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a. 

a. 

Login  

Welcome Page   

User needs the Company ID and User ID provided by the bank or company administrative user.   
 

Company ID ï enter the Company ID that has been assigned to company. 

Value is case sensitive  

User ID ï enter the User ID that has been assigned to user. 

Value is case sensitive  

Tip: To expedite subsequent logins, select the Remember User ID checkbox before 

submitting Company ID and User ID.  

3. Forgot User ID ï Select this link to begin the process of retrieving the userôs ID if it was 

forgotten.   

4. Login Help ï Select this link to review the login help content.   

5. Download Security ï Select this link to begin the installation of the secure browser 

application. A user-specific activation key is required to complete registration of this 

application.  

6. Terms and Conditions ï Select this link to review online banking terms and conditions.  

7. Privacy Policy ï Select this link to review the online privacy policy.   

8. Contact Us ï Select this link to customer support contact details.   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
    

1. 

2. 
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Temporary Password Entry   

Users who have never logged in before, or users who have had their password changed by a 

bank or company administrator must submit their temporary password before creating a 

permanent and secret password.  

1. Password - Enter the temporary password provided by the bank or company 

administrator.   

a. Value is case sensitive  

2. Forgot Password ï Select this link to have a temporary password delivered.   

3. Login Help ï Select this link to review the login help content.  
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Permanent Password Creation   

After a temporary password has been entered and verified, the user is next prompted to create a 

permanent secret password.   

1. Old Password ï Re-enter the temporary password.   

2. New Password - Create a new Password. Ensure that the password complies with the 

requirements described under the field.  

3. Confirm Password ï Re-enter the new password to ensure no keying errors have been 

made.  

Tip: It is NOT recommended that users write down their password. However, if the password 

must be written, it should be stored in a secure location.   
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Forgot User ID  

If the User ID is forgotten, the user must identify themselves by submitting the email address 

associated with their profile. If the email address entered is recognized, credentials (Company 

ID and User ID) are sent using the selected delivery method.   

1. Email Address ï enter the email address saved for the forgotten User ID. 

2. Email ï select this option to have the Company ID and User ID associated with the email 

address delivered as an email. 

3. Text Message - select this option to have the Company ID and User ID associated with 

the email address delivered as an SMS text message. 

4. Login Help ï select this link to review the login help content. 
 

Tip: If the email address entered belongs to multiple user profiles, the Forgot User ID 

feature cannot be used. Instead, contact the financial institution for assistance.  

Tip: User must already have mobile phone number enrolled, and accepted terms and 

conditions to use the Text Message feature.  
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Miscellaneous Features   
These features are available throughout the online banking site.   

 

  
 

1. Bread Crumbs ï this feature displays the current progress made in a multi-step process. 

The Review page always offers an Edit option so that changes can be made before final 

submission.   

 
 
 
 
 
 
 

  

2. Hover ï throughout the online banking site, place mouse cursor over icons to view the 

icon meaning, or over masked accounts to view the unmasked account number.   
 

 
 
 
 
 

  

3. Paged Results ï search results display 10 at a time. When more than 10 results are 

available, select Prev to review previous pages one by one, Next to review subsequent 

pages one by one, or select a specific page number to jump to that page.   
 

 

4. Payment Icons  

 
a. Account Transfer    

5. Payment Status and Transfer Status icons  

 
a. Pending Approval    
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b. Canceled, Expired, Limits Exceed, Unsuccessful    

 
c. Pending Delivery, Scheduled    

 
d. Complete, Delivered    

 
e. Recurring Payment    

6. Repeat Transfer ï this feature is used to automatically recreate transactions in the future 

on a scheduled basis.   

a. Frequency ï use options below to define how often transactions generate.  

i. Daily  

1. Each business day ï select this option to allow transaction to 

automatically generate each banking day.   

2. Specific days of the week ï select this option to allow transaction to 

automatically generate on selected days of the week. Check the 

box beside desired days of the week.   

ii. Weekly ï select the day of the week the transaction generates.   

iii. Bi-weekly ï Bi-weekly Payments occur every two weeks, on the day of the 

week specified by user in the drop-down menu.  

iv. Semi-monthly ï Semi-monthly Payments can be sent on two calendar 

days of the month a user specifies in the drop-down menu, or users can 

choose two specific days of the week in the month.  

v. Monthly  

1. Choose the calendar day in the month ï select which date of the 

month the transaction generates.   

2. Choose the day of the week in the month - select which instance 

of a day of the week the transaction generates.   

vi. Annually ï select the date and month that the transaction generates.   

b. Duration ï use the options below to define how long transactions generate from 

this schedule.    

i. Until I cancel ï select this option to generate transactions forever until 

someone manually cancels the schedule.   

ii. Until a specified end date ï select this option, then select an End Date, to 

generate transactions until the date selected.   

iii. A specified number of transactions ï select this option, then enter a 

number, to define the total number of transactions that generate from 

schedule.   

c. Series Details ï use the options below to define when the schedule becomes 

active and provide a name.   

i. Start Date ï the date the series becomes active and is eligible to start 

generating transactions.   

1. First Payment Date and First Transfer Date - The date that the first 

payment will generate displays   
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2. The First Payment Date, listed below the Start Date field, indicates 

the first possible date on which a user can begin a recurring 

Payment.  

ii. Series Name ï A unique name used to identify a specific payment series.      

7. Reorder Columns ï drag and drop columns into preferred order  
 

 
 

8. Select Columns ( ) ï select this to customize which columns display.  
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9. View Details ( ) ï select this from a summary screen to view additional information 

available  

10. View in Ascending/Descending Order ï select the column header to sort the table by that  

column and apply ascending ( ) or descending ( ) order.   

  
 
 

 

Home/Dashboard  

 
  

The Dashboard is the landing page for Business Banking Direct and provides quick access to 

common tasks including viewing balances, transferring funds, and placing stop check payment 

requests.  

Bulletin Banner  

Bulletins provide users with pertinent information from the financial institution, such as payment 

cut-off time changes, planned maintenance, and security alerts. Bulletins ensure users see 

important information immediately upon login. Bulletins appear as one or more banners overlaid 
on top of the Dashboard.  

The bulletin subject and a preview of the bulletin content displays in each banner.   

1. Print ï select this option to print the bulletin content.  

2. Dismiss Bulletin  ) ï select this option to dismiss the bulletin. Once dismissed, the 

bulletin will no longer display on the home page. To review a dismissed bulletin, go to the 

Messages service.   

3. View Attachment ) ï select this icon to preview the content of attachments included 
with the bulletin, or to Print or Download the attachment.   

4. See More ï select this option to review additional bulletin content. If the content of a bulletin 

is lengthy, go to the Messages service to review the entire bulletin.   
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General Features - Widgets  
 

The Dashboard is configurable, with the ability to move, hide, and add widgets.   

 

1. Move Widget ( ) ï to move widgets, click and hold down the header bar of the widget 

(also known as ógrabbingô), shift the widget to the desired spot on the screen (also known 

as ódraggingô), then release the click (also known as ódroppingô).    

2. Hide Widget ( ) ï Select the X on the top right of the widget to hide it from the 

dashboard.   

3. + Add ï Retrieve widgets by selecting the + Add button that appears to the right of the 

Dashboard when a widget is hidden, and clicking the description of the removed widget 

to reinstate to dashboard. If the add button is not displayed, all available widgets are 

already shown.   

Widget Details  

1. Tasks ï Provides notification about tasks that require the userôs attention. Users only see 

tasks for actions they are allowed to perform. Select the task name to go directly to the 

screen where that action can be performed. Tasks include:  
a. Approvals Pending ï displays the number of payments that are awaiting approval   

b. Secure Messages ï displays the number of messages created by the user that 

have a reply by the financial institution waiting  
c. User Lockout ï displays the number of user profiles that are currently locked  

d. Missed Payments ï displays the number of payments that are expired because 

they were not approved  
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2. Balance Summary ï The sum of all accounts, per account type. Select an account type to 
access the Accounts screen and view more details.   

 

3. Account Snapshot ï Provides the balances of up to 5 accounts.   

 
a. Select Accounts ( ) ï select this to choose the 5 accounts to show in this 

widget.   
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4. Quick Transfer ï Quickly create an account transfer in 3 steps: 1) Create, 2) Review, 3) 

Complete.  
a. From ï select the account to debit.    

b. To ï select the account to credit.  

c. Loan Transfer Options ï if a loan account is credited, select how the payment will 

be applied.   

d. Amount ï enter transfer amount.   
 

e. Transfer Date - click the calendar tool ( ) to easily locate a date.   

f. Memo ï enter memo or reference information.  

g. Go To Transfers (    ) ï select this option to go to the Transfers screen to access 
all available account transfer features, including the ability to setup automatically 

recurring transfers and review historical and upcoming transfers.    
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5. Stop Checks ï Quickly create a stop check request in 3 steps: 1) Create, 2) Review, 3) 

Complete.  
a. Account ï select the account from which check was written.  

b. Check Number ï enter the check number   

c. Amount ï enter the dollar amount of the check.   
 

d. Date Written ï click the calendar tool ( ) to easily locate a date.   

e. Written To ï enter the name of the check recipient.  

f. Reason ï select the reason for the stop request.  

g. Go To Stop Checks ( ) ï select this option to go to the Stop Checks screen to 
access all available features, including the ability to submit a stop request for a 

range of checks and review historical requests.   
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6. Offers/Marketing ï displays products and services offered by the financial institution  
 

a. Go Back ( ), Go Forward ( ) ï select this option to review the previous or 

proceed to the next offer.  
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Accounts   

 
  

Review account balances, transactions, check images, and additional account activity details.  
 

Account Balances   

1. Select An Account ï choose an account to review its balances and transactions.   

2. Make Favorite ï select this option to make the current account the default account that 

displays when accessing the Accounts screen.   

Recent Transactions  

1. Search ï enter a key word, phrase, or dollar amount to quickly locate a specific 
transaction  

 
2. View Image ( ) ï select this to view image(s) associated with the transaction. If a 

check or reference number is available, it displays on the view image button.   

3. Stop Checks ï select this to access the Stop Checks screen with this account number 

populated in the Account field   

4. Transfer From ï select this to access the Transfers screen with this account number 

populated in the From field.  

5. Transfer To - select this to access the Transfers screen with this account number 

populated in the To field.  

6. History ï select this to access the Transaction Search screen for additional filtering and 

export options  
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Transaction Search  

Apply one or more filters, then select Search to quickly locate desired transactions.  

 
1. Back ( ) ï select this to go back to the main Accounts screen.  
2. Select An Account ï choose an account to review its balances and transactions.   

3. Transaction Date From ï select the date of oldest transactions to display.  

4. Transaction Date To ï select the date of newest transactions to display.  

5. Start Amount ï enter the lowest dollar amount transaction to display.  
6. End Amount ï enter the highest dollar amount transaction to display.  

7. Check Number From ï enter the lowest check number to display.  

8. Check Number To ï enter the highest check number to display.  

9. Transaction Type ï select the type of transactions to display.  
10. Actions ï select this to access print and export options.  
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Transfers  

  

Quickly schedule money transfers between accounts at the bank.   
 

1. From Account - click this field, search for and then select an account from the list. Funds 

will be withdrawn/debited from this account.  

2. To Account - click this field, search for and then select an account from the list. Funds 

will be deposited/credited into this account.  

3. Amount ï enter the dollar amount of the transfer.   
 

4. Transfer Date - click the calendar tool ( ) to easily locate a date. The earliest 

available payment date displays in the field by default.  

5. Memo ï enter memo or reference information for the transfer.   

6. Repeat Transfer - select this option to create a schedule for this payment to 

automatically repeat in the future.  
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Transfer Activity   

Select the Recent Payments tab to review and take action (approve, reject, cancel, reschedule) 

on transfers scheduled for delivery today, and review historical transactions. Select the 

Upcoming Payments tab to review and take action on future dated transfers.   

Activity Summary  
 

1. Transfer Date ï date of transfer.  

2. Transfer From ï the debit account.  

3. Transfer To ï the credit account.  

4. Amount ï dollar amount of transfer.  

5. Series Name ï the name of the recurring series that created the transfer. This field is 

blank for one-time payments.    
6. Print ï select this to print or download a PDF of payment activity displayed. Future dated 

transactions of a recurring series do not display a transaction ID.   

7. Export ï select this to generate a comma separated value (CSV) file of payment activity 

displayed.   
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Transfer Details  

1. Print ï select this to print or download a PDF of transfer details.   

2. Download ï select this to generate a comma separated value (CSV) file of transfer 

details.   

3. Transaction Processing Actions ï each transfer includes a processing details section 

above the Status History. Any action the user is eligible to perform on the transfer is 

presented here.   

a. Reject Transfer ï select this option to reject a Pending Approval transfer and send 

it back to the creator for editing.   

b. Approve Transfer ï select this option to approve a transfer  

c. Cancel Transfer ï select this option to cancel a transfer to ensure it is not 

processed.   

d. Edit Transfer ï select this option to update a future dated transfer, or reschedule 

an expired transfer. If transfer is from a recurring series, this edit option updates 

only this single payment.   

e. Edit Series ï select this option to make changes to all future transfers created by 

this recurring series.   

f. Cancel Series ï select this option to cancel all future transfers created by this 

recurring series.   
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Stop Checks  

  

Submit a Stop Check request to render a check void and prevent it from being paid.  
 

Individual Check  

1. Account- click this field, search for and then select an account from the list. This is the 

account the check is written from.   

2. Check Number ï enter the check number to stop.  

3. Amount ï enter the amount on the check.   

4. Date Written ï enter the date on the check.   

5. Written To ï enter the payee on the check.   

6. Reason ï select the reason for the stop request.   
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Recent Stop Checks  

1. Check ï enter a check number, then select Search to filter results in table below.  

2. Account - click this field, search for and then select an account from the list. Select 

Search to filter results in table below.  

3. Created ï date of stop check request.  

4. Transaction ID - the unique identifier created for the stop request.   

5. Check ï the check individual number or range of checks in the stop request.   

6. Account ï the account the check is written from.   

7. Date Written - the date on the check. This field is always blank for a range of checks.   

7. Amount ï the amount of the check. This field is always blank for a range of checks.  

8. Reason ï select the reason for the stop request.  

9. Written To - the payee on the check. This field is always blank for a range of checks.  
 

 

Stop Check Details  
 

1.   Pr int - select this to print or download a PDF of stop request details  
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Alerts  

  

Enable alerts about account balances, payment status updates, and security notifications. 

Review email and text message delivery attempts.   

To set alert delivery method, go to Edit My Profile.  
 










































