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Overview  
 

 

 

 

 

 
 

 
In this material, we will cover the commercial online banking features.  We 
will show you how you can manage your own users for your business and 
assign specific rights to those users. We will cover how you can create 
recipients that represent people or businesses that you either will be 
crediting or debiting.  In addition to creating different payment templates, 
we will also show you how you can import Balanced ACH files, Unbalanced 
ACH files, and CSV formatted files.  Domestic and international wires, tax 
payments, managing subsidiaries and also availability to access Positive 
Pay are also features of the online commercial banking. 
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The new features of the 
Commercial Online Banking 
menu give you the ability to 
add and manage new users 
for your own business.   
 
 
 
 
 
Under the ñPreferencesò 
menu, choose ñManage 
Users.ò 
 
 
 
 
 
 
From the drop-down box, you 
will be able to choose to add 
or remove users.   
 
 
 
 
 
 
 
 
 
 
 
 
We are going to add a new 
user by choosing this option 
and clicking on ñSubmit.ò 
 
 
 
 

                                                        

Managing Users 

 
 

 

 

 

 
 

 

 

 

 

 

 

 
 

 

 

 

 

 
 
 
 
 

 



4 
© 2008 All rights reserved 

 
The screen will now display 
the page that allows you to 
add a new ñUserò and assign 
them a ñLogin IDò and 
ñPassword.ò 
 
 
 
 
 
 
 
 
 
 
 
 
As you enter the information, 
note the required fields are 
notated by an asterisk  
(*).  Note the login ID and 
password requirements on 
the screen as well.  Click 
ñSubmit.ò 
 
 
 
 
 
 
 
 
 
This will return you to the 
ñManage Usersò screen.   
 
 
 
 
 
 
 
 
 
 
 
 
 
Now, you can manage the 
ñrightsò of that user by 
choosing ñUser Rightsò under 
the ñPreferencesò menu. 

Managing Users-Adding a New User   
 

 

 
 

 
 

 
 

 

 

 

 

 



5 
© 2008 All rights reserved 

 
 
 
 
 
The ñUser Rightsò is divided 
into three different categories 
for more detailed capabilities.   
 
 
 
 
The top portion of the page 
allows you to grant the user 
rights to ñManage Rights for 
all Users,ò which is an 
administrative role, ñAccess 
All Templates,ò and ñManage 
Recipients,ò which is 
bookkeeping related. 
 
 
 
 
 
 
The next portion of the page 
allows you to define rights 
and limits to your user by 
each transaction type.   
 
 
 
You can also choose whether 
or not your user can view 
ñOnline Activityò for ñAllò 
users, ñUser,ò meaning only 
their work initiated online, or 
ñNone.ò 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Managing Users-Setting User Rights 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



6 
© 2008 All rights reserved 

 
 
 
 
 
 
The bottom portion of this 
page allows you to define 
access rights per account for 
your user.   
 
 
 
 
 
 
 
 
 
From here, you can allow 
your user access to ñView, 
Deposit,ò and/or ñWithdrawò 
from your linked accounts. 
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IMPORTANT NOTE: 
 

For a user to be able to ñDraftò a transaction, but not ñApprove,ò they must 
be given the right to ñWithdrawò from the account(s).  If this is not checked 

off, they will not be able to view any accounts to draft a payment from.  
The limitation to insure the user is not initiating a transaction without dual 
approval will fall under the ñDraft, Approve,ò or ñCancelò rights in the 

second portion of this page. 
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Now that you have 
completely set up your new 
user, they will be able to log 
in with the new login ID and 
password that you issued to 
them from the home page.   
 
 
 
 
 
The user will be brought 
through the steps of first-time 
user upon entering that 
information.  
 
 
Step one asks that the user 
accepts or declines the terms 
provided in regards to the 
online banking agreement. 
 
 
 
 
 
Step two, asks the user to 
create their profile. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step four asks them to 
change their password to one 
of their choice from the one 
you issued them while setting 
them up as a user.   
 
 
 
 
 

Managing Users-User Login 
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This will bring your user to 
the accounts overview screen 
that all users will view upon 
logging in.   
 
 
 
 
 
 
 
 
 
 
 
 
Your user can now process 
the transactions that you 
have given him access to by 
managing their rights under 
the ñPreferencesò menu.   
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IMPORTANT NOTE: 
 

Your users that you set up as an administrator will only be able to access and 
view those transactions, accounts, templates and recipients that you grant them 
while you are setting them up und ñPreferencesò and ñUser Rights.ò  To change 

these at any time, you may do so by changing the rights granted under this 
menu item.   
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Now we are going to 
concentrate on how you will 
be able to execute your 
bookkeeping transactions 
through the new online 
banking solution.   
 
 
 
 
 
 
Like your user you set up, 
once you have logged in you 
will be brought to the 
ñAccounts Overviewò page. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
All of your 
templates/transactions will be 
accessed under the 
ñCommercialò menu that you 
can see from the ñAccounts 
Overviewò screen.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Commercial Menu -Access to Templates 
 

 

 

 

 
 

 

 

 

 

 
 

 

 

 

 

 

 



10 
© 2008 All rights reserved 

 

 
Under the ñCommercialò 
menu, you will be able to 
manage your ñRecipients.ò 
 
 
ñRecipientsò are any person 
either receiving a debit or 
credit as the result of a 
commercial transaction from 
your online banking.  For 
instance, an employee who 
gets their payroll, must first 
be set up as a ñRecipient.ò 
 
 
 
In order to set up, edit, or 
remove ñRecipients,ò you will 
choose ñRecipientsò from 
under the ñCommercialò 
menu.  This will bring up the 
ñManage Recipientsò screen.   
 
 
 
 
 
 
 
 
 
 
 
 
 
You can choose your action 
here from the drop-down box.  
We are going to choose to 
ñAdd a new Recipient.ò 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Managing Recipients  
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The next page that is 
presented is the ñAdd New 
Recipientò page.   
 
 
 
 
 

There is also an additional 
option that allows you to 
create an ñInternational 
Recipient.ò   
You can choose to pay an 
ñIndividualò or to pay a 
ñCompany.ò  
 
 
 
 
 
 
 
 
 
 
 
 
 
Notice the change in fields 
upon choosing an 
ñInternational Recipient.ò 
 
 
 
You can also opt to send e-
mail notifications to your 
recipient when a payment or 
collection has been 
processed (the date that the 

payment has been authorized to 
leave the account, not the date that it 
will hit the recipientôs account.) 
 

 
 
 
 
 
 
 
 
 
 
 
   

Addi ng a New Recipient 
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In addition to adding the new 
recipient, you can also add a 
new payment for this 
recipient from this screen as 
well.   
 
 
Under the ñManage 
Paymentsò you can choose to 
add, edit, or remove a 
selected payment.  We are 
going to ñAdd a new 
payment.ò 
 
 
 
 
 
Under the ñPayment Typeò 
field, you will be able to 
choose from a variety of 
transactions.   
 
 
In the next few screen shots, 
we will look at all of the 
different options and note the 
similarity of all of the 
templates. 
 
 
 
We will choose an ñACH 
Single Paymentò first.  You 
will use this option when 
making a one-time payment 
to a recipient (i.e. a non-
recurring service.) 
 
 
 
 
 
 
 
 
 
 
 
 
 

Adding a New Payment to Recipient  
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Choosing the ñACH Single 
Paymentò option allows you 
to make a one-time payment 
to a recipient.   
 
You can also choose to give 
access to other users from 
this page. 
 
 
 
 
The ñMemo/Addendumò field 
will be shown on the ACH file 
in NACHA format.   
 
 
 
 
 
 
 
 
Under ñPayment Template,ò 
you will notice the option to 
use an ñExisting Batchò and 
ñNew Batchò are not 
available.  For ñACH Single 
Payment,ò the template 
automatically defaults to 
ñSingle Payment.ò 
 
 
 
 
You can choose ñUse 
Existing Accountò or you can 
ñEnter New Account.ò  This 
will give you flexibility in 
making a payment to a 
recipientôs account.   
 
 
 
 
 
 
 

Adding ACH Single Payment to Recipient  
 

 

 

 

 

 

 
 

 

 
 

 
 
NOTE: All required fields are notated with an asterisk (*). 
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Now, letôs look at the same 
type of payment from a 
different perspective.  You 
can choose to receive a 
single payment from a 
recipient by choosing ñACH 
Single Receiptò under the 
ñCommercialò menu.  
 
 
 
 
 
 
An ñACH Single Receiptò is a 
one-time debit to a recipientôs 
account.   
 
 
 
 
 
 
This page requires you to fill 
out all of the fields that are 
marked with an asterisk.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Adding an ACH Receipt to a Recipient 
 

 

 

 

 

 
 

 

 

 

 

 

 

 

This information is the recipientôs account 
that the payment is coming from. 

IMPORTANT NOTE: 
Under both ñACH Single Paymentò 
and ñACH Single Receiptò the option 
to create a recurring transaction is 
located in an expandable section at 

the bottom of each screen. 
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The next payment template 
that we are going to look at is 
ñPayroll.ò  This template 
allows you to create a payroll 
for your employees. 
 
 
 
Note that you can use an 
existing payroll batch, or 
create a new one. 
 
 
 
 
 
 
The ñRecipient Employee 
Informationò is optional and 
allows you to enter 
ñDepartmentò and ñEmployee 
IDò information for your 
records. 
 
 
 
 
 
 
 
The unique capability of this 
template allows you to split 
the payment of your 
employees to up to three 
different accounts. 
 
 
 

 

 

 

 

 

 
 

Adding a Payroll to a Recipient  
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The ñACH Paymentsò is a 
batch of ACH payments to 
several recipientsô accounts 
and one withdrawal from your 
account.   
 
 
 
 
 
To add a recipient to an 
ñACH Paymentsò template, 
you will choose this option in 
the drop-down box.   
 
 
 
 
 
 
 
Here you can choose to use 
an ñExisting Batchò or create 
a ñNew Batch.ò 
 
 
 
 
 
 
 
 
All required fields will be 
marked by an asterisk.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Adding ACH Payments to a Recipient  
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The ñACH Collectionsò 
template allows you to make 
several debits against 
recipientsô accounts and one 
deposit into yours. 
 
 
 
 
 
 
 
 
 
 
 
Here you can choose and 
ñExisting Batchò or create a 
ñNew Batch.ò 
 
 
 
 
 
 
 
 
 
 
The ñPayor Account 
Informationò is the recipientôs 
account that will be debited.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Adding ACH Collections to a Recipient  
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After completing the 
information on the template 
of your choice, you will hit the 
ñSubmitò button at the bottom 
of the screen.  The page you 
will be presented with will be 
the ñEdit Recipientò page 
shown here.   
 
 
Here you will be able to view 
all of the payment templates 
that have been attached to 
the recipient. 
 
 
 
 
 
 
 
 
 
To submit a transaction to be 
processed, you will choose 
the desired payment under 
the ñCommercialò menu.   
 
 
 
 
 
 
For this example we will 
choose an ñACH Collectionsò 
batch.  You will choose the 
desired batch from the drop-
down box.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Submitting a Template to Process  
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You can also expand the 
area below to make this a 
recurring transaction. 
 
 
 
 
 
 
 
You must choose the 
recipients that you would like 
to be affected by this 
transaction, or you can 
choose ñSelect Allò at the 
bottom of the screen. 
 
You can also choose to notify 
the recipients on by e-mail on 
the date this transaction is 
processed.   
 
 
 
Click on ñContinueò to move 
forward with the processing 
of this transaction. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Submitting a Template to Process 
 

 

 
 

 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

IMPORTANT NOTE: 
The ñEffective Dateò is the date that 
the transaction will hit the recipientôs 
account.  There must be at least a 

two day window for all ACH 
transactions to be processed for the 
ñEffective Dateò to be achieved. 
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The next page that you will 
be presented with is the 
ñSubmit Transactionò page.  
This will give you details of 
your transaction. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
You will be able to view all of 
the details of the transaction 
that you are submitting to be 
processed.       
 
 
 
 
 
 
 
 
 
 
 
 
In order for this transaction to 
be approved and sent for 
processing you must choose 
ñApproveò at the bottom of 
the screen.  Choosing ñDraftò 
will leave the transaction in a 
pending state until you come 
back and ñApproveò it for 
processing.  To cancel the 
transaction completely, you 
can choose ñCancel.ò 
 
 
 
 
 
 
 

Submitting a Template to Process  
 

 

 

 
 

 
 

 

 

 

 

 

 

 

TERMS REVIEW: 
Approve = transactions sent to the financial institution 
and are scheduled to process 
Draft = transactions submitted but not authorized for 
processing 
Cancel = if the transaction has not been processed this 
is a request to cancel it 

Help = online Help descriptions, definitions etc. 

 


