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Login 
First Time Login 
1. Go to URL: https://snb.olbanking.com/corporate/auth/login 

 

2. Enter the Company ID field – this will be provided by the bank in an email. 

3. Enter the User ID field – this is your existing User ID from Business Online Banking. 

4. The Password field will then be displayed.  Enter the temporary password supplied by the bank or your company 
Administrator. 

 

5. Select Login. 
  

https://snb.olbanking.com/corporate/auth/login
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6. The user will be prompted to create an Authentication PIN.  This PIN will be used at login and reverification for 
ACH and/or Wire Transfer creation/approvals. 

 

7. Select Next in the bottom right-hand corner. 

8. The user will be prompted to select an image and create a phrase that they will easily recognize at login. 

 

9. Enter a Phrase. 

10. Select an image.  Use the drop-down menu under Select Category for additional images. 

11. Select Save in the bottom right-hand corner. 
Note: All users will be set up to receive their one-time passcode (OTP) via email. You will receive an email 
containing a one-time password each time you log in or during re-verification.  
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Dashboard 
The Dashboard will display Accounts, Account Groups, Bulletins, Messages, Notifications, Approval alerts, and 
Exception alerts. 

The widgets can be moved in different order by selecting the gear icon on the far right-hand side of the page. 
Old: 

 
New: 

 

By selecting options from the main menu heading, the user can receive more details on: 

• Bulletins 

• Messages 

• Notifications 

• Locked Out User 
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The user may also use the Menu icon at the top of the screen to navigate to other features. 
Old: 

 
New: 

 

 

Selecting an account By Account Type will allow the user to drill down to additional balances for each account in 
that group.   

 
Note: Users can change the layout of the Quick View screen by selecting the Card View or Table View options. 
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1. Once a group is selected the user will be brought to the Quick View screen. 

 

2. Enter search criteria to locate additional transactions. 

3. The user can also select other Account Types by clicking on the Account Type name links. 

4. From the upper right-hand section, the user may select Make my Default View, Print and Download. 

 
Note: The user can also navigate by selecting Quick View, Transaction Search, eStatements and Account Groups 
links from the name menu. 
Note: If you download an Account Type the user must also select an option in the Select Type screen before 
downloading. 

5. Select an account and additional transaction details will be displayed. 
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6. Once an account is selected, in the upper right-hand section, the user may Transfer funds, Download, Search 
and move to the Balance and Transaction Reporting. 

 

7. On the right-hand side of the screen, the user may select individual accounts by account type or group to view 
balance and transaction details. 

 

8. To the far right-hand side of the screen is the Navigation to other features and Resources documents. 

 
Note: Under Resources users can find a User Guide that will walk through each module step-by-step.  
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9. The user may also do a quick ACH, Wire Transfer or Account Transfer for the Dashboard screen. 

 

10. Select Pay to enter an ACH Payment or Wire Transfer. (Depending on user entitlements.) 

 

11. Select Transfer to enter an Account Transfer. (Depending on user entitlements) 
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12. From the Menu icon at the top of the screen the user may navigate to: 

• Dashboard 

• Account Information 

- Quick View 

- Transaction Search 

- eStatements 

• Account Statements 

• Account Analysis Statements 

• Returned Deposited Items 

- Account Groups 

- Zelle 

• Stop Payments 

- Stop Payment Activity 

- Request Stop Payment 

• Payments 

- Payment Activity 

• Current Activity 

• Future Payments 

• Payment History 

• Recurring Transfer 

• Approvals 

- Account Transfer 

- ACH Payments 

• New ACH Batch 

- Wire Payments 

• New Wire Transfer 

• Manage Wire Template 

- Tax Payments 

• New Tax Payment 

- Payees 

• Manage Payees 

• New Payee 

• Reports 

- ACH Detail Report 

- ACH Notifications of Change Report 

- ACH Returns Report 

- Balance and Transaction Reporting 
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- Transaction Groups 

- Wire Detail Report 

• Positive Pay 

- Check Positive Pay 

• Issue Entry 

• Issue Activity 

• Decision Items 

• Decision Activity 

• Administration 

- Company Overview 

• Accounts 

• Payments 

• Services 

• Communications 

- Audit Services 

- Users 

• File Transfers 

- File Imports 

• ACH 

• Wires 

• My Settings 

- My Profile 

• Contact Information 

• Credentials 

• Channel Settings 

- My History 

- Alert 

- Bulletins 

- Subscriptions 

- Secure Browser 
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Account Information 
Quick View 

1. From the main Menu select Account Information > Quick View. 

 

2. The Quick View screen will be displayed. 
Old: 

 
New: 
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Note: From this page the user may also access Transaction Search, E-Statements and Account Groups from the 
page main menu. 

3. The user can change the view from Card View to Table view by selecting the button. 

4. Under Search Account the user may use the drop-down menu for Select View, Select Group, search by Account 
Number of Account Name. 
Note: Enter the first couple of numbers for letters in the Account Number of Account Name fields and matching 
criteria will be displayed. 

5. One the right-hand side the user may select Make my Default View, Print, Download or collapse the Search box. 

6. Under the account types a user may select any account to drill into additional detail. 
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Transaction Search 

1. From the main Menu select Account Information > Transaction Search. 

 

2. The Transaction Search screen will be displayed. 
Old: 

 
New: 

 
3. Enter the following fields: 

• Account Number – this is a required field.  Start to enter an account number and matching items will display. 

• Date From – will default to the current days date, use the calendar icon to select alternate date 

• Date To – will default to the current days date, use the calendar icon to select alternate date 

• Amount From – optional field 
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• Amount To – optional field 

• Check Number From – optional field 

• Check Number To – optional field 

4. Select the magnifying glass to search. 
5. Transactions matching the search criteria will be displayed. 
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e-Statements 

1. From the main Menu select Account Information > E-Statements. 

2. The E-Statements screen will be displayed. 
Old: 

 

 
New: 

 
3. Enter the following fields: 

• Statement Type – this is a required field.  Start to enter a statement type and matching items will display. 

• Amount Number – this is a required field. Start to enter an account number and matching items will display. 
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4. The Search Period field will be displayed. 

 
5. Use the drop-down menu to select the appropriate time period.  
6. Select the magnify glass to search. 
7. A list of matching criteria will be displayed. 

 

8. Select the right arrow to view/print the statement. 
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Account Group 

1. From the main Menu select Account Information > Account Groups. 

 

2. The Account Groups screen will be displayed. 

 
3. In the Search Group field enter a group name and matching criteria will be displayed. 
4. Select Create Account Group on the right-hand side to create a new group. 

• The Create Account Group screen will be displayed. 

 
• Select the appropriate radio to Set as Default (web) or Set as Default Mobile. 

• Select Expand All to see a list of all of the accounts. Select the account(s) to be in the group.   
Note: Select +Display all Account to see a list of all accounts and select appropriate ones for the group. 

5. Select Save. 
  



 

 19 

6. The new group will display on the main screen. 

 
7. Select Edit on the right-hand side to make edits to the group. 
8. Select the ellipsis to: 
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Zelle 

1. From the main menu, select Account Information > Zelle. 

 

2. The Zelle Get Started screen will be displayed. Follow the prompts to enroll. 
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Stop Payment 
Stop Payment Activity 

1. From the main menu, select Stop Payments > Stop Payment Activity. 

 

2. The Stop Payment Activity screen will be displayed. 
Old: 

 
New: 
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3. Enter any of the following fields: 

• Check Number 

• Transaction Number  

• Amount 

• Requested From date 

• Requested To date 

4. Select a Status from the drop down menu. 

5. Select the Search icon on the far right-hand side to display a list of matching criteria. 

6. Use the drop-down arrow next to the search icon for additional search options. 
Note: If using the Search Option the user must clear out the search criteria when done with the search otherwise 
the criteria will continue to stay in place and override any other search criteria entered. 

7. Under the Action column use the drop-down menu to Cancel or do No Action. 
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Request Stop Payment 

1. From the main menu, select Stop Payments > Request Stop Payment. 

 

2. The Request Stop Payment screen will be displayed. 
Old: 
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New: 

 
Note:  Users can select the Notify Me option to receive an email or Text Message when the Stop Payment is 
complete. 

3. Select an Account Number by clicking on the search icon or entering the account number or account name. 

4. The users’ Company Name, Contact Name and Phone Number will automatically display, but may be edited. 

5. The Memo field is optional. 

6. Enter the following fields: 

• Check – Check number 

• Date Written 

• Amount 

• Written To 

• Reason (use the drop-down menu) 

7. Use the + sign on the far right-hand side to add more Stop Payments. 

8. Select Request Stop Payment to submit request. 
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Payments 
Payment Activity 
CURRENT ACTIVITY 

1. From the main menu, select Payments > Payment Activity > Current Activity.  

 

2. The Current Activity screen will be displayed. 
Old: 
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New: 

 

3. Each column will display the amount of the transactions in that category. The user may click on the amount to 
display those items to review or edit using the Edit button. 

4. Use the Current Activity Detail search to search for specific transactions. 

5. By clicking on the arrow to the right of each transaction the user may view additional details. 

6. Users with the ability to approve will see the following options: 

• Approve 

• Release 

• Approve/Release 

7. The user may also Print and Download from the middle right-hand side of the screen. 

8. The user may also change screens by using the main menu. 
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FUTURE PAYMENTS 

1. From the main menu, select Payments > Payment Activity > Future Payments. 

 

2. The Future Payments screen will be displayed. The calendars will display all the future dated transactions for 
Account Transfer, ACH and Wire Transfer. 

 

3. By clicking on a transaction, additional details can be viewed and edited. 

 
Note: Use the Search section to display specific types of transactions on the calendar. 
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4. Users with the ability to approve will see the following options: 

• Approve 

• Release 

• Approve/Release 
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PAYMENT HISTORY 

1. From the main menu, select Payments > Payment Activity > Payment History. 

 

2. The Payment History screen will be displayed.  

 
Note: If the Payment History screen appears blank select the Search option in the upper right hand side to select 
a date range. 

3. A listing of all transactions will be displayed. Use the Search feature to locate specific item(s). 

• Use the Type drop-down menu to select the type of transaction. 

• Use the Show From and Show To calendars to select the date range. 

• Transaction Number is optional. 

• Use the Status drop-down menu to select a status. 

• Enter an amount in the Amount field. 

4. The user may also Print and Download from the middle right-hand side of the screen. 

5. By clicking on the arrow to the right of each transaction the user may view additional details. 
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RECURRING TRANSFERS 

1. From the main menu, select Payments > Payment Activity > Recurring Transfers. 

 

2. The Recurring Transfer screen will be displayed.  
Old: 

 
New: 
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3. A listing of all transactions will be displayed. Use the Search feature to locate specific item(s). 

• Use the Type drop-down menu to select the type of transaction. 

• Use the Status drop-down menu to select a status. 

• Name is optional. 

• Enter an amount in the Amount field. 

4. Click the Edit button to make changes. 

5. By clicking on the arrow to the right of each transaction the user may view additional details. 

6. Use the drop-down arrow next to the edit button to Cancel or Delete the transaction. 

 

7. The user may also Print and Download from the middle right-hand side of the screen. 
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APPROVALS 

1. From the main menu, select Payments > Payment Activity > Approvals. 

 

2. The Payment Approval & Release screen will be displayed.  

 

3. The middle menu will display how many transactions are in each category. 

• Pending Approval 

• Pending Release 

• Pending Approval & Release 

4. A list of transactions in various statuses will be displayed. 

5. Select the Transaction Info link to view additional details on the transaction. 

6. Use the Search feature to search for specific transactions. 

• Use the Transaction Period drop-down menu to select a time frame. 

• Use the Product Type drop-down menu to select the type of transaction. 

• Transaction Number is optional. 

• Enter an amount in the Amount field. 

• Import file – If a payment was created through importing a file, enter any portion of the name of the file name 
to search for the file. 
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7. To the far right-hand side use the ellipsis to select additional options. 

 
• View – View additional details on the transaction 

• Edit – Edit information on the transaction 

• Cancel – Cancel the transaction 

8. Users with the approval entitlement can select and approve/release transactions. 
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Account Transfer 

1. From the main menu, select Payments > Account Transfer. 

 

2. The Account Transfer screen will be displayed. 
Old: 
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New: 

 

3. In the From Account field click on the box for the accounts to display. 

4. Enter the Amount. 
Note: Select the + Add Account to add additional account transfers. 

5. In the To Account field click on the box for the accounts to display. 

6. The Memo field is optional. 

7. The Transfer Date will default with the current day’s date. Use the calendar icon to select a future date. 

8. The user can set up Notification Options. 

9. Select Request Transfer. 

10. A confirmation screen will be displayed. 
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11. Review the information and select Confirm. 
Note: The user can Cancel to delete the Account Transfer of Edit to make any corrections. 

12. A confirmation message will be displayed. 
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ACH Payments 
NEW ACH BATCH - FREEFORM 

1. From the main menu, select Payments > ACH Payments > New ACH Batch. 

 

2. The New ACH Batch screen will be displayed.  

 

3. As the user works through setting up the ACH batch the progress bar will display. 

4. Select Free Form. 
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5. Select an ACH Company from the list provided. 
Old: 

 
New: 

 

6. Select whether the batch will be: 

• Mixed Credits and Debits 

• Debits Only  

• Credits Only 

7. Select a Batch Type: 

• Business 

• Individual 

8. Select the SEC code from the drop-down menu for the type of payment being made. 

9. Select Next in the lower right-hand corner. 
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10. The ACH Batch Detail screen will be displayed. 

 

11. Enter the Company Entry Description, example: payroll. 

12. Use the Payment Date calendar to select the effective date. 

13. The user may opt to exclude $0.00 entries at time of submission. 

14. Under the Payee heading enter a payee’s name and a list of matching criteria will be displayed. 
Note: Payees must be setup under prior to being used in a batch. This can be done from the Payee Maintenance 
module or by clicking on Create New Payee in the middle right-hand corner of this page. 

15. The Account will auto-populate. If the payee has more than one account setup for ACH use the drop-down menu 
to select the appropriate account. 

16. Enter the Amount in the amount field. 

17. The Addenda field is optional. 

18. The Add Remittance field is optional. 

19. The X will delete this transaction. 

20. Add remaining payees.  

21. Select the Notify Me next to Notification Options to receive an alert on the status of the ACH Batch. 

 

22. Once the batch is complete, scroll to the bottom of the page and select Request Batch. 
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23. The review screen will be displayed. 

 

24. Select Confirm in the lower right-hand corner. 

25. Depending on user entitlements you may be prompted for your PIN or Token Code. Select Generate. 

 

26. Enter your passcode. 

 

27. Select Submit. 
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NEW ACH BATCH - TEMPLATE 

1. From the main menu, select Payments > ACH Payments > New ACH Batch. 

 

2. The New ACH Batch screen will be displayed.  

 

3. As the user works through setting up the ACH batch the progress bar will display. 

4. Select Template. 

5. A list of templates will be displayed. 
Old: 
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New: 

 

6. Select the appropriate template. 

7. The Template ACH Batch screen will be displayed. 

 

8. Enter the following fields: 

• Company Discretionary Data 

• Optional: Exclude $0.00/empty items during batch submission 

9. Edit any of the following fields is available: 

• The user may exclude a payee by clicking on the checkbox in front of their name 

• The user may edit any payee information by clicking on the pencil icon next to their name 

• If the payee has more than one Account the user may use the drop-down menu to select a different account 

• The user may change the Amount 

• The user may add Addenda or Remittance information 

10. Under Select Payees the user may add additional payees to this batch. 
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11. Under the Recurring Options heading the user may set up the batch as a recurring. 

 
- Select the Recurring Option button 

• Enter the recurring option information 

 

12. Under the Notification Option heading select the Notify Me button. 

 

13. The user may select their notification preferences. 

 

14. Scroll to the bottom of the page and select Request Batch. 
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15. Review the information then scroll to the bottom of the page and select Confirm. 

 

16. Depending on user entitlements you may be prompted for your PIN or Password. Select Generate. 

 

17. Enter your passcode. 

 

18. Select Submit. 
  



 

 45 

ACH BATCH TEMPLATE 

1. From the main menu, select Payments > ACH Payments > ACH Batch Template. 

 

2. The ACH Batch Templates screen will be displayed.  

 

Create Template 

1. Select +Create Template. 

2. The New ACH Template screen will be displayed. A list of ACH companies will be displayed. 

 

3. Select an ACH Company. 
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4. Select if the ACH Template will be Credit Only or Debit Only. 

 

5. Select a Batch Type, Business or Individual. 

 

6. Select an SEC Code from the drop-down menu. 

 

7. Select Next at the bottom of the screen. 
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8. The ACH Batch Details screen will be displayed. 

 

9. Enter the required fields: 

• Template Name 

• Offsetting Account – use search to select appropriate account 

• Company Entry Description 

• Select payees 

• Account will auto-fill once payee is selected 

• Amount field is optional 

• Addenda field is optional 

• Payee End Date is optional 

10. Select Create Template. 

11. A confirmation message will be displayed. 
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Edit 

1. Select Edit next to the appropriate template. 

 

2. The ACH Batch Template screen will be displayed. Make the necessary edits. 

 

3. Select Save Template. 

4. A confirmation message will be displayed. 
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Wire Transfer 
NEW WIRE TRANSFER 

Free Form 

1. From the main menu, select Payments > Wire Transfers > New Wire Transfer. 

 

2. The New Wire Transfer screen will be displayed.  
Old: 

 
New: 

 

3. Select Free Form. 

4. Select Next. 
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5. The Wire Transfer screen will be displayed. 

 

6. Complete the following fields: 

• Debit Account – use the magnify glass to select the appropriate account 

• Amount 

• Payment Date – will automatically populate with the current days date 

• Payment Currency – use the magnify glass to select the appropriate currency  

• The By Order of Information is optional 

• Beneficiary Name  

• Beneficiary Bank ID Type - use the drop-down menu to select the appropriate type 

• Beneficiary Bank ID – receiving bank ABA or SWIFT  

• Beneficiary Bank Country - use the drop-down menu to select the appropriate country 

• Address 1, 2 and 3 – enter the beneficiary’s address 

• International Routing Number – enter a SWIFT/BIC code (if applicable) 

• International Bank checkbox – automatically select when SWIFT is selected 

• Under Bank Information use the Bank Lookup option to automatically populate the required fields 

• Select the Beneficiary Bank Country from the drop-down menu 

• The Additional Bank Information is optional, used when an intermediary bank is required 

• The Additional Reference Information for Beneficiary is optional 

7. Under the Notification Options section select Notify Me to set up notifications. 
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8. The user may select Save as Payee to setup this Wire Transfer payee and/or Save as a Repetitive Template. 

 

9. Scroll to the bottom of the page and select Request Transfer. 

10. Review the Wire Transfer information and select Confirm in the lower right-hand corner. 

 
Note: To Cancel or Edit the Wire Transfer, scroll to the bottom of the screen. 

11. Depending on user entitlements you may be prompted for your PIN or Token Code. Select Generate. 

 

12. Enter your passcode. 

 

13. Select Submit. 
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14. A confirmation screen will be displayed. 
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Multiple Templates 

1. From the main menu, select Payments > Wire Transfers > New Wire Transfer. 

 

2. The New Wire Transfer screen will be displayed.  
Old: 

 
New: 

 

3. Select Multiple Templates. 

4. Select Next. 
  



 

 54 

5. The Wire Transfer for Multi-Wire Entry will be displayed. 

 

6. Use the calendar icon to select the Payment Date if all Wire Transfers will have the same payment date.  

7. If more than 5 wires will be created use the Add More Template drop-down to add more Wire Transfer lines. 

8. Use the magnify glass on each line to select a Wire Transfer template. 

9. Use the calendar icon to select the Payment Date if Wire Transfer payment date will be different. 

10. The Type, Amount, Originator Account and Receiver fields will automatically populate based on the information 
in the template. Select View to review full template details. 
Note: Select Delete to remove the Wire Transfer. 

11. Under the Notification Options section select Notify Me to set up notifications. 

 

12. Scroll to the bottom of the screen and select Request Transfer. 
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13. Review the Wire Transfer information and select Confirm in the lower right-hand corner. 

 
Note: To Cancel or Edit the Wire Transfer, scroll to the bottom of the screen. 

14. Depending on user entitlements you may be prompted for your PIN or Token Code. Select Generate. 

 

15. Enter your passcode. 

 

16. Select Submit. 
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17. A confirmation screen will be displayed. 
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Payees – Create Wire Transfer 

1. From the main menu, select Payments > Wire Transfers > New Wire Transfer. 

 

2. The New Wire Transfer screen will be displayed.  
Old: 

 
New: 

 

3. Select Payees. 
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4. A list of payees will be displayed. 

 

5. Select the radio button in front of the appropriate payee. 

6. Select Next. 

7. The Wire Transfer screen will be displayed. 

 

8. The Origination Information field may be edited by selecting the pencil icon. 

9. Select the Debit Account box and a list of account numbers will be displayed.  

10. Use the calendar icon to select the Payment Date. 

11. Enter the Amount. 

12. Select the Payment Currency box and a list of currencies will be displayed.  

13. The By Order of Information fields are optional. 

14. The Additional Reference Information for Beneficiary fields are optional. 

15. Select Request Transfer. 
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16. Review the information. 

 

17. Select Confirm. 

18. Depending on user entitlements you may be prompted for your PIN or Token Code. Select Generate. 

 

19. Enter your passcode. 

 

20. Select Submit. 
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21. Confirmation messages will be displayed. 

 
Note: Depending on the user’s entitlements additional approval may be needed to submit the Wire Transfer. 
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Templates 

1. From the main menu, select Payments > Wire Transfers > New Wire Transfer. 

 

2. The New Wire Transfer screen will be displayed.  
Old: 

 
New: 

 

3. Select Templates. 
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4. A list of Wire Templates will be displayed. 

 

5. Select the radio button in front of the appropriate template. 

6. Select Next. 

7. The Wire Transfer: Select Transfer screen will be displayed. 

 

8. Enter the Payment Date using the calendar icon. 

9. Review the template information. Scroll to the bottom of the screen and select Request Transfer. 
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10. Review the template information and scroll to the bottom of the screen and select Confirm. 

 

11. Depending on user entitlements you may be prompted for your PIN or Token Code. Select Generate. 

 

12. Enter your passcode. 

 

13. Select Submit. 
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14. A confirmation screen will be displayed. 
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MANAGE WIRE TEMPLATES 

Edit 

1. From the main menu, select Payments > Wire Transfers > Manage Wire Templates. 

 

2. The Manage Wire Templates screen will be displayed.  
Old: 

 
New:  
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3. A list of templates will be displayed. 
Note: There are various Status that may be displayed. 
Active – Wire template can be/has been initiated 
Expired – The template is a Wire Transfer that was not approved before the end of day cut off. 
Disabled – Prevents users from using a template that shouldn’t be used often 

4. Select the Edit button on the far right-hand side to edit the Wire Transfer instructions. 

5. The following fields may be edited: 

• Template Name 

• Debit Account 

• Amount 

• The Originator Information – select the pencil icon to edit 

• By order of information 

• Additional Reference Information for Beneficiary 

6. Scroll to the bottom and select Save Template. 
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Search 

1. From the main menu, select Payments > Wire Transfers > Manage Wire Templates. 

 

2. The Manage Wire Templates screen will be displayed.  
Old: 

 
New:  

 

3. A list of templates will be displayed. 

4. Select the Search in the middle of the left-hand side of the page. 
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5. The Search Templates criteria fields will be displayed. 

 

6. The user may search on the following fields: 

• Template Name 

• Amount 

• Debit Account 

• Correspondent Bank ID 

• Status 
Note: The user may also select Advanced Search under the Search button. This will allow the user to search 
by: 
Beneficiary Bank 
Beneficiary Bank ID 
Beneficiary Name 
Beneficiary ID 

7. Select Search. 
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Create Template 

1. From the main menu, select Payments > Wire Transfers > Manage Wire Templates. 

 

2. The Manage Wire Templates screen will be displayed.  
Old: 

 
New:  

 

3. On the far right-hand side of the screen select Create Template. 
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4. The New Wire Template screen will be displayed. 
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Free Form 

1. Select the Free-Form Template radio button. 

 

2. Select Next. 

3. The New Wire Template screen will be displayed. 

 

4. Enter the following fields: 

• Select Repetitive or Semi-Repetitive 
Note: Repetitive only lets the user adjust the dollar amount when creating a Wire Transfer. Semi Repetitive 
allows the user to adjust additional fields when creating a Wire Transfer. 

• Template Name 

• Use the pencil icon to edit any information under Originator Information 

• Debit Account 

• Amount 

• Payment Currency 

• By Order of Information is optional 

• Under Beneficiary Information complete the following fields: 

- Payee Name 

- Beneficiary ID Type – use the drop-down menu to select the appropriate type 
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- Beneficiary ID 

- Address - lines 1 and 2 required, 3 is optional 

- Beneficiary Country – use the drop-down menu to select the appropriate country 

- Contact Name and Phone number are optional 

• Under Bank Information complete the following fields: 

- Use the Bank Lookup button to select the appropriate bank which will auto-populate the required fields 

- Beneficiary Bank Country – use the drop-down menu to select the appropriate country 

- International Routing Number – enter a SWIFT/BIC code (if applicable) 

• Fields under Additional Bank Information are optional 

• Field under Additional Reference Information for Beneficiary are optional 

5. Scroll to the bottom of the screen and select Create Template. 
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Select Payee 

1. Select the Select Payee radio button to create a new set of stored instructions for an existing payee. 

 

2. A list of Wire Transfer payees will be displayed. 

 

3. Select the radio button in front of the appropriate payee. 

4. Select Next. 
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5. The New Wire Template will be displayed. 

 

6. The user may edit any of the following fields: 

• Select Repetitive or Semi-Repetitive  
Note: Repetitive only lets the user adjust the dollar amount when creating a Wire Transfer. Semi Repetitive 
allows the user to adjust additional fields when creating a Wire Transfer. 

• Enter a Template Name 

• Use the pencil icon to edit any information under Originator Information 

• Debit Account 

• Amount 

• Payment Currency 

• By Order of Information is optional 

• Field under Additional Reference Information for Beneficiary are optional 

7. Scroll to the bottom of the page and select Create Template. 

8. A new template will be added to the Manage Template screen. 
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Tax Payments 
FREE FORM 

1. From the main menu, select Payments > Tax Payments > New Tax Payment. 

 

2. The New Tax Payment screen will be displayed.  

 

3. Select the Free Form radio button. 

4. A list of ACH companies will be displayed. 

 

5. Select the appropriate ACH Company and select Next. 
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6. Enter the Payment Date and Company Entry Description. 

 

7. Select +Add Tax. 

 

8. Use the drop-down menus to select the appropriate Agency (State) and Tax Type. 

 

9. Select Ok at the bottom of the screen. 

10. Enter the Date and Amount. 
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11. Select Request Batch. 

12. Review the information and select Confirm. 

 
Note: Depending on user entitlements a secondary user may need to approve the batch. 

13. Enter your PIN or Token Code for reverification. 

 

14. Enter your Passcode. 

 

15. Select Submit. 
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16. A confirmation screen will be displayed. 
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TEMPLATE 

1. From the main menu, select Payments > Tax Payments > New Tax Payment. 

 

2. The New Tax Payment screen will be displayed.  

 

3. Select the Template radio button. 

4. A list of templates will be displayed. 

 

5. Select the radio button next to the appropriate template. 

6. Select Next. 

7. Edit the following fields. 

• Payment Date – will default to the next business date 

• Company Entry Descriptions – is optional to edit 



 

 80 

• Tax Period – use the calendar icon to select the date 

• Amount – is optional to edit 

 

8. Select Request Batch. 

9. Review the information and select Confirm. 

 

10. Enter your reverification credentials. 

 
  



 

 81 

11. Enter your passcode. 

 

12. A confirmation message will be displayed. 

 
Note: Depending on your entitlements another user may need to approve the transaction. 
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Tax Payments Templates 

1. From the main menu, select Payments > Tax Payments > Tax Templates. 

 

2. The Tax Templates screen will be displayed.  

 

CREATE TEMPLATE 

1. Select +Create Template. 

2. The New Tax Template screen will be displayed. A list of ACH companies will be displayed. 

 

3. Select an ACH Company. 
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4. Select Next. 

5. Enter a Template Name and Company Entry Description. 

 

6. Select Save. 

7. Select +Add Tax. 

 

8. Select the appropriate Agency (State) and Tax Type from the drop-down menus. 

 

9. Select Ok at the bottom of the page. 
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10. Enter the Amount. 

 

11. Select Save. 

12. The template will be displayed. 
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PAYEES – MANAGE PAYEES 

1. From the main menu, select Payments > Payees > Manage Payees. 

 

2. The Manage Payees screen will be displayed along with a list of payees. 

 
Note: A user may select +Create Payee or select New Payee from the main menu to add additional payees. 

3. Under the Make Payment column depending on entitlements the user may see option to create and ACH and/or 
Wire Transfer payment. 

• Make ACH Payment 

- Select Make ACH Payment next to the appropriate payee. 

- A list of ACH Companies will be displayed. 

 
- Select the radio button for the appropriate company. 
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- Select the Payee Accounts. 

 
- Select Debit/Credit. 

- Select the Batch Type and appropriate SEC code. 

- Select Next. 

- Enter the following fields: 

 
• Company Entry Description 

• Payment Date – use the calendar icon to select the payment date 

• Edit the Amount field for existing payees that are displayed. 

• Edit the Addenda fields (optional) for existing payees that are displayed. 

• Add Remittance Info field is optional 

- Use the Search Payee lookup to add additional payees to the is batch. 

- Select Request Batch. 
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- The Review screen will be displayed. 

 
- Select Confirm. 

- Enter your reverification credentials. 

 
- Enter your Passcode. 

 
- Select Submit. 

- A confirmation screen will be displayed. 
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Make Wire Transfer 

1. Select Make Wire Transfer next to the appropriate payee. 

 

2. The Start wire transfer screen will be displayed. 

 

3. Use the drop-down menu to select an account. 

4. Select Next. 

5. The Origination Information screen will be displayed. 
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6. Enter the following fields: 

• Originator Information will be auto populated but may be edited by selecting the pencil icon. 

• Debit Account – click on the box and a list of accounts will be displayed. 

• Use the calendar icon to select the Payment Date. 

• Enter the Amount. 

• Payment Currency – click on the box and a list of currencies will be displayed. 

• The By Order Of Information fields are optional. 

• The Additional Reference Information for Beneficiary fields are optional. 

7. Select Request Transfer. 

8. Review the information. 

 

9. Select Confirm. 

10. Enter your reverification credentials. 

 

11. Enter your Passcode. 

12.  

13. Select Submit. 
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14. A confirmation screen will be displayed. 
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Edit 

1. A user may select Edit next to a Payee. 

 

2. A user may edit any of the following fields. 

 
• Depending on what features are assigned to a Payee, the user may select the Edit option and follow the 

wizard to make additional edits. 

3. Select Save. 
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Delete 

1. A user may select the ellipsis next to a Payee to select Delete. 

 

2. A confirmation pop-up box will display, select Delete. 
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NEW PAYEES 

1. From the main menu, select Payments > Payees > New Payees. 

 

2. The Create a Payees screen will be displayed. 

 

3. Enter the following fields: 

• Payee Name 

• Payee ID 

• Use the drop-down menu to select the Payee Type. 

• Address fields are optional 

• Display Name is optional 

• Email Address is optional 

4. Select +Add Account to add an account to this payee and follow the wizard prompts. 

5. Select Save. 
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Bill Pay 

1. From the main menu, select Payments > Bill Pay. 

 

2. The Bill Pay screen will be displayed. 
Old: 

 
  



 

 95 

New: 

 

3. Bill Pay will continue to work as on the previous platform. 
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Reports 
1. From the main menu, select Reports > a list of reports assigned to the user will be displayed. 

Old: 

 
New: 

 

2. Select the appropriate report from the list: 

• ACH Detail Report 

• ACH Notification of Change Report 

• ACH Returns Report 

• Balance and Transaction Reporting 

• Controlled Disbursement Report 

• Current Day Balance Reporting 

• Previous Day Balance Reporting 
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• Transaction Group 

• Wire Detail Report 

3. The report types for the report selected will be displayed. 

4. Use the drop-down arrow next to the date field to select other date option. 

 
Note: Current Day public template reports can only be pulled once an hour to display new data only. 

5. Select Download to export the file and use the down arrow to view the template. 

6. Select the far right-hand arrow to view the report on the user’s desktop. 

7. To create a custom report, scroll to the bottom of the screen and select Create Report. 

 

8. Enter the following fields: 

• Template Name 

• Use the drop-down arrow under Chose and sort accounts to display in your report to select one account at a 
time or the + Add Accounts option to select multiple accounts at once. 

• Check all the appropriate options under What data should be presented in this report? 

• Under How would you like the report to appear? Select the appropriate display. 

• Select the delivery method of the report under How would you like the report delivered? 

• Select the notification option under How would you like to be notified the report has been delivered? 

• Select the report format under How would you like the report formatted? 

• Select how often the report should run under When would you like this report delivered? 
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9. Select Generate to run the report now, select Download to export the report now or select Save Template to 
keep this template. 

10. A list of reports the user has access to will display across the menu bar under the Reports title.  
Note: If the user has more reports than can be displayed a number plus a drop-down arrow will display to access 
the additional reports list. 
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Positive Pay 
Check Positive Pay 
ISSUE ENTRY 

1. From the main menu, select Positive Pay > Check Positive Pay > Issue Entry. 

 

2. The Check Positive Pay Issue Entry screen will be displayed. 
Old: 
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New: 

 
Note: Across the middle menu bar, the user can also select Issue Entry, Decision Items and Decision Activity. 

3. Under the Void Check heading select the checkbox if the check is to be voided. 

4. Under the Account Number heading select an account number using the magnifying glass. 

5. Under the Issue Date heading use the calendar icon to select the appropriate date. 

6. Under the Check Number heading enter the check number of the issued check. 

7. Under the Amount heading enter the dollar account of the issued check. 

8. Under the Payee heading enter the payee name on the issue check. This field is optional. 

9. Under the Description heading enter a description for the issued check. This field is optional. 

10. To enter additional checks, select the + at the end of the row to add additional rows. 

11. Selecting the X at the end of the row will delete the row. 

12. Once all checks have been entered scroll to the bottom of the page and select Review. 

13. The Issue Entry screen will refresh and display a list of checks and the total amount. 
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14. Scroll to the bottom of the page and select Confirm. 
Note: The user can select the Edit button to correct any information. 

15. A confirmation message will be displayed. 
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Upload File Issue 

1. From the main menu, select Positive Pay > Check Positive Pay > Issue Entry. 

 

2. The Check Positive Pay Issue Entry screen will be displayed. 
Old: 

 
 

  



 

 103 

New: 

 

3. On the right-hand side of the screen select Upload Checks. 

4. The Check Positive Pay Imports screen will be displayed. 

 

5. A list of file import formats will be displayed. 
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6. Select Upload for the appropriate file format. 
Note: Us the drop-down arrow to select Print to view the file format. 

 

7. Browse for the file. 

 

8. Select Upload. 

9. A File Load Validation screen will be displayed. 

 
Note: If there are any issues loading the file they will be displayed the File Load Validation screen. 
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10. Select the Menu icon. 

 

11. Select Positive Pay. 

12. Select Issue Activity. 

13. A list of imported items will be displayed. 
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Create File Map 

1. From the main menu, select Positive Pay > Check Positive Pay > Issue Entry. 

 

2. The Check Positive Pay Issue Entry screen will be displayed. 

 

3. Select Upload Checks in the right-hand side of the screen. 

4. Select +Create File Map on the right-hand side of the screen. 
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5. The Create File Map screen will be displayed. 

 

6. Complete the following fields: 

• File Structure – select Delimited Text, Fixed Format Text or XML 

- What type of field delimiter is used in your file? Example: CSV or Comma. 

- Should blank spaces be ignored? 

- Does your file contain Header or Footer? 

• File Settings – enter a Mapper Name 

• The user may opt to upload a Test File 

 

7. Select Fields at the bottom of the screen. 
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8. The Fields screen will be displayed. 

 

9. For each field indicate the Index (column) the information is located. 

10. After each field is completed select Next until all fields are mapped. 

11. Select Validate at the bottom of the screen. 

12. Select Review. 

13. The Review screen will be displayed. If all information is correct select Save. 

 

14. The newly mapped file format will be displayed on the Data Import for ACH Transaction Import screen. 

 
  



 

 109 

Check Positive  
ISSUE ACTIVITY 

1. From the main menu, select Positive Pay > Check Positive Pay > Issue Activity. 

 

2. The Check Positive Pay Issue Activity screen will be displayed. 
Old: 

 
New: 

 

3. Select an Account Number using the magnifying glass. 

4. Enter the Check Number. 

5. Enter the Amount From and the Amount To. 
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6. Use the calendar icons to select the Issue Date From and Issue Date To. 

7. Use the Status drop-down menu to select the appropriate status. 

8. The user may opt to Show Only Void by selecting the checkbox. 

9. Use the far right-hand side arrow to change the Search Options. 

10. Select the magnifying glass on the far right-hand side to submit the search request. 

11. A list of items matching the search criteria will be displayed. 

 
Note: The user may Print or Export this data by selecting these options on the far right-hand side of the search 
bar. 

  



 

 111 

DECISION ITEMS 

1. From the main menu, select Positive Pay > Check Positive Pay > Decision Items. 

 

2. The Check Positive Pay Decision Item screen will be displayed. 
Old: 

 
New: 
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3. A list of items that need decisioning will be displayed. 

 

4. To search for a specific item, enter the following fields: 

• Account Number using the magnifying glass 

• Check Number 

• Decision use the drop-down menu 

- Use the far right-hand side arrow to change the Search Options. 

- Select the magnifying glass on the far right-hand side to submit the search request. 

5. Select the check number icon next to each check to view a PDF image. 
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6. On the far right-hand side use the drop-down menu box to Pay, Return or No Decision for each item. 

 
Note: The user can use the Decision All drop-down menu to default the same decision for all transactions. 

 

7. Scroll to the bottom of the page and select Review. 

8. The review screen will be displayed. 
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9. Review the transaction and select Confirm. 

10. A confirmation screen will be displayed. 

 

11. Select Return to return to the main Decision Items screen. 
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DECISION ACTIVITY 

1. From the main menu, select Positive Pay > Check Positive Pay > Decision Activity. 

 

2. The Check Positive Pay Decision Activity screen will be displayed. 
Old: 

 
New: 
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3. Enter search criteria in any of these fields: 

• User ID 

• Account Number 

• Posted Date From 

• Posted Date To 

• Use the drop-down menu under Status to select a specific status 

• Use the drop-down menu under Decision to select a specific decision 

4. Use the far right-hand side arrow to change the Search Options. 

5. Select the magnifying glass on the far right-hand side to submit the search request. 

6. A list of items matching the search criteria will be displayed. 

 
Note: The user may Print this data by selecting this option on the far right-hand side of the search bar. 
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Administration 
Company Overview 
ACCOUNTS 
Note: Across the far right-hand side of each screen will display the number of Accounts, Services and Users. The 
admin may also Add a User from any of these screens. 

1. From the main menu, select Administration > Company Overview > Accounts. 

 

2. The Accounts screen will be displayed. 
Old: 
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New: 

 

3. A list of accounts assigned to the company will be displayed. Across the top heading are the services/payment 
types associated to each account. 

4. Select the pencil Edit icon to view the Limits, Approvals and Payment Settings assigned to the account for that 
service. 

 

5. The admin may adjust limits (not higher than the company limits) and adjust services as needed. Then scroll to 
the bottom and select Save. 

  



 

 119 

PAYMENTS 

1. From the main menu, select Administration > Company Overview > Payments. 

 

2. The Payments screen will be displayed. 
Old: 

 
New: 

 

3. A list of payment types assigned to the company will be displayed.  
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4. Select the arrow on the far right-hand to view the Limits, Approvals and Payment Settings assigned to this 
service. 

 

5. The admin may adjust limits (not higher than the company limits) and adjust services as needed. Then scroll to 
the bottom and select Save. 
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SERVICES 

1. From the main menu, select Administration > Company Overview > Services. 

 

2. The Services screen will be displayed. 
Old: 

 
New: 

 

3. A list of services assigned to the company will be displayed.  

4. Use the Search box to search for a specific type of service. 
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COMMUNICATIONS 

1. From the main menu, select Administration > Company Overview > Communications. 

 

2. The Communications screen will be displayed. 

 

3. Use the Services drop-down menu to view Services that users have accessed. 

4. Use the Channels drop-down menu to view Channels that users have accessed. 

5. Select a From and To date range. 

6. Use the magnifying glass to search. 

7. A list of items will display matching the search criteria. 
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8. Select View Item for additional information. 

 

9. Select the down arrow to see additional options. 
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AUDIT SERVICE 

1. From the main menu, select Administration > Audit Service. 

 

2. The Audit Service screen will be displayed. 

 

3. Use the calendar and time icons/fields to select the Time Range From and Time Range To fields. 

4. Under Audit Categories the user may use the drop-down menu to select the appropriate category. 

5. Under User ID the user may search for a specific user ID. 

6. Under Target User ID the user may search for their user ID.  

7. Select the magnifying glass on the far right-hand side to submit the search request. 

8. A list of items matching the search criteria will be displayed. 

 

9. Select the side arrow for additional information. 
Note: The user may Download this data by selecting this option on the far right-hand side of the screen. 
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USER APPROVAL 

1. From the main menu, select Administration > User Approval. 
Note: This feature needs to be requested and will require every new user or existing users whose entitlements 
have been edited to be approved by a secondary Admin user. 

 

2. The User Approval screen will be displayed. 

 

3. A list of newly created users or users whose entitlements have been edited will be displayed. 

4. Select the View button. 
  



 

 126 

5. The Dual Admin Changes screen will display. 

 

6. Review the information and select Approve.  
Note: The user may also choose Cancel or Reject. Cancel will just remove the user from this screen. Reject will 
reject the changes made to the user. 
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Users 
NEW USER SETUP 

1. From the main menu, select Administration > Users. 

 

2. The User Overview screen will be displayed. 
Old: 

 
New: 
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3. Select +Add a User in the upper right-hand corner. 

4. The Create User screen will be displayed. Complete the required fields mark with an asterisk (*). 

 

5. Select Enable Text Messages if the user will receive Text Messages. 

6. Accept the Terms and Conditions. 

7. Create a temporary password for the new user in the Enter a Temporary Password and Re-enter a Temporary 
Password fields. 

8. Once all of the necessary fields are completed, select Save. 
Note: If the user is being set up with Text Messaging they will receive an enrollment text. They must follow the 
setup instructions in the text message to complete the enrollment. 

9. Depending on the services assigned to the company, select each button next to the new user setup. 

 

10. Select Payments (if displayed). 
  



 

 129 

11. The Payments tab will be displayed. Select +Add Payments. 

 
Note: Once a user has their entitlements created a display box of the various functions will display from the main 
user page when selecting Payments. Select the Pencil icon next to a function to edit for the user. 

 

12. Select the proper features for this user. 

 

13. Select Add at the bottom of the screen. 
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14. The Payments and Limits screen will be displayed. 

 
Note: Select the X on the right hand side to remove a feature from the user’s setup. 

15. Select the Set Up icon next to the appropriate feature. Example: 

• Select ACH Payments (if applicable). 

• Use the options menu bar across the top of the page to complete various entitlements. 

• Under the Confidential User tab, select the ACH Confidential User checkbox if the user should be allowed to 
create, edit and approve batches. 

 
• Select the checkboxes next to the appropriate ACH Companies to be eligible. 
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• Select Options & Imports. 

 
• Under ACH Entry Options select the appropriate entitlement for the user. 

• Under Imports select if the user will be entitled to import ACH batches. 

• Under ACH Companies select Enable next each company the user will be allowed to initiate payments from. 
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• Complete the Limits tab. The company default limits will be displayed. You may make any limits lower than 
company limit. 

 
• Select the number of Required Approvers and dollar limit. 

• Select the Payment Setting tab across the top of the box. 

 
• Unselect any SEC Codes this user should not be entitled. 

• Select Save next to the ACH Company that was edited. 

• A confirmation message will be displayed. 

 
• Repeat steps until all appropriate ACH Companies, limits and SEC codes are assigned. 
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• Select Maintenance from the main menu. 

 
• Select the appropriate Maintenance options for this user. 

• Select Administration from the main menu. 

 
• Select the Allow ACH Payments Service Administration checkbox if the user should be entitled to be able to 

add this service to other users. 

• Select Approval from the main menu. 

 
• If the user is allowed to approve ACH Batches, select the Enable box next to the appropriate ACH Companies. 

• Select Save next to each ACH Company that is enabled. 

• Select Audit from the main menu. 
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• If the user should be entitled to receive notification on ACH Payment activity, check the Allow ACH Payment 
Activity Audit box. 

• Select Save. 

16. Repeat step 15 until all necessary functions are entitled to the user. 

17. Return to the User screen. 

 

18. Select Services (if displayed). 

 

19. The Services tab will be displayed. 

 
• Under each category on this tab will be a selection of services, administrative functions, connections and 

acknowledgement. Select the appropriate options under each category for this user. 

20. Once all appropriate entitlements are selected, select Save. 

21. Exist the user then select Services again. 

22. A link will appear for the all the features entitled to the user, select each link to add accounts or other 
entitlements. 
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23. Return to the User screen. 

 

24. Select Actions. 

 

25. A list of features will be displayed. 

 

26. Select the appropriate feature for this user. For example Subscriptions. 

• Select the Subscription from the menu and the Subscriptions screen will be displayed. 
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• Under each category on this screen will be a selection of Subscription (notifications) that may be assigned to 
the user. You can select to receive subscriptions via email or text message. You may also select the format 
HTML, PDF, Encrypted PDF for Text. 
Note: The users may also setup their own Subscriptions. 

27. Once are necessary Subscriptions are selected select Save. 

28. Return to the User screen. 

 

29. Select Actions and repeat steps 23 – 26 until all necessary Actions are enabled for the user. 
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CLONE USER 

1. From the main menu, select Administration > Users. 

 

2. The User Overview screen will be displayed. 
Old: 

 
New: 
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3. The User Overview screen will be displayed. 

 

4. Select a user to clone and select Actions. 

5. A list of features will be displayed. 

 

6. Select Clone User. 

7. The Create User screen will be displayed. Complete the required fields mark with an asterisk (*). 

 

8. Select Enable Text Messages if the user will receive Text Messages. 

9. Accept the Terms and Conditions. 

10. Create a temporary password for the new user in the Enter a Temporary Password and Re-enter a Temporary 
Password fields. 
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11. Once all of the necessary fields are completed, select Save. 
Note: If the user is being setup with Text Messaging they will receive an enrollment text. They must follow the 
setup instructions in the text message to complete the enrollment. 

12. Return to the User screen. 

 

13. Select Actions for the new cloned user. 

 

14. A list of features will be displayed. 

 

15. Select Copy Payments. 

 

16. In the From User ID search for a user to copy Payments. 
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17. Select Copy account permissions of (user name). 

 

18. Select Save. 

19. A confirmation box will be displayed. Select Yes. 

 

20. All of the payment modules, accounts and limits will be created. 
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21. Return to the User screen. 

 

22. Select Actions for the new cloned user. 

 

23. A list of features will be displayed. 

 

24. Select Copy Services. 

25. Select a user to copy services in the From User ID field. 
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26. Select Copy account permissions from (User ID). 

 

27. Select Save. 

28. All services will be copied to the cloned user. 

 

29. Return to the User screen. 
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30. Select Actions for the new cloned user. 

 

31. A list of features will be displayed. 

 

32. Select other features for this user. For example Subscriptions. 

• Select the Subscription from the menu and the Subscriptions screen will be displayed. 

 
• Under each category on this screen will be a selection of Subscription (notifications) that may be assigned to 

the user. You can select to receive subscriptions via email or text message. You may also select the format 
HTML, PDF, Encrypted PDF for Text. 
Note: The users may also setup their own Subscriptions. 

33. Once are necessary Subscriptions are selected select Save. 
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34. Return to the User screen. 

 

35. Select Actions and repeat steps 24 – 32 until all necessary Actions are enabled for the user. 
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EXISTING USER 

1. From the main menu, select Administration > Users. 

 

2. The User Overview screen will be displayed. 
Old: 

 
New: 
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3. Select the Payments, Service or Actions buttons to view/edit any of these features. 

• Payments includes: 

- Stop Payments 

- ACH Payments 

- Check Print  

- Manage Payees 

- ACH Positive Pay 

- Check Positive Pay 

- Wire Transfer 

- Account Transfer 

- Import Maintenance 

- Integrated Payables 

- Payment Setup 

• Services include: 

- Account Information 

- Company Administration 

- Desktop Connections 

- Mobile–Native-Token App 

- Payables Acknowledgements 

- Secure Browser 

- Secure File Transfer 

- Default 

• Actions include: 

- Edit (Contact Information) 

- Password 

- Communications 

- Subscriptions 

- Clone User 

- Copy Payments 

- Copy Services 

- Deactivate User 

- Delete User 

- Note: The Activate button will only display next to Deactivated user. 

4. Once edits are made on a specific feature, scroll to the bottom of the page and select Save. 
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File Transfer 
File Import 
ACCOUNT TRANSFERS 

1. From the main menu, select File Transfer > File Import > Account Transfers. 

 

The Data Import for ACH Transaction Import screen will be displayed. 

 

2. A list of import formats will be displayed. 

3. Select the Upload button next to the appropriate file format. 

4. Browse for the correct file. 

 

5. Select Upload at the bottom of the page. 
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6. The File Load Validation screen will be displayed. If there are any issues with the file they will be noted on this 
screen. 

 

7. Select OK at the bottom of the screen. 

8. Select the menu icon. 

 

9. Select Payments. 

10. Select Payment Activity. 

11. Select Current Activity. 

12. Select the Account Transfer heading and the list of imported Account Transfers will be displayed. 

 

13. Depending on user entitlements a secondary user may need to approve the transactions. 
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ACH 

1. From the main menu, select File Transfer > File Import > ACH. 

 

2. The Data Import for ACH Transaction Import screen will be displayed. 
Old: 

 
New: 

 

3. A list of import formats will be displayed. 

4. Select the Upload button next to the appropriate file format. 
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5. Browse for the correct file. 

 

6. Select Upload at the bottom of the page. 

7. The File Load Validation screen will be displayed. If there are any issues with the file they will be noted on this 
screen. 

 

8. Select OK at the bottom of the screen. 

9. Select the menu icon. 

 

10. Select Payments. 

11. Select Payment Activity. 

12. Select Current Activity. 

13. Select the ACH heading and the list of imported ACH transactions will be displayed. 

14. Depending on user entitlements a secondary user may need to approve the transactions. 
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Edit Preferences 

1. Select Edit Preferences on the far right-hand side of the screen to Edit Response Preferences. 

 

 

2. After edits are made scroll to the bottom of the page and select Save. 
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Create File Map 

1. To create a custom File Map, from the far right-hand side of the screen select Create File Map. 

 

2. Select the Import Mode. 

 

3. Select Confirm. 

4. Complete the following fields: 

• File Structure – select Delimited Text, Fixed Format Text or XML 

- What type of field delimiter is used in your file? Example: CSV or Comma. 

- Should blank spaces be ignored? 

- Does your file contain Header or Footer? 

• File Settings – enter a Mapper Name 
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• The user may opt to upload a Test File 

 

5. Select Fields at the bottom of the screen. 

6. The Fields screen will be displayed. 

 

7. For each field indicate the Index (column) the information is located. 

8. After each field is completed select Next until all fields are mapped. 

9. Select Validate at the bottom of the screen. 

10. Select Review. 
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11. The Review screen will be displayed. If all information is correct select Save. 

 

12. The newly mapped file format will be displayed on the Data Import for ACH Transaction Import screen. 
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WIRES 

1. From the main menu, select File Transfer > File Import > Wires. 

 

2. The Wire Data Import screen will be displayed. 
Old: 

 
New: 

 

3. A list of import formats will be displayed. 

4. Select the Upload button next to the appropriate file format. 
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5. Browse for the correct file. 

 

6. Select Upload at the bottom of the page. 

7. Select OK at the bottom of the screen. 

 

8. Select the menu icon. 

 

9. Select Payments. 

10. Select Payment Activity. 

11. Select Current Activity. 

12. Select the Wire Transfer heading and the list of imported Wire Transfers transactions will be displayed. 

13. Depending on user entitlements a secondary user may need to approve the transactions. 
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Edit Preferences 

1. Select Edit Preferences on the far right-hand side of the screen to edit Response Preferences. 

 

2. After edits are made scroll to the bottom of the page and select Save. 

3. To create a custom File Map, from the far right-hand side of the screen select Create File Map. 

 

4. Complete the following fields: 

• File Structure – select Delimited Text, Fixed Format Text or XML 

- What type of field delimiter is used in your file? Example: CSV or Comma. 

- Should blank spaces be ignored? 

- Does your file contain Header or Footer? 

• File Settings – enter a Mapper Name 

• The user may opt to upload a test file 

5. Select Fields at the bottom of the screen. 
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6. The Fields screen will be displayed. 

 

7. Under the Mandatory tab select each category and enter the required information. 

• Select Data is located in file to map out the specific fields for each category. 

 
• Select Data is a constant value, but is not located in the file to set default information. 

 

8. Once all mandatory fields have been mapped select Validate at the bottom of the screen. 
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9. The Validation screen will be displayed. 

 

10. The Optional fields will be displayed. The user may select any/all of the Optional fields to add to the mapping 
format. 

11. Select Review at the bottom of the screen. 

12. Review the file mapping and select Save at the bottom of the screen. 

 
  



 

 160 

13. The new file mapping will be displayed under the File Map Details. 

 
  



 

 161 

CHECK POSITIVE PAY 

1. From the main menu, select File Transfer > File Import > Check Positive Pay. 

 

2. The Check Payments Import screen will be displayed. 
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Create File Map 

1. Select +Create File Map on the right-hand side of the screen. 

 

2. The Create File Map screen will be displayed. 

 

3. Complete the following fields: 

• File Structure – select Delimited Text, Fixed Format Text or XML 

- What type of field delimiter is used in your file? Example: CSV or Comma. 

- Should blank spaces be ignored? 

- Does your file contain Header or Footer? 

• File Settings – enter a Mapper Name 

• The user may opt to upload a Test File 

 

4. Select Fields at the bottom of the screen. 
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5. The Fields screen will be displayed. 

 

6. For each field indicate the Index (column) the information is located. 

7. After each field is completed select Next until all fields are mapped. 

8. Select Validate at the bottom of the screen. 

9. Select Review. 

10. The Review screen will be displayed. If all information is correct select Save. 

 

11. The newly mapped file format will be displayed on the Data Import for ACH Transaction Import screen. 
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Upload 

1. From the Check Positive Pay screen, select Upload next to the appropriate import format. 

 
Note: Us the drop-down arrow to select Print to view the file format. 

 

2. Browse for the file. 

 

3. Select Upload. 
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4. A File Load Validation screen will be displayed. 

 
Note: If there are any issues loading the file they will be displayed the File Load Validation screen. 

5. Select the Menu icon. 

 

6. Select Positive Pay. 

7. Select Check Positive Pay. 

8. Select Issue Activity. 

9. A list of import checks will be displayed. 
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Import Maintenance 
PAYEE IMPORT 

1. From the main menu, select File Transfer > Import Maintenance > Payee Import. 

 

2. The Import Maintenance, Payee Import screen will be displayed. 

 

3. A list of public import formats will be displayed. 

4. Select Upload to upload a file using a public template. 

 

5. Search for the appropriate file and select Upload. 

6. Select Continue. 
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7. The Transformation Details screen will be displayed. 

 

8. Select Complete. 

9. Select the Menu icon. 

 

10. Select Payments. 

11. Select Payees. 

12. Select Manage Payees. 
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13. A list of Payees will be displayed. 
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Add Import 

1. Select +Add Import to create a customer import file. 

 

2. The Select Import Mode screen will be displayed. 

 

3. Select the appropriate options: ACH Only, Wires Only or ACH and Wire. 

4. Select Confirm. 

5. Select the appropriate File Structure: Delimited Text, Fixed Width Text or XML. 

 
Note: A user may upload a test file but using the Search and Upload fields. 
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6. Enter the What field delimited is used in your file? Example, enter a , (comma) for a CSV formatted file. 

 

7. Select the appropriate option for Should blank lines be ignored? 

8. Select the appropriate option for Does your file contain headers or footers? 

9. Under File Settings create a Mapper Name. 

10. Select Fields. 

11. The Fields screen will be displayed. Select each field to map the correct information. 

 

12. Complete the required information for each field. 

 

13. Once all fields are completed select Validate. This step is only used when a file is using headers and footers. 
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14. Verify the information and select Review. 

 

15. Verify the information and select Save. 

16. The new file will be displayed. 

 

17. Select Edit to make any changes. 

18. Select the drop-down menu to: Upload a file, view the History of the file or Delete the file. 
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ACH BATCH TEMPLATE IMPORT 

1. From the main menu, select File Transfer > Import Maintenance > ACH Batch Template Import. 

 

2. The Import Maintenance, ACH Batch Template Import screen will be displayed. 
Old: 

 
New: 

 

3. A list of public import formats will be displayed. 

4. Select Upload to upload a file using one of those formats. 
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5. The Transformation Details screen will be displayed. 

 

6. Click on the File field to select the appropriate file. 

7. Select Upload. 

8. The Transformation Details screen will be displayed. 

 

9. Select Complete. 
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10. Select the Menu icon. 

 

11. Select Payments. 

12. Select ACH Payments. 

13. Select ACH Batch Templates. 

14. A list of Imported ACH Templates will be displayed. 
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WIRE TEMPLATE IMPORT 

1. From the main menu, select File Transfer > Import Maintenance > Wire Template Import. 

 

2. The Import Maintenance, Wire Template Import screen will be displayed. 
Old: 

 
New: 

 

3. A list of public import formats will be displayed. 

4. Use the drop-down arrow next to Edit to select Upload to upload a file using one of those formats. 
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5. The Transformation Details screen will be displayed. 

 

6. Click on the File field to select the appropriate file. 

7. Select Upload. 

8. The Transactional Detail screen will be displayed. 

 

9. Select Complete. 

10. Select the Menu icon. 

 

11. Select Payments. 

12. Select Wire Transfers. 

13. Select Manage Wire Templates. 
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14. A list of Imported Wire Transfer Templates will be displayed. 
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My Settings 
My Profile 
CONTACT INFORMATION 

1. From the main menu, select My Settings > My Profile > Contact Information. 

 

2. The Contact Information screen will be displayed. 

 

3. A user can edit any of their information on this screen. 

4. Scroll to the bottom of the screen and select Save. 
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CREDENTIALS 

1. From the main menu, select My Settings > My Profile > Credentials. 

 

2. The Credentials screen will be displayed. 

 

3. A user can change their Password or edit their Site Verification Settings. 

4. Scroll to the bottom of the screen and select Update Credentials. 
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CHANNEL SETTINGS 

1. From the main menu, select My Settings > My Profile > Channel Settings. 

 

2. The Channel Settings screen will be displayed. 

 

3. A user may edit their Online Bulletin Service and/or edit their Text Notification Windows. 

4. Scroll to the bottom of the screen and select Update Credentials. 
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My History 

1. From the main menu, select My Settings > My History. 

 

2. The My History screen will be displayed. 

 

3. Using the Services drop-down menu the user may select Alerts, Services and/or Subscriptions. 

4. Scroll to the bottom of the screens and to Select. 

5. Using the Channels drop-down menu the user may select the Channels: 

• Desktop 

• Web 

• Email 

• FTP Delivery 

• FTP Pickup 

• SMS 

• SWIFT FIN 

6. Scroll to the bottom of the screens and to Select. 

7. Use the From calendar icon to select a From date. 

8. Enter a from time. 
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9. Use the To calendar icon to select a To Date. 

10. Enter a to time. 

11. Select the magnifying glass to search. 

12. A list of matching criteria items will be displayed. 

13. Select the drop-down menu next to each transaction. 

 
• View Item  

• Resend  

• View Audit  

• Download File 
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Alerts 

1. From the main menu, select My Settings > Alerts. 

 

2. The Alerts screen will be displayed. 
Old: 

 
New: 
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3. A user may select the +Alert next to the appropriate Alert. 

4. Each Alert has different criteria for the user to enter. However, all Alerts have a Channels section for the user to 
choose how they would like to receive the Alert. 

• For each Alert Channel type the user will choose: 

- HTML 

- PDF 

- Encrypted PDF – Password required to open 

- Text 

• The Channel options are: 

- Email 

- SMS 

- Web 
Note: The following Channel options can only support HTML format: 
Push 
FTP Pickup 
FTP Delivery 

5. Once the Alerts are selected, select Save Changes. 
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Bulletins 

1. From the main menu, select My Settings > Bulletins. 

 

2. The Current Bulletins screen will be displayed. 
Old: 

 
New: 

 

3. A list of all current bulletins will be displayed. 

4. Select the arrow on the far right of the bulletin to view the details. 
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Subscriptions 

1. From the main menu, select My Settings > Subscriptions. 

 

2. The Subscriptions screen will be displayed. 

 

3. A list of all subscriptions the user can set themselves up for will be displayed. 

4. Click on a subscription. 
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5. Select the checkbox next to the subscription name for email or text notifications. 

 

6. Once all Subscriptions have been selected, select Save. 

7. A confirmation message will be displayed. 

 


