
How to Modify a Recipient 

1. Click Commercial, then select Recipients. 
 

 
 

2. Click the three dots under the Actions column for the appropriate recipient, then 
select Edit. 
 

 

 
 



3. A pop-up window will appear confirming that due diligence has been completed 
prior to changing any information. 
 

 
 

4. Edit the necessary information, then click Save Recipient. 
If account information needs to be updated, click the three dots next to the account 
and select Edit or Remove before saving. 
 

 

 

 

 


