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DirecFunds, LLC Standard of Procedures Manual 

 

All content included in this Standard of Procedures Manual including text, graphics and images is 
the property of DirecFunds, LLC. The collection, arrangement and assembly of all content is the 
exclusive property of DirecFunds, LLC. You may not copy, reproduce, distribute, publish, display, 
perform, modify, create derivative works, transmit or in any other way exploit any part of 
copyrighted material without permission from DirecFunds, LLC. 
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DirecFunds Company Account Request & Setup

To begin the review process for your organization and access DirecFunds services, a 
Company Administrator must request an account. 

Step 1: Company Administrator Registration 

1. Navigate to the DirecFunds Portal at Portal.DirecFunds.com. 
2. Select "Register Account" at the top of the page. 

 

 Understand the documents needed in order to register an account and when ready, 
click Begin Registration 

 

 Read the important information regarding the opening of your account and click 
acknowledged to begin 

The Company Administrator must provide the following information to set up their profile: 

 Your company's name and any names you are doing business as 
 The nature of your company 
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 The North America Industry Classification System (NAICS) Code for the industry  
you operate in 

 

 The primary address for your business. 

 

 The company's incorporation type, country of incorporation, and the country of 
primary business. 

 The company's tax identification number. 

 

 The company's projected annual revenue. 
 If the company is publicly traded, the company's ticker and the name of the 

exchange it is traded on. 
 If the company is Customer Identification Program (CIP) exempt. 
 If the company provides money services such as check cashing, issuing traveler’s 

cheques, or money transmission. 
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 The contact information for the Beneficial Owners or a Control Person. 

 

 Create a primary administrator account 
o Ability to add and update users, branches, bank Accounts, and billing 

information. 
o Manage user disbursement permissions for bank account and branches. 

(including your own permissions) 
o Manage the company's disbursement approval requirements. 

 

 Add the contact information for the person who is authorized to sign the MSA with 
DirecFunds. 
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 Agree and digitally sign the attestation that all information supplied is correct. 

 

 Review your registration details and make any edits if needed. 

 

 

Congratulations! Your initial account is now set up. Please review the next steps. 

 

 Log into your email account to begin the next steps 
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 Click on the link and enter the Confirmation Code from the email. When 
completed, click Submit Code to continue. 

 

 Enter all information required for the Control Person 

 

 Agree and digitally sign the attestation that all information supplied is correct. 

 

DirecFunds is now setting up your new account. 
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Step 2: Sign In and Complete Setup 

1. "Sign In" to continue the registration process. 

 

2. The first section will prompt you to set up your Billing Information:  

 

3. Click the "Continue to Register New Account" button. 

 

Step 3: Add Branch Locations (If Applicable) 

Your organization's Main OƯice is now configured. If you have additional locations: 

 You may now add more Branches to your account. 
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Step 4: Add Bank Account Information 

The next crucial step is to add your organization's bank account details for transactions. 

 Enter the Routing Number. The Bank Name will be automatically populated if the 
number is valid. 

 Enter the Account Number. 
 Choose a Type for the account (e.g., "Main Checking," "Payroll Account"). 
 Type in the Beneficiary Name. 
 If you have multiple Branches, you can select which branches this account is 

assigned to. 

 

Add any additional Bank Accounts as necessary. 
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Review and Edit Account Information 

All Company Account information can be reviewed and edited at any time by clicking on 
the "Gear Icon" and selecting from the displayed list of options. 
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DirecFunds Disbursement: Wire Payments Guide 

This guide outlines the process for initiating and approving wire transfer disbursements 
within DirecFunds. 

 

Section 1: Personnel Authorizations & Roles 

EƯective management of disbursements relies on clear roles and separation of duties. 

 Role Assignment: Users (those who request disbursements) and Approvers (those 
who authorize them) are designated by the administrator. 

 Role Management: An administrator can change the status or roles of personnel. 
 Segregation of Duties: To ensure proper controls, an individual cannot 

simultaneously be both an Initiator and an Approver. 
 Self-Approval Restriction: An individual cannot approve a disbursement they 

themselves initiated. This separation of duties enhances security and prevents 
fraud. 

 

 

Section 2: Initiating a Wire Disbursement 

To create a new wire transfer request: 

1. Click the "Request Disbursement" button. 
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o Note: If the user is not assigned to any escrow accounts, this button will be 
grayed out and inactive. 

2. The Disbursement Portal will open, requiring "Disbursement Information" and 
"Transaction Information." 

A. Disbursement Information: 

o Select a Branch: Choose the relevant branch from the dropdown menu. 
o Select a Bank Account: Choose the specific bank account associated with 

that branch from the next dropdown. 
 Note: Funds can only be processed from either a Checking or Money 

Market Bank Account. 
o Select Payment Type: From the dropdown, if you choose "Wire Transfer." 

This will reveal a new field: "Wire Instructions." 
 Note: Ther is a $1 Million dollar maximum for FEDNOW and RTP. There 

is no maximum amount for Wire and ACH. 

B. Transaction Information: 

o Enter Amount: Input the disbursement amount. 
o Select Transaction Purpose: Choose the appropriate purpose for the 

transaction.  
 Note: If this is a repeat recipient, select them directly from the 

provided list. 
o Enter Routing Number: Input the routing number. The system will 

automatically look up and verify the bank name.  
 Note: If the Routing Number is unknown, you will need to manually 

enter the bank's information. 
o Enter Account Number: Provide the recipient's account number. 
o Enter Account Beneficiary: Input the name of the account beneficiary. 

 

As you add Transaction Information, a blue verification bar will extend, indicating increasing 
data completeness. While the disbursement can be sent at this stage, it is highly 
recommended to proceed with "Recipient Information" for enhanced fraud prevention.  

C. Recipient Information (Recommended for Fraud Prevention): 
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o Payee Type: Select whether the payee is a person or a business. 
o Name: Enter the recipient's full name or business name. 
o ID: Enter the Social Security Number (for individuals) or business Tax ID (for 

businesses). 
o Full Address: Enter the complete address, including city, state, and postal 

code.  

 

 Note: Providing more information in this section significantly 
strengthens fraud protection. 

D. Enhanced Verification & Submission: 

o Recipient's Email Address: Enter the recipient's email for additional 
verification. 

o Recipient's Phone Number: Enter the recipient's phone number for 
additional verification. 

o Click the "Create Pay Out" button.  

 

 Note: At this point, you can add additional disbursements if needed. 
3. Reviewing Created Disbursements: 

o As disbursements are created, they are added to a list at the bottom of the 
page. 

o Click the "Add Another Pay Out" button to continue adding more 
disbursements to this list. 

o Once all disbursements are entered, click the "Request Disbursement" 
button to commit the data and submit them for approval. 
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4. Pending Disbursements Table: 
o The submitted disbursements will now appear as multiple entries on the 

"Pending Disbursements" table. 
o Each disbursement will have its own record in the grid. 
o Selecting "Edit" next to a specific disbursement will allow you to modify its 

information before approval. 

 

 

Section 3: Approving a Wire Disbursement 

An assigned Approver will receive both an email and text message notification one hour 
after a User generates a pending disbursement. 

1. Access the pending disbursement (typically via a link in the notification or by logging 
into the portal). 

 

2. Carefully review all "pay in" and "pay out" information to ensure accuracy. 
3. Review the recipient information. 
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4. Select "Approve" to authorize and send the disbursement, or "Reject" if any errors 
are found or the disbursement is not authorized. 

1. Note: The Sender will receive both an email and text message 
notification that their payment has been received by the Recipient. 

 

 

✓ PayoƯ has been approved and sent! 
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DirecFunds: Account Validation Subscription 

For a nominal subscription charge, DirecFunds oƯers access to our Anti-Fraud Platform 
specifically for validating bank accounts without initiating a wire transfer. 

Organizations subscribed to this service will find an additional option on their navigation 
bar. 

 Note: The default assigned branch for validation will be the originating branch of the 
user who added it. 

  

 

Using the Account Validation Tool 

1. Select "Payment Verification" located at the top of the page. 
2. Complete Transaction Information: 

o Enter Amount: Input the transaction amount (even for validation purposes). 
o Select Transaction Purpose: Choose the appropriate purpose from the 

dropdown. 
o Enter Routing Number: Input the routing number. The Bank Name will be 

automatically looked up and verified.  
 Note: If the Routing Number is unknown, you will need to manually 

enter the Bank information. 
o Enter Account Number: Provide the account number. 
o Enter Account Beneficiary: Input the name of the account beneficiary. 
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As you add Transaction Information, a blue verification bar will lengthen, indicating 
increasing data completeness. While basic verification can be performed at this stage, for a 
more robust outcome, it is strongly recommended to continue with the Recipient 
Information. 

3. Enter Recipient Information (Highly Recommended for Success): 
o Payee Type: Select whether the payee is a person or a business. 
o Name: Enter the recipient's full name or business name. 
o ID: Enter the Social Security Number (for individuals) or business Tax ID (for 

businesses). 
o Full Address: Enter the complete address, including city, state, and postal 

code.  
 Note: The more information you provide, the higher the validation 

success rate. 
4. Initiate Validation: 

o Press the "Verify Transaction" button. 

 

Validation Results 

The validation process will result in either a "Success" or "Failure" message: 

 ✓ Success: A positive message will display, confirming successful validation. 
 ✗ Failure: A negative message will display, indicating a validation failure. If this 

occurs, please check the accuracy of the information provided and/or fill in any 
empty fields, then attempt verification again. 
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DirecFunds Disbursement: Consumer Funding Guide 

This guide outlines the process for initiating a Request for Consumer Funding within 
DirecFunds. 

 

Section 1: Personnel Authorizations & Roles 

EƯective management of disbursements relies on clear roles and separation of duties. 

 Role Assignment: Users (those who request disbursements) and Approvers (those 
who authorize them) are designated by the administrator. 

 Role Management: An administrator can change the status or roles of personnel. 
 Segregation of Duties: To ensure proper controls, an individual cannot 

simultaneously be both an Initiator and an Approver. 
 Self-Approval Restriction: An individual cannot approve a disbursement they 

themselves initiated. This separation of duties enhances security and prevents 
fraud. 

 

 

Section 2: Initiating a Request for Consumer Funding 

To create a new funding request: 

5. Click the "Request Consumer Funding" button. 
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o Note: If the user is not assigned to any escrow accounts, this button will be 
grayed out and inactive. 

6. The Request Portal will open, requiring "Consumer Information" and "Target Escrow 
Information." 

A. Consumer Information: 

o Enter Amount: Input the disbursement amount. 
o Enter the Consumer’s Full Name 
o Enter the Consumer’s Phone Number: Must be able to accept text 

messages. 
o Enter the Consumer’s Email Address 
o Enter a Message to the Consumer: This is an optional message. 

B. Target Escrow Information: 

o Select Branch: Choose the appropriate branch for the transaction.  
o Select Escrow Account: Choose the appropriate escrow account for the 

transaction.  
o Click the "Request" button.  

 

7. Pending Requests Table: 
o The submitted requests will now appear as multiple entries on the "Pending 

Disbursements" table. 
o Each request will have its own record in the grid. 
o Selecting "Resend" next to a specific request will allow you to resend its 

information for Consumer needs. 

 


