will
need to authenticate yourself again in order to complete a transfer.
Once you have completed authentication, select Submit on the Review and
confirm e-Transfer step.
The success message should indicate the transfer was sent, as there is no
approval required.

For more ways to bank from home, visit

MeridianCU.ca/BusinessBankAnywhere

Step 7: Track and cancel e-Transfers
Navigate back to the Interac e-Transfer page by selecting the Transfers
page at the top and choosing Interac e-Transfer.

Under Select an option, choose View History to view the last three e-Transfers
you sent and received.

If an e-Transfer has been sent, but not yet deposited, you have the option
to re-notify the recipient. You can also cancel the e-Transfer by selecting
Cancel.

Continues on next page.
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Step 7: Track and cancel e-Transfers (cont.)
Under Status, you can see the status of each e-Transfer. Select the status of
an e-Transfer to review its details, such as when the transfer was sent and
when it was deposited.
In each section (Sent and Received), you can select See Complete History to
review your entire history of e-Transfers.
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