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In order to transfer funds to an account outside Mercantile
new external account. This will ensure the ability to transfer funds to the external 
account by integrating it into one, simple location.

To Add an External Account:

Services Add an External Account

Click on the Add External Account tab.

1.

2.

3.

Enter the Account Number 
spaces provided. These numbers can be located towards the bottom of a paper 
check.

From the drop-down menu, choose the Account Type

.

Click Continue. You should then receive micro deposits in 2-3 business days 
deposited to the external account to show the process has been initialized. Once 
you see that you have received these deposits, go to the Verify External Account
tab to enter the amounts and activate your external account.
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Click on the Verify External Account tab.

1. To begin, click Submit. You will be directed to a new window.

2. Select the Account you would like to verify.

3. Enter the amounts of the micro deposits that you see in your external account. 

4. Click Submit.

Once you have made a request to add an external account, check the history of that 
account and locate the two “micro” deposits that have been made. You will then be 
asked to provide those amounts which will verify the ability to make transfers and 
prove ownership of the outside account. 

To Verify an External Account:

Services Verify an External Account
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Once you have added and verified an external account Online Banking also enables you to 
transfer funds to your external accounts. 

To Transfer Funds:

Transactions External Funds Transfer

Click on the Funds Transfer tab. 

1. Select the accounts that you wish to transfer funds From and To using the drop-
down menus. 

2. Enter the dollar amount and date to process the transaction. 

3. (optional) If you wish to setup a recurring transaction, click the checkbox Make 
this a recurring transaction. New input �elds will appear and you will need 
to specify the frequency and date range for this transaction. You can choose to 
make this transaction Repeat Forever by checking the box under frequency.

4. When you have �nished entering all of the needed information, select Transfer 
Funds.

5. 

If you close this box, you will need to go 
to the Activity Center and approve the 
transaction before it will be processed.

 
 

A Secure Access Code is required to complete the transfer. Select ‘View In
Activity Center’ to proceed.
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To Approve External Transfer:

Transactions External Funds Transfer

Go to the Activity Center within the Transactions tab.

1. Find the transfer and go to the Actions link on the right

2. Choose Approve.

3. 

4. 

5. 

A con�rmation box will appear asking you to con�rm the approval. 
Click Confirm to proceed.

You must then choose how you would like to receive the Secure Access Code.

Once you have received the code, enter it and choose Authorize.




