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To send an ACH or Wire, use the 
Transfer & Payments menu, then the 
Payments link.

For assistance please call us at (800)788-4580 or email us at GTMSCustomerService@bankofhope.com
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Select New Payment 

For assistance please call us at (800)788-4580 or email us at GTMSCustomerService@bankofhope.com

To send a one-off payment, select 
New Payment. The payment types 
you have access to will be shown.
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Choose the correct SEC code.

First you must choose the correct SEC 
code.

For assistance please call us at (800)788-4580 or email us at GTMSCustomerService@bankofhope.com
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You can enter information in the 
Company Entry Description, such as:

• PPD: for a payroll deposit
• CCD: for a commercial vendor 

deposit
• WEB: for consumer payments 

initiated through the internet
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Subsidiaries can be setup 

For assistance please call us at (800)788-4580 or email us at GTMSCustomerService@bankofhope.com

Subsidiaries can be setup to allow you to 
change the originating company for the 
payment.



Bank of Hope - Internal Use Only
Q2 Advisory Services

The Account will default to the 
account set-up on file. This field will 
not apply.

For assistance please call us at (800)788-4580 or email us at GTMSCustomerService@bankofhope.com
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Select the Effective Date

For assistance please call us at (800)788-4580 or email us at GTMSCustomerService@bankofhope.com

Select the Effective Date, which is the 
date the payment will be received, 
not the Process date which is the 
money will be withdrawn.
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Select the Recurrence schedule if you 
want more than one payment.
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Select a Recipient

Next, select a Recipient.

For assistance please call us at (800)788-4580 or email us at GTMSCustomerService@bankofhope.com
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Expand the Row

For assistance please call us at (800)788-4580 or email us at GTMSCustomerService@bankofhope.com

Complete the recipient details
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Set the amount you want to pay

For assistance please call us at (800)788-4580 or email us at GTMSCustomerService@bankofhope.com

Set the amount you want to pay.
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Select Show or Hide Recipient

For assistance please call us at (800)788-4580 or email us at GTMSCustomerService@bankofhope.com

Select Show or Hide Recipient to see 
Recipient details.
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Notify the Recipient

For assistance please call us at (800)788-4580 or email us at GTMSCustomerService@bankofhope.com

You can choose to Notify the 
Recipient via email.
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Add an Addendum

For assistance please call us at (800)788-4580 or email us at GTMSCustomerService@bankofhope.com

You can add an Addendum.
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Add another Recipient 

You can add another Recipient if you 
choose.

For assistance please call us at (800)788-4580 or email us at GTMSCustomerService@bankofhope.com
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Add multiple Recipients 

You can add multiple Recipients at 
one time if you choose.

For assistance please call us at (800)788-4580 or email us at GTMSCustomerService@bankofhope.com



Bank of Hope - Internal Use Only
Q2 Advisory Services

Select the Recipients you want and click Add

Select the Recipients you want 
and click Add.

For assistance please call us at (800)788-4580 or email us at GTMSCustomerService@bankofhope.com
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You can add a new Recipient if you choose.

For assistance please call us at (800)788-4580 or email us at GTMSCustomerService@bankofhope.com

Add a new Recipient
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Enter a Display Name and email 

Enter a Display Name and email 
address if you choose.

For assistance please call us at (800)788-4580 or email us at GTMSCustomerService@bankofhope.com
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Select the Account Type, add the account number and select 
the FI. 

Select the Account Type, add the 
account number and select the FI. 
The Routing Number will be 
populated for you.

For assistance please call us at (800)788-4580 or email us at GTMSCustomerService@bankofhope.com
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Click the tick mark when you are done.

Click the tick mark when you are done.

For assistance please call us at (800)788-4580 or email us at GTMSCustomerService@bankofhope.com
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Complete the recipient details
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You can complete the Recipient 
Details if you choose, or default 
values will be used if you leave the 
fields blank.

For assistance please call us at (800)788-4580 or email us at GTMSCustomerService@bankofhope.com
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Use the Recipient without saving, or Save Recipient 

You can use the recipient 
without saving or save 
recipient for future use.

For assistance please call us at (800)788-4580 or email us at GTMSCustomerService@bankofhope.com
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Draft or Approve 

You can either Draft or Approve the 
transaction, depending on your 
rights.

For assistance please call us at (800)788-4580 or email us at GTMSCustomerService@bankofhope.com
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In this case we Drafted the payment.

Note: when the icon is green, the 
transaction is complete.

When the icon is yellow (as here), 
there are extra steps required.

When the icon is red, the transaction 
has failed and something needs to be 
fixed before another transaction can 
be started.

For assistance please call us at (800)788-4580 or email us at GTMSCustomerService@bankofhope.com
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Activity Center tracks all transactions that happen online. 

For assistance please call us at (800)788-4580 or email us at GTMSCustomerService@bankofhope.com

Activity Center tracks all transactions 
that happen online. 

You can Approve the transaction from 
here, amongst other actions.

You may not have been the person 
who Drafted the transaction.
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You can Upload From File

ACH Collection file type would include 
the following SEC types if authorized to 
process (PPD,CCD, TEL and WEB)

For assistance please call us at (800)788-4580 or email us at GTMSCustomerService@bankofhope.com
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Existing Mappings are shown.

For assistance please call us at (800)788-4580 or email us at GTMSCustomerService@bankofhope.com

Upload file data will be added to the 
recipient section for validation 
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Create new Mappings 

For assistance please call us at (800)788-4580 or email us at GTMSCustomerService@bankofhope.com

Once file has been validated draft for 
approval process.
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ACH Collections and Payroll follows 
the same workflow.

For assistance please call us at (800)788-4580 or email us at GTMSCustomerService@bankofhope.com
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You can make a payment using a file

You can make a payment using a file:

5 column CSV containing name, 
account number, routing number, 
account type and amount

Or

A NACHA formatted file

For assistance please call us at (800)788-4580 or email us at GTMSCustomerService@bankofhope.com
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You can make a payment using a file

You can make a payment using a file:

5 column CSV containing name, 
account number, routing number, 
account type and amount
Or
A NACHA formatted file

For assistance please call us at (800)788-4580 or email us at GTMSCustomerService@bankofhope.com
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Select the file and Upload it.

Select and Download a sample file 
and file specification if processing an 
.csv file format

For assistance please call us at (800)788-4580 or email us at GTMSCustomerService@bankofhope.com
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Select the file and Upload it.

Click on New Mapping to upload ACH file

For assistance please call us at (800)788-4580 or email us at GTMSCustomerService@bankofhope.com
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Select the file and Upload it.

Confirm file parameters and continue

For assistance please call us at (800)788-4580 or email us at GTMSCustomerService@bankofhope.com



Bank of Hope - Internal Use Only
Q2 Advisory Services

Select the file and Upload it.

Select system fields and continue

For assistance please call us at (800)788-4580 or email us at GTMSCustomerService@bankofhope.com
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Select the file and Upload it.

Confirm questions and continue

For assistance please call us at (800)788-4580 or email us at GTMSCustomerService@bankofhope.com
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Enter the payment details

For assistance please call us at (800)788-4580 or email us at GTMSCustomerService@bankofhope.com

Confirm the ACH Type, Company 
Entry Description, account, 
Subsidiary (if required), Effective 
Date and Company Entry 
Description.

If you want to be certain that the 
file contains the right payments, 
Draft it first then review in 
Activity Center.
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See all of the recipients 

You can see all the recipients and the 
amount they will be paid in Activity 
Center.

Approve it if your file is accurate or 
Cancel the transaction.

For assistance please call us at (800)788-4580 or email us at GTMSCustomerService@bankofhope.com
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With ACH Pass Thru, you can upload 
any correctly formatted NACHA file.

Note: ACH Pass Thru uses Process 
dates and not Effective Dates.

For assistance please call us at (800)788-4580 or email us at GTMSCustomerService@bankofhope.com
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With ACH Pass Thru, you can upload 
any correctly formatted NACHA file.

Note: ACH Pass Thru uses Process 
dates and not Effective Dates.
A message will appear indicate file is 
uploading

For assistance please call us at (800)788-4580 or email us at GTMSCustomerService@bankofhope.com
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Once file has been validated and 
successfully uploaded the above 
message will appear and the file will 
be available to edit, draft or approve

For assistance please call us at (800)788-4580 or email us at GTMSCustomerService@bankofhope.com



Bank of Hope - Internal Use Only
Q2 Advisory Services

The file is now available to edit, draft 
or approve

For assistance please call us at (800)788-4580 or email us at GTMSCustomerService@bankofhope.com
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Visit us at Bankofhope.com Business Banking for additional information

https://www.bankofhope.com/business-banking

For assistance please call us at (800)788-4580 or email us at GTMSCustomerService@bankofhope.com

https://www.bankofhope.com/business-banking
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