The co-operative bank
good with money

Beneficiaries

Beneficiaries are individuals or businesses into whose bank accounts you wish to make regular or one-off payments.

Business Online Banking allows you to create and save beneficiary details, meaning the information is available when you wish to make repeat payments.
This avoids the need to re-enter the beneficiary details and authenticate each repeat payment with your security token, saving you time.

The following options are available:
¢ add beneficiary
¢ heneficiary search

¢ advanced search.
Add beneficiary

To add details of a new beneficiary, from the home page select Beneficiary from the left-hand menu then Add Beneficiary. The following screen will appear.
You need to complete three sections of information about the beneficiary.

1. Beneficiary details

The first section is for the contact details of your beneficiary.
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e Enter the beneficiary details in the appropriate fields.
¢ Fields marked * are mandatory.

¢ The Beneficiary Access Type will default to Global and the Beneficiary Payment Type will default to Local. These values should not be changed.



2. Payment level details

The second section is for information on the beneficiary’s payment level details.
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¢ Scroll down the page using the arrows on the right-hand side of the screen to reach the Payment Level Details section.

e Use the top field to enter a payment reference which will appear on your statement and the beneficiary’s statement. This reference can be
up to 35 characters long. The other three fields will not appear on your statement but can be used for your own reference information.

3. Account details

The third section is for the beneficiary’s bank account details.
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Scroll down the page to reach the Account Details box.

Enter the Beneficiary Sort Code and Account Number. The bank must be based in the UK.

Click Find Bank to populate the beneficiary bank’s address details.

Fields marked * are mandatory.

Once you have completed the details click Add.

You will then need to authenticate the new beneficiary information you have added using your security token.
e Follow the on-screen instructions for authentication.

Please note: The number you enter into your security token during the authentication process should end with the last four digits of the beneficiary’s
account number. If it does not, please do not proceed with the transaction and contact Business Online Banking support on 0845 601 9938
(lines are open 8am-8pm Monday to Friday and 9am-12pm Saturday).



Beneficiary search

To check beneficiary details and edit or remove beneficiary details from Business Online Banking, from the home page select Beneficiaries from
the left-hand menu then Beneficiary Search. The following screen will appear.
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e Select the beneficiary by ticking the box on the left.
¢ To delete the beneficiary details click Remove Beneficiary.
¢ To change the beneficiary details click Edit.

¢ To edit the details you will need to use your security token for authentication.
Advanced Search

To search for a particular beneficiary, from your home page select Beneficiaries from the left-hand menu then Advanced Search on the right.
The following screen will appear.
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e Enter the details of the beneficiary you are searching for in the appropriate fields. Fields marked * are mandatory.

e Once you have completed the beneficiary details click Search.

¢ You then have the option to Remove, Print or Edit the beneficiary details.
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