
BUSINESS 
ONLINE
BANKING
USER GUIDE

This guide provides step-by-step
instructions to help you manage your

business banking with confidence.

Use it to learn how to access your
accounts, send messages, make transfers

and payments, manage users, set alerts,
and find support when you need it.
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First Time Login

Step 1: 
your enrollment email and select Join

Step 2: Username and Password
select Sign in and re-

Step 3: about setting up two- and select Get 
Started

  

Step 4: Once you have completed the two-step
s
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Account Recovery

Banking provides self-service recovery options to help restore 

Step 1: Select Forgot Password on the login p

Step 2: 
must 

Step 3:

Email Option:
Select

Text Option: select the link in the

Step 4:
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Dashboard
The Dashboard is your starting point in Business Online Banking

review recent 
common tasks like transfers and

Default Layout

1: Accounts – the last four digits of each account 

2: Quick Actions – 

3: Transactions – recent activity across your accounts

4: Messages – conversations alerts

5: Bill Pay – 

6: Transfers – scheduled transfers or start a 

7: Support – support 
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Organize Dashboard 

Step 1: Select the three-dot icon on
the right side of the section
then select Organize Dashboard
can also scroll to the bottom of the 
page and select Organize Dashboard

Step 2: Drag each card to the desired 
a card to the 

it from the 

select X When you are 
Done

Organize Accounts

Step 1: Select the three-dot icon on 
the right side of the section
then select Organize Accounts

Step 2: Drag each account into the 
preferred order Save
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Account View
let you choose how accounts appear

easier to view account information in the format that works best for you

Select the three-dot icon on the right side choose one of the 
available view options:

• Compact: Displays accounts in a single
Up to three accounts appear at a

• Expanded: Displays accounts in two

• Totals: Groups accounts such

the total

Messages
provide a secure way to communicate with the bank account

service-related updates

Start a Conversation

Step 1: 
to the 

card and select
the Start a conversation
icon

OR select Messages from
the left then 
choose Send us a 
message or Start a 
conversation
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Step 2: Type your

+ to 
attach transaction 

other supporting 
you 

are select 
Send

Accounts
your Business 

Account Information
Select an account from the Accounts page or from the Dashboard to view account 
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1: Download account activity in details

2:

3: additional features and actions available for the selected

4:
-

Transaction Details
Select a transaction to view more details and manage related

1. tag to help organize and

2. notes to include helpful details or
reminders with the transaction

3. check images or upload
a related image such as an invoice or

4.
secure conversation with the bank if you
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Transfers 
Transfers make it easy for authorized users to move money between eligible accounts 
within your organization
Online Banking

Submit a Transfer 

Step 1: Select Transfer Make a Transfer from the Transfers 
Transfer

Step 2: Select the From and 
To

More 
options
select Submit
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Edit or Delete a Transfer

Step 1: Go to the 
Transfers card on the 
Dashboard or open the 

select the transfer you 

Step 2: Update the transfer 
details or select the trash can

Statements and Notices
Statements and Notices provide secure electronic access to eligible account documents 

Statements Enrollment/Changes

Step 1: Select Statements and 
Notices
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Step 2: Select the settings icon in the upper-

Step 3: Select the pencil

Step 4: Select your preferred 
delivery method and enter the 
email address where statement 

added if other users need to 
receive electronic statement 
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Step 5: Select Save Preferences
steps for any additional accounts you want to 
enroll in paperless statements or update in the 

Stop Payments
Stop Payments allow authorized users to or a 
range of checks directly through service fee will 
display generally remain active for 

changed with 
please contact the bank by phone or secure message

Place Stop Payment on a Check or Check Range

Step 1: Stop Payments

Step 2: 
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Step 3: 

Alert Preferences

Set up Balance, Transaction, and Cash Management Alerts

Step 1: Alert Preferences
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Step 2: 
Balance

Transactions Deposits

Balance Alert

+ Add alert

then select 
Add alert.

Transaction Alert

+ Add alert
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Add alert.

Card Management Alerts 

rd
card where you want to add or 

Select the card to view the available 

option that best matches the alert 

select the delivery method for the 

Add alert or Save to update your 

Note: These
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Account Settings 

Step 1: 

Settings

Step 2: 
available settings and choose the 

Rename:

Display Options:
whether the account and activity 
appear in Business Online 

Alerts and Cards:

card alerts for the selected 

Payments 
Note: Payments from the navigation 

Bill Pay
Bill Pay lets you pay a business or person from an eligible account in Business Online 
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Enroll in Bill Pay

Step 1: Select Bill Pay

Step 2: Select Enroll and follow the prompts to 

Add a Payee

Step 1: Select Bill Pay
then select + New payee

Step 2: Company

Step 3: Select Submit

Edit or Delete a Payee

Step 1: Go to Bill Pay and select the Payees
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Step 2: Select the payee you want to 
Edit

Step 3: Update the payee information and select 
Save Changes trash can icon to 

Pay a Single Bill or Person

Step 1: Select Pay a Bill or Pay 
a Person from the Dashboard or 
the Bill Pay
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Step 2: Select the payee you want to 

Step 3: Select the account to pay 

To set a recurring payment or schedule 

More options
select Submit

Pay Multiple Bills

Step 1: Select Pay a Bill from the Dashboard or the Bill Pay

Step 2: Select the Multiple
then select the +

Step 3: Select the account to pay 

Select Review and pay
Submit payments

Scheduled payments can be 
reviewed from the Dashboard or the 
Bill Pay
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Edit or Delete a Payment 

Step 1: Go to the Bill Pay card on the 
Dashboard or open the Bill Pay

Step 2: Select Edit to update the 
payment details or select the trash can

Positive Pay
Positive Pay helps protect your business by allowing authorized users to submit issued 

Enter Issued Items Manually

Step 1: Select Positive Pay

Step 2: Select + Add checks Add your checks manually
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Step 3: 

select Void

Step 4: Select Save and enter 
another if you have more checks to 

Review checks when 

Approve to 
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Step 5: 
issued items appear on 
the Positive Pay 
dashboard in a Pending

Review & 
approve

select Approve
select Done

Create an Issued Items Upload Format

Step 1: Select Positive Pay

Step 2: Select Manage 
templates +
sign to create a new upload 
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Step 3: 

Delimited format:

Fixed position format:

Step 4: Select Review Save
Done
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The new template will be listed 
on the Manage Templates page 
and can be edited or deleted at 

Upload an Issued Items File 

Step 1: Select Positive Pay

Step 2: Select + Add checks
then choose the upload format 

Step 3: Select the account the 

Submit

Step 4: 
appears on the Positive Pay dashboard 
in a Pending Review & 
approve
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Approve
select Done

will show as Successful

Work Check Exceptions

Step 1: Select Positive Pay

Step 2: Select Work check exceptions
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Step 3: 
Submit

Work ACH Exceptions

Step 1: Select Positive Pay

Step 2: Select Work ACH exceptions

Step 3: 

Submit
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View ACH Filter Rules 

Step 1: Select Positive Pay

Step 2: Select 

ACH 
Note: Payments from the navigation 

ACH

Create a Batch Manually

Step 1: Select ACH
from the navigation 

Step 2: Select 
Create ACH
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Step 3: 
Batch name and 
select the ACH 
company that will 

Then select Create 
batch

Step 4: SEC 
code Entry description Discretionary 
data
select Add recipients

Step 5: 

Save 
recipient
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Step 6: Select Create batch
then select Done

The batch will appear on the Active tab in a Ready

Initiate a 
Batch

Upload a NACHA File

Step 1: Select ACH

Step 2: Select Upload ACH
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Step 3: Browse 

Upload

The batch will 
appear on the 
Active tab in a 
Ready

Note:
and choose Edit

Initiate a Batch

Edit or Delete a Batch 

Note:

Step 1: 
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Step 2: 

1. Select the three-dot icon to delete the
batch

2. Select Edit to update batch details
3. Select Recipients

update recipient information

Initiate a Batch

Step 1: Select ACH from the 

Step 2: Select a batch in a Ready
Review and initiate
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Note:
authorized user may need to approve or 

Batch will appear in 

Step 3: Select the 

Frequency

select Reset amounts to $0.00 after 
processing Initiate

Done

The batch will appear on the Active tab in an 
Initiated Ready

Note: Batches in an Initiated status may be uninitiated until the 
Un-initiate a Batch section for more 

Initiate Multiple Batches 

Step 1: Select ACH from the navigation 

Step 2: Select the Bulk Action

Initiate
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Step 3: 
date
account
choose whether to reset 

Initiate 
batches

Done

The selected batches will 
appear on the Active tab in an 
Initiated

Un-initiate a Batch 

Step 1: Select ACH from the navigation 

Step 2: Select the batch in an Initiated
Uninitiate

The payment will return to a Ready status and 
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History 

Select the History

Wires
Note: Payments from the navigation 

Wires

Create a Wire

Step 1: Select Wires

Step 2: Select Create wire
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Step 3: Wire name
Add 

creditor

Step 4: 
Creditor 

Details

Step 5: 

select Find institution
Save
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Step 6: 
any notes that should accompany the 

Save as 
template

Note:

Step 7: Select Create wire
Done

Step 8: The wire will 
appear on the Active
tab in a Ready

appear on the 
Templates
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Edit or Delete a Wire 

Step 1: Select the wire from the 
Active or Templates

Step 2: Select the trash can icon to 
Edit to update 

Initiate a Wire 

Step 1: Select Wires from 

Step 2: Select the wire 
from the Active or 
Templates

Step 3: 
Review and Initiate
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Step 4: 

Select Initiate

Step 5: Done

The wire will appear on the Active tab in an Initiated

History 

Select the History
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Reports

Saved eports to help you review and manage account information in 

Prior Day:
Current Day:
Activity:

Summary:
EDI:

Positive Pay:

Saved Reports:

Prior Day
Select Summary d
select Details Account

Update   
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On the Details screen select Update to display the and select the three-dot icon
(…) 

Current Day
Update

Activity
Use the Activity

the three-dot
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Summary 
Use the Summary

EDI 
Use the EDI
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Positive Pay 
Use the Positive Pay

Saved Reports 
Use the Saved Reports
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Support 
The Support

Administration 

Create a New User

Step 1: in the bottom left corner
select Manage Business

Step 2: Select + Create user
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Step 3: First 
name Last name Email 
address
appropriate User role The 

User:
permissions and account 
access but cannot manage 

Viewer: -only access 

Admin:
permissions and account 

Select Create user
asked to authenticate before 

Step 4: 
accounts the user should 

Done Enable 
accounts
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Step 5: 
from the following options: 

Send email invite: Sends the user a link to set 

account access can be updated later from the 

Edit permissions:
entitlements and account access before sending 

Done: Sends the invite and allows you to edit 

Step 6: you selected Edit permissions: 

1. Select set permissions to
modify global entitlements for

2. Toggle on an account to give

3. Select an account to adjust
permissions at the account
level  if 

4. Select Invite to send the
user an email to set up their

5. Select the arrow to return to

See the Editing or Deleting a 
User section for more 
information about updating 
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Step 7: The new user 
will appear as Pending
on the Business 

Their status will update 
to Active after they set 
up their login 

Note:

Editing or Deleting a User 

Step 1: 
select Manage Business

Step 2: Select the user you want 

Step 3: Select the three-dot

Edit user:

Hold account access: Temporarily prevent the user 

Send password reset: mail the user a link to reset 
their password

Delete user:
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Step 4: Select Set 
permissions to update 

vary depending on your 
 The full 

list of entitlements 
available are below: 

ACH 

Enable: 
this feature for the

View ACH: 
Daily ACH limit: 
Initiate ACH: 
Initiate same day ACH: 

Full ACH control: 

o Edit/delete ACH control:
Full edit/create: 
Partial edit: 

None: 
Recurring ACH: 

o

o Restricted batch access: 

o Import recipients: 

o Batch delete: 

Bill Pay 

Enable: 
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Card Management 

Enable: 

Documents 

Enable: 

Positive Pay 

Enable: 
Upload Positive Pay: 
Work Positive Pay: 
Download Positive Pay: 

Work ACH Exceptions:  user to 

Reporting 

Enable: 

Stop Payments 

Enable: 
View Stop Payment: 
Add stop payment: 

Transfers 

Enable: 
Transfer limit: 

User Management 

Enable: 

Wires 

Enable: 

elect the back arrow  

Step 5:  

Step 6:  
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Step 7: 
select Invite

Step 8: Select the back arrow to return to 

Unlock a Locked User 

Step 1: Manage Business

Step 2: Select the 

Step 3: Select Unlock
and review the 

Note:
I’m Done
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Reset a User’s Password 

Step 1: Select your 

Manage Business

Step 2: Select the user 
who needs a password 

Step 3: Select the three-dot Send 
password reset link

Settings & Alerts

Step 1: -
Personal Settings
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1. Photo: Select the
pencil icon to upload or

2.
Select Edit preferred

to update
how your name displays
in Business Online

3. Email:
company administrator
to update the email

4. Phone:

Note:

Security 
1. Password: Select Edit

to change your

your company
administrator if your
username needs to be

2. Passkey sign in:
Select Add Passkey to

device supports

be able to use a
passkey instead of
entering your
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3. Connected apps:

4. Direct Connect:

5. Two-

6. Recently used devices:
Remove -

Alerts 

Activate an Alert 

Step 1: Select the alert category 

Step 2: Select the alert you 



© 2026 

54

Step 3: Turn the available 

Setting Alert Permissions for Other users

Step 1: -left 

Step 2:
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Step 3:

Step 4:

Need help?




