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User Platform: 

User Login 
 

 

Overview 
Users must provide two pieces of information in order to log 
into Business Banking: 

 Username 

 Password 
 
Upon initial login or if attempting to access Business 
Banking from a public computer, the business user is 
required to pass a multifactor authentication. This is done 
by using a mobile device or receiving an email.  
 
 

Description 
Login  

Once a user is created in the Admin Platform by a financial institution administrator or by a 
business administrator in the Business Banking platform, two emails are generated and sent to 
the user. These emails contain login instructions.  

The first email contains the user id credentials and the second email contains a temporary 
password. Once both of these emails are received, the user can log in to the Business Banking 
platform.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

In this section: 

 Login 

 Multifactor 

Authentication 

 Forgotten Password 
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Multifactor Authentication 

During an initial login, the business user is required to pass a multifactor authentication 
challenge. This challenge uses the phone number that was established when the new user’s 
profile was created. During the challenge, the user is able to register his or her device to avoid 
future multi-factor authentication challenges.  

The user has the option of receiving a verification code via phone, text or email.  
 
**Note: The initial multifactor authentication challenge allows the user to receive the validation 
code via phone or text only. The user can manage Login Security, including enabling a phone 
for texts, in the My Settings area of the Business Banking platform.  
 

 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
After the code is received and entered, the user is given the option to register their computer, 
which will prevent multifactor authentication challenges in the future. Once this choice is made, 
and after changing their password, the user can proceed to the Business Banking platform.  The 
user can go to My Setting to change/update the User ID to one that the user will remember.   
 
 
**Note: The phone number used for multifactor authentication can be managed by the user 
within My Settings at any time after the initial login.  
 
 
 
 

Once the 

user 

receives the 

verification 

code, they 

enter it 

here.  
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Forgotten Password 

If a user forgets their username, password or is locked out of Business Banking, they can reset 
their information using the Forgotten Password feature. This feature is located on the login 

screen and will give immediate access to user without having to contact the financial institution. 
 

1. The user clicks I can’t access my account from the login screen. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. The user enters a phone number and username that has been previously added in 
Business Banking. If this information matches what is on file then a temporary password 
is sent to the user.  

3. When the user logs in they are asked to reset their password.  
 
 
To retrieve a username the user clicks I forgot my username from the Can’t access your 
account screen. They are asked to enter their email address. If this email address matches 

what has previously been entered into Business Banking then their username is emailed to 
them. If needed, the user is then able to retrieve their password by using the Forgotten 

Password feature mentioned above.  

 

  

The user must enter 

a phone number and 

username that has 

been previously 

added in Business 

Banking.  
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User Platform: 

Manage Users 
 

 

Overview 
The Manage Users feature is located in the Additional 
Services menu. This feature allows a business 
administrator to allow controlled access to certain functions 
within the Business Banking platform. Each business user 
who is entitled receives their own username and password.  
 
 
 

Description 

Adding a User 

1. When a business administrator clicks on Manage Users, they see the Users with 
Account Access screen.  The business administrator clicks Add a user. 

If users already exist in the system, the business administrator will see a list of users 
who have access to the system. To add a user from this page, the business 
administrator clicks Add a user.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

In this section: 

 Adding a User 

 Approving a New User 

 Managing a User 
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2. The Manage User Details and Access Settings screen allows the business administrator 
to add details about the user and grant access to features and functionality. This screen 
is divided into two sections: User Details and User Access Settings.  
 
User Details 
The first section of the screen contains User Details. The business administrator enters 
the name, phone number and email address of the user.  

The email address is used to send login instructions to the user. The phone number that 
is entered is used for multi-factor authentication. 
 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

This is the information found at the 

top of the screen. The administrator 

will need to scroll down to view the 

additional sections.  
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User Access Settings: Modify account specific access 

The business administrator uses this area to grant access to specific services at the 
account level. The business administrator uses the drop down menu to select a specific 
Tax ID (if multiple are available). 

Each item in this section expands so the business administrator can choose the 
appropriate level of access. The business administrator can also check Grant full 
access for this Tax ID in order to grant access to all features.  

The business administrator can use another user’s entitlements for this new user by 
selecting Copy access from another user and choosing the correct name. That user’s 

entitlements will populate for this new user. If necessary, changes can be made before 
saving this person’s profile.  
 
 

 

 

 

 

 

 

Use the drop-down to 

change the Tax ID.  

Click on 

each 

account to 

expand and 

view/choose 

the available 

services.  For convenience, the 

available balance is 

listed for each account 

(if available from the 

core). 

The administrator can 

choose Full Access 

Granted for each of 

these features or 

expand each feature for 

additional entitlements.  
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The business administrator is able to expand each service to entitle additional levels of 
service at the account level. The features available for each service are as follows:  

Feature Additional Features 
View Balances 
View Transaction Details/History 

Stop Payments 
Internal Transfer 

N/A 

Loans Make Loan Payment 
Request Loan Advance 

ACH Templates Manage ACH Templates 

Approve ACH Templates 

ACH Payments Create Ad Hoc ACH Payments 
Create ACH Payments Using Templates 
Approve ACH Payments 

ACH Collections Create Ad Hoc ACH Collections 

Create ACH Collections using Templates 
Approve ACH Collections 

Domestic Wire Transfer Templates Manage Domestic Wire Templates 
Approve Domestic Wire Templates 

International Wire Transfer Templates Manage International Wire Templates 

Approve International Wire Templates 

Domestic Wire Transfer Payments Create Ad Hoc Domestic Wire Transfer 
Payments 
Create Domestic Wire Transfer Payments Using 
Templates 

Approve Domestic Wire Transfer Payments 

International Wire Transfer Payments Create Ad Hoc International Wire Transfer 
Payments 
Create International Wire Transfer Payments 

Using Templates 
Approve International Wire Transfer Payments 

 

User Access Settings: Modify access and transaction limits for all accounts 

In this section the business administrator grants access to specific user-level 
functionality and transaction limits. The business administrator is able to apply company 
limits or set transaction limits specifically for this user (equal to or lower than the 
company limits). The business administrator expands each section in order to specify 
per-transaction limits, daily and monthly limits. The business administrator will also grant 
access to specific ACH Payment and ACH Collection transaction types. 
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3. The business administrator makes the appropriate selections for the user and clicks 
Save.  

4. If the addition of the new user requires approval, the new user will appear on the Users 
with Account Access screen with a status of “Setup pending”. If no approval is needed 
the user will have a status of “Active”.  

 

Approving a New User 

If primary and secondary business administrators have been set up for the business, a 
newly added business user will have to be approved. If a newly added user was added by 
the primary business administrator, a secondary business administrator will have to approve 
the newly added user, and vice versa.  

Once the user is added, the business administrator who needs to approve the user will 
receive an email notification that there is an activity that needs their approval. The 
administrator will also see this user listed on the My Approvals widget on the home page of 
Business Banking.  

The approver can view information about the new user by clicking on their name. This opens 
the User view (which is the same as the Print view) and is launched as a new tab. The user 

must navigate back to the Business Banking tab to complete the approval flow.  

The approver can then approve or decline a new user directly from the My Approvals widget 
by clicking Approve or Decline.  

Expand 

each section 

to enter per-

transaction, 

daily or 

monthly 

limits.  

Expand 

each section 

to select 

allowed 

transaction 

types  
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Immediately after being approved, the new user will receive an email containing their log-in 
credentials. The new user’s status will change to Active on the Users with Account Access 
screen.  

 

**Note: All payments, 
users and templates that 
require approval will 
appear in the My 
Approval widget on the 
home page. Users will 
only see the items upon 
which they can take 
approval action. 
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Managing a User 

1. A list of business users is located on the Users with Account Access screen. This 
screen is accessed by clicking Manage Users on the Additional Services menu. This 

list allows the business administrator to manage user’s access rights and view the status 
of each user.  

The business administrator is able to see the status of each user. If the approval for a 
user’s initial setup is incomplete then the user’s status will be “Setup pending”. If a 
change to a user’s existing setup needs approval, then the status of “Approval pending” 
will display.  

 

 

 

 
 

 
 
 
 
 

 
To view or edit access rights, the business administrator clicks on the name of the user. 
When changes are made to a user’s setup, the user will need to be re-approved. Until 
the user is approved the user is in a temporary locked state and they are not able to 
access the Business Banking platform. Once the approval takes place, the user returns 
to an “Active” status and can access the Business Banking platform once again.  

The ability to print, edit, copy from user or delete a user is available in the Options menu 

for each user. The delete option is not available if the user is in a Set up pending or 
Update pending status and does not require approval.  

The Copy from user feature opens a new user set up screen with an exact replica of the 
original user’s entitlements. The business administrator enters the new user’s personal 
information and makes any necessary changes to entitlements and clicks Save.  

 

  

The business administrator 

clicks on the user’s name to 

view or edit access rights for 

that user.  

The business administrator can enable or 

disable access by toggling between YES 

and NO.  
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User Platform: 

ACH and Wires 
 

 

Overview 
Businesses are able to manually initiate payments and 
collections via Business Banking. They also have the ability 
to set up templates for recurring payments or collections.  
 
 
 

Description 
Adding Templates 

Adding an ACH Template 

1. The user clicks on Manage payment templates in the Move Money menu.  

2. On the Manage payment templates screen the user clicks Add a template. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

3. The user adds template information on the Add a template screen  

 

The user enters the following information: 

 Name - The user enters a template name  

 Funding company - If there are multiple TINs for this company the user can 

choose the appropriate TIN from the drop down menu.  

 Funding account - The user chooses the funding account from the drop down 
menu. The list of funding accounts depends on the funding company that is chosen.  

 Template Type - The user can select the following template types from the drop-

down-menu:  

o Consumer Payment (PPD) 

o Electronic Check (POP, WEB or ARC) 

In this section: 

 Adding Templates 

 Managing Templates 

 Managing Payments 

 Managing Scheduled, 

Processed and 

Declined Payments 

  

Existing templates are listed in 

this area.  



 

Affinity Federal Credit Union  14 

o Commercial Payment (CCD) 

o Tax Payment (CCD) 

o Child Support (CCD) 

o Telephone Initiated Entries (TEL) 

o Domestic Wire 

o International Wire 

 ACH Company ID - The user selects the ACH Company ID from the drop-down 

menu. 

 Payment description - The user can enter a description is that is no longer than 10 

characters.  

 How would you like to settle these payments? - The user selects how the 

transactions in the template should settle. If there should be one debit to the funding 
account to offset all of the credits in this template, the user chooses Batch offset. If 
the user prefers to have individual settlement entries for each item, he or she 
chooses Single offset.  

 

The bottom of the form dynamically changes depending on the type of template that is 
chosen.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

This is an example of a payroll template.  

For a payroll template, add employee 

information here.  
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4. The user adds the employee information to the template by clicking Add an employee. 

The user enters the employee’s name, account information, and payment amount on the 
Add an employee screen.  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

If prenotes are created, a mandatory three day waiting period before initiating live dollar 
entries is enforced. If the waiting period for prenotes has not expired (3 days from 
prenote settlement date), payments for prenoted entries can only be created with a 
Delivery On Date after the prenote waiting period.  

Prenotes can be created whenever recipient information is added or edited within a 
template. It is the responsibility of the originating financial institution to communicate 
details of any Notifications of Change received as the results of a prenote. Notifications 
of change contain information users need to correct inaccurate or changed information in 
the prenote or live dollar entries they have originated.  

 

 

 

 

 

 

 

 

 

 

 

 

 

5. The user clicks Save.  

The routing number is 

validated by a database 

that is maintained by 

the Fed.  

The amount to pay is 

saved with the 

template, but it can 

be changed when 

the template is 

initiated. 

To create a prenote for this 

employee, the user checks this 

box.  

To add a prenote to an existing 

template, check the check box in 

front of the employees name (or in 

front of Employees to enforce for all 

listed) and click Create prenote.  

This checkmark 

lets the user know 

that prenotes are 

being enforced.  
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Adding a Wire Template 

1. To create a wire template the user chooses Add a template. The user enters a template 

name, chooses a funding account and chooses Domestic Wire or International Wire for 
the template type.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. The bottom of the screen populates with the wire template. The business user will have 
to scroll to view the entire template.  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Beneficiary 

information is 

entered here. 

 

Receiving 

bank 

information is 

entered here.  
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**Note: The user can enter instructions to the beneficiary of the wire transfer or to the receiving 

financial institution. The financial institution administrator will also have an opportunity to edit the 

instructions if the user has made an error.  

 

**Note: The Business Banking module will not maintain foreign exchange tables for international 

wires. Financial institutions will receive instructions from Business Banking and the financial 

institution will perform currency conversions off-line using currency conversion tables and 

provides they use for Foreign Exchange. The Business Banking module supports wires in U.S. 

dollar, exact amount in U.S. dollar converted to foreign currency, and exact amount in foreign 

currency.  

 

3. Once all the information is entered, the business user clicks Save template.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

If applicable, 

the beneficiary’s 

bank 

information is 

entered here.  

Payment information is 

entered here.  
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Managing Templates 

View Established Templates 

Once templates are created, they are located on the Manage payment templates screen. 

From this screen, the user is able to edit or delete a template and view payment history.  

1. The user clicks on Manage payment templates in the Move Money menu. This screen 
shows the list of established templates and the last payment amount and date for each 
template.  

2. The user clicks on the Options menu next to a template to edit or delete a template or to 

process a payment.  

3. The Showing drop-down menu allows the business user to search for a particular type 

of template. The user can also enter a name of a template in the search field.  

4. This screen also provides a list of any templates that might need approval. Once a 
template is approved, it is available for use. (This is not shown in the screen shot below). 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

For templates that have been 

approved, the Options menu 

allows the user to edit or delete a 

template or make/ a payment.  

The user can use the Showing menu to filter the templates 

list to only present a certain type of template, or use the 

search field to find a particular template.  
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Edit a Template 

1. The user clicks 
Edit template on 
the Options 

menu next to the 
template name.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. The user makes any 
necessary changes 
and clicks Save 
template.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

This is an example of a CCD 

template and what a user is 

able to edit.  
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Delete a Template 

1. The user clicks 
Delete on the 
Options menu 

next to the 
template name.  

 
 
 
 
 
 
 
 
 
 
 
 
 

2. The user is asked to confirm the deletion. Once 
deleted, the template will no longer exist in the list of 
templates on the Manage payment templates 

page.  
 

 

 

 

 

 

 

 

 

Process a Payment 

1. The user clicks 
Make a 
payment on 
the Options 

menu next to 
the template 
name.  

 
 
 
 
 
 

2. The user is taken to the Payments screen to process a payment. Refer to Managing 
payment on page 53, for steps on how to process a payment.  
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Managing Payments 

Make or Collect a Payment Using a Template 

The ability to make or collect a payment can be accessed from the Manage payment 
templates screen as described in the previous section. The Payments screen allows a user to 

set up or collect a payment. It also provides the user a list of scheduled and processed 
payments.  

 
1. The user clicks on Make/Collect a payment in the Move Money menu. To make a 

payment the user clicks the Make payments radio button. To collect a payment, the 
user clicks the Collect payments radio button. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Lists of scheduled 

payments, processed 

payments and 

declined payments are 

available here. This 

information is sorted 

by date.  

The user clicks on the name of a 

scheduled payment to view the 

payment information.  

Users only see capabilities they have 

been entitled to access.  

The user’s limits and 

current statistics are 

displayed to the right of 

the Payments screen. 

The user clicks on More 

details to view daily and 

monthly limits.  
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**Note: The following payment types are supported:  

Make Payments  

Wires Domestic and international. 
ACH PPD and CCD are supported. Free-form addenda records are 

supported for applicable entries.  

Tax Payments Users can create a one- time or templated payment using the 
Tax Forms that have been created by the financial institution. 
Users also have the option to create tax payments with free-
form addenda records if they choose. 

Collect Payments  
ACH PPD, CCD, BOC, ARC, TEL, WEB 

ACH Pass 
Through 

 

NACHA We will verify accurate NACHA file formatting. The pass-
through file must contain entries that are all settling on the 
same effective date, and only one NACHA file can be 
contained within each pass-through file. Any valid SEC codes 
can be contained within the ACH pass-through file.  

 

 

2. Under How do you want to pay? the user is given the option to use a template or to 

make a one-time payment  

If the user chooses to use a template, when the user starts typing in the text field, the 
system filters through and displays a list based on what the user has typed. The user 
clicks the name of the appropriate template. 

The user can also click Add a new template to create a new template.   

 
**Note: This list includes the ACH and wire templates the user is authorized to access.  

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

If the user isn’t authorized to create 

one-time payments then they are 

only presented with the option to 

choose from available templates.  
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3. The screen displays the template that is chosen. The amount and description default to 
what was previously saved on the template. The delivery date automatically defaults to 
the next available settlement date. The user has the option to edit these items.  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

**Note for Tax Payment Templates: When making a tax payment using a Tax Form, the user 

chooses Tax as the payment type. The user selects the tax authority and tax form they want to 

pay. If they input a tax authority and tax form with a tax form template associated with it, they 

are presented with an input screen that has been built based on the addenda format map that 

was created by the financial institution. If a tax form has been previously used to create a 

template, the user can simply choose the same template from the drop-down.  

 

 

 

 

 

 

 

 

 

Any fees for this 

transaction are listed 

here.  

The business user clicks Edit template 

to make additional changes.  



 

Affinity Federal Credit Union  24 

4. The user can also add or change the recurrence of this payment by clicking on the 
Repeats area. By clicking Never, in the Repeats area, the user can establish a rule for 

repeating this payment. The user can choose to make a payment repeat once a week, 
once every two weeks, twice a month, once a month, once every four weeks, once every 
eight weeks, once every three months, once every six months and once a year.  

After setting the payment frequency, the user is able to choose exactly when that 
payment occurs and choose how long the repeated payments continue. This is done by 
using the On and Until drop-down menus (These menus are dynamic and depend on 

the frequency).  

The user then defines what happens if the payment date falls on a holiday or a weekend.  

The user clicks Save to save this recurring payment schedule.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

5. Once the payment details have been entered, the user clicks Continue to review. 

This allows the user to review all payment information. The user receives a message 
at the bottom of the screen and is asked to review the payment information. 

 
 
 
 
 
 

6. After the user clicks Pay, he or she receives a confirmation message. The payment 
is now in the list of scheduled payments on the Payments page. The user’s limits 

are also updated to reflect the value of the newly created payment.  
 

 
 
 
 

The user clicks 

a radio button 

to choose what 

happens if the 

date falls on a 

non-processing 

date.  

The next payment date is 

shown here.  
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**Note: If the user is collecting a payment the button will say Collect.  
 

Make or Collect as a One-Time Payment via ACH 

1. On the Payments screen, the user chooses Make a one-time payment under How do 
you want to pay? 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

2. On the payment entry screen, the user enters the information for this one-time payment. 
The user starts by choosing one the funding accounts they are entitled to access. 

The payment type and ACH 
company ID are chosen from 
the drop-down menus.  

The payment name is optional, 
but the payment description is 
required. The payment 
description is displayed in the 
ACH batch header record and 
is limited to 10 characters.  

The user also chooses batch 
offset or single offset. After 
entering a delivery date, the 
user clicks Pay.  

 

 

 

 

 

 

 

 

 

 

 

 

The current and 

available balances 

for the funding 

account are available 

here. This feature 

depends on the core 

provider.  

The payroll template is 

used in this example and 

allows the user to add 

employee information.  
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Make a One Time Payment via Wire 

1. On the 
Payments 

screen, the user 
chooses Make a 
one-time 
payment under 
How do you 
want to pay? 

 
 
 
 
 
 
 
 
 

2. The user chooses the funding account and, chooses Domestic Wire from the Payment 
Type drop-down menu. 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Entering a payment 

name is optional but 

useful if this one-off 

payment is saved as a 

template for future use.  

Once the funding account is chosen, the 

current and available balances appear. 

(This feature is core dependent).  
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3. The bottom of the screen populates with the wire information. The business user will 
have to scroll to view the entire form.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

4. Once the information is entered, the user clicks Continue to review. The user has the 

opportunity to review the information for this wire.  
 

Beneficiary 

information is 

entered here.  

If applicable, the 

beneficiary’s bank 

information is entered 

here.  

 

The receiving 

bank 

information is 

entered here.  

 

The payment 

amount and 

delivery date 

are entered 

here.  
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5. After reviewing, the user 
clicks Pay to process the 

payment. If changes 
need to be made, the 
user clicks Edit payment 
to return to the Wire 
information screen.  

 

 

 

 

 

 

 

 

6. The user receives a confirmation message and has the opportunity to save this one-time 
payment as a template. This payment now appears in the Scheduled Payment tab on 
the Payments screen.  

 

 

 

 

 

 

Upload a Pass-Through File  

The business user has the option to upload a NACHA formatted file instead of manually 
entering ACH payments.  

1. The user can access this feature from the Move Money menu by clicking Upload ACH 
pass-through file or Make/Collect a payment. To upload a pass-through file, the user 
clicks the Upload pass-through file radio button.  
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2. The user clicks Browse to select an ACH transaction file. Only .ach files can be 

uploaded.  
 

 
 

If the user is uploading an unbalanced ACH file (one that does not have a settlement 
entry included) the user must click This is an unbalanced file. Otherwise, the file will 

fail the validation checks.  

During the upload, the file format and field values are validated to confirm compliance 
with NACHA format requirements. If errors are detected the user is presented with an 
error message and the line numbers where the errors were detected.  
 

3. Once the file is accepted, the ACH pass-through file follows the same approval flow as 
an ACH or wire transaction created within the platform.  

 
**Note: This feature will only be available to users who have been given access via the 
Entitlements feature.   
 
**Note: The ACH Pass-through file feature supports unbalanced files for debit only and credit 
only files. Imported files cannot contain a mixture of debits and credits that is not balanced.  
 
ACH File Import 

ACH file import provides an efficient and secure way to streamline ACH payment initiation. ACH 
file import provides users with the ability to import ACH payment recipients using any delimited 
file. Users first define the file structure in the Manage Import File Definitions area and then use 
those mapping definitions to import recipient information in the Import Recipients area. Both of 
these options are found on the Move Money menu.  

**Note: Business users entitled to create templates can access Manage Import File Definitions. 
Business users entitled to create payments can access Import Recipients.  

1. On the Manage import file definitions screen the user may see a list of previously 
saved file definitions. To add a new file definition, the user clicks Add a file definition. 

 

 

 

 

 

 

 

 

 

  

Use the options menu to 

edit or view a previously 

added file definition 

Click on the name of the 

definition to view details.  
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2. There are three steps in adding a file definition: Define file details, Map fields and Test & 

Confirm.  

On the Define File Details screen, the user is prompted to enter information regarding 

the payment details and file definition.  These are the same steps used to create a new 

ACH template. Click Next.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

3. On the Map fields from 
your import file screen, 

select the fields from your 
import file to map to the 
payment fields.  

Once all fields are selected, 
click Next.  

 
**Note: The Account type 
field must be populated with 
the text “checking” or 
“saving”.  

 

 

 

 

 

 

 

 

 

 

 

 

Enter payment 

information here.  

Enter file 

definition 

information here.  

The number of fields 

available in these 

dropdowns is 

dependent on the 

number entered for 

“How many fields are 

there in the file?” 

from the previous 

screen.  

The matching record option 

allows the user to import new 

information into an existing file.  

The File Type can be either 

Delimited or NACHA.  
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4. On the Test & Confirm screen, the administrator has the option to test the file mapping 
information that was just entered. Select Browse and navigate to the test file.  

If the test was successful, the user will see a preview of imported items and can then 
click Save file definition. If unsuccessful, the user is presented with an error message 
with a line number where the error occurred. The user may go back to adjust and retest 
the file definition as needed prior to saving it again.  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

5. Once the test is 

completed, a 

summary of the test 

file will appear:  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

The user selects Browse 

and navigates to the test 

file.  

If the user does not wish to 

run a test, then click Save file 

definition to save. 

The user reviews the test file 

information.  

Once saved, the 

user will receive a 

success message.  
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Once files have been mapped and saved, recipients can be uploaded and payments scheduled.  

1. The user clicks on Import Recipients from the Move Money menu. On the Import 
recipient information screen the user chooses the correct file definition from the drop-
down menu, uploads the file, chooses a delivery date and clicks Make a payment.  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The user receives a success message and this new payment will now show up in the Scheduled 
Payments tab on the Payments screen and will follow standard payment approval flows.  
 
The first time recipients are imported using a newly created Import Map, all the recipients are 
added. The recipients are retained with the Import Map until the next time a file is imported. With 
all subsequent imports, the user must choose from one of the four options:  

 Add new recipients and updating existing 
o Add recipients from import file where no match is found on matching key 
o If matching key is found and fields have new values, replace existing field value 

with new value 
o If existing recipients from previous import are not found in import file, delete and 

remove from payment file 

 Add new recipients only 
o Add recipients from import file where no match is found on matching key 
o Leave all existing recipients unchanged, even if new information is included in 

the import file 

 Update existing recipients 
o If matching key is found and fields have new values, replace existing field value 

with new value 
o If new recipients are included in import file do not add 

Once the file 

definition is chosen, 

a summary of the 

payment is located 

here.  

When the file is uploaded, the 

name of the file will appear here.  

The drop-down menu contains all file 

definitions previously created and also 

gives the user an opportunity to create a 

new file definition.  
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o If existing recipients from previous import are not found in import file, leave 
unchanged and include in payment file 

 Delete existing and add recipients 
o Delete all recipients from previous import 
o Add recipients from import file 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Managing Scheduled, Processed and Declined Payments 

A business user can view scheduled payments, processed payments, and declined payments 
from the Payments screen. This screen is accessed from the Move Money menu by clicking, 
Make/Collect a payment, Upload ACH pass-through file or Scheduled payments.  

 
Scheduled Payments 
The Scheduled payments tab lists, recurring and scheduled payments by date. If a payment is 
waiting for an approval, the user sees “Approval pending” as the status. Once the payment has 
been approved, the alert will disappear.  

By default, scheduled payments for the next 30 days are listed. If there are recurring payments 
scheduled, the next scheduled payment appears at the top of the tab. The next scheduled 
payment will appear, even if it is more than 30 days out.  

The user can sort scheduled payments by selecting a type of payment from the Showing all 
payments menu. The user has the option of showing all payments, approvals pending, ACH 

pass through files, ACH payments or wire payments.  

The user clicks Browse to locate 

the new file.  
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Processed Payments 

The Processed payments tab list all processed payments by date. By default, 30 days’ of 

history is shown. The user can filter the information on this tab showing all payments, ACH 
transaction files, ACH payments and wire payments.  

The business user has the option to use a payment to create a new transaction. On the 
Options menu, the user selects Copy Payment. The user can then set up an additional 
transaction using the information from that processed payment.  
 
From the Options menu, the business user can view details of the payment and print the details 

of the payment. 
 

Toggle between scheduled, processed and 

declined payments.  

This payment is 

waiting to be 

approved.  

The user can view a certain 

type of payment by 

selecting a type from the 

drop-down menu.  

The user clicks on the name of 

payment to view details about 

that payment.  
The user clicks on the link 

within details screen to print 

the details of the payment.  
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Declined Payments 

The Declined payments tab lists all payments that have been declined, by date. The user can 

filter the information on this tab showing all payments, ACH transaction files, ACH payments 
and wire payments.  

The business user can choose Initiate a new payment from the Options menu to set up a new 
payment using the declined payment’s information. The user can choose View details from the 
Options menu to view additional information about the declined payment. The user can choose 

Print details to print the additional information about the declined payment. 

The user can view a certain 

type of payment by 

selecting a type from the 

drop-down menu.  

The user clicks on the name of the 

payment to view details about that 

payment. 
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The user can view a 

certain type of 

payment by selecting 

a type from the 

dropdown.  

The user clicks on the name of 

the payment to view details 

about that payment. 
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User Platform: 

Approving or Rejecting 
Payments or Users 
 

 

Overview 
The My Approvals widget on the Business Banking home 
page lists the payments, templates and users that need 
decisioning.  

 

 

 

 

Description 

My Approvals Widget  

Once a template, payment or user is submitted and needs approval, all entitled business 
administrators and business users receive an email notifying them that an activity is waiting for 
approval. That activity appears within the My Approvals widget on the home page of the 

Business Banking platform.  

The My Approvals widget is divided into sections for payments, templates and users. Business 
administrators can also use the Show All menu to view a specific type of activity. 

The user can view information regarding the payment, template or user by clicking on the name. 
For payments and templates, details are presented on-screen and the option to approve or 
decline is available on that screen.  

For users, the information appears as an 
additional tab and the user must navigate back 
to the Business Banking tab to complete the 
approval flow.  

 

 

 

 

 

 

 

 

**Note: This widget appears for all users. If the 
user is entitled for approvals, the widget will 
contain information.  

  

In this section: 

 My Approvals Widget 

 Approving and 

Declining 

 

Click on the name to view 

details.  
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Approving and Declining 

Within the My Approvals widget, the business administrator clicks on Approve or Decline.  

Once the user approves a template, payment 
or user, the approved item appears on the 
Approval History tab. An approved template 
is available for use immediately and any 
approved payments are moved to the 
financial institution wire or ACH queues. 
After approved, the new user receives two 
emails. One email contains their login 
information and the second contains their 
one-time password.  

From the Approval History tab (not shown in 
the screen shot), the approver can view all 
approved transactions, users and templates. 
The user also has the ability to filter and view 
just a certain type of item.  

Approval Caching allows an approver who has already successfully completed the approval out-
of-band or multifactor authentication step for an item to bypass that step for subsequent 
approvals within a set period of time. The caching period is configurable at the financial 
institution level (seconds) during implementation and can be changed at any time by contacting 
Customer Care. Caching period is ended when a user logs out.  
 
**Notes: 

 Templates that are in Approval Pending Status are viewable from the Manage 
Templates screen.  

 Once a recurring payment schedule is approved, the subsequent payments that are 
generated from that schedule will not be presented for approval unless the schedule is 
updated.  

 If the uploaded file is unbalanced, the amount of that file will not show in the Approval 
Widget. The approver will need to navigate to the Scheduled Payments screen and 
access the payment details.  

 ACH pass-through files can be viewed via the Process Payments tab.  
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User Platform: 

One-Time Passcodes and Token 
Challenges 
 

 

Overview 
There are two ways to increase the security of approvals 
and initiation of certain transactions within the Business 
Banking platform. By default, a business is challenged 
during certain workflows with a one-time passcode. This 
one-time passcode is delivered via a phone call or a text.  

If the financial institution enables tokens when adding a 
business to the Admin Platform (see how to do this on page 
6) then the administrators are challenged by providing a security code that is delivered via a 
token.  

An administrator is asked to provide either a one-time passcode or a token security code within 
the following workflows:  

1. A business with only one user: 

 The user is challenged for a security code when an ACH or wire transaction 
exceeds the challenge threshold set by the financial institution is initiated. 

2. A business with one administrator (primary) and one business user without approval 
capabilities: 

 Transactions initiated by the administrative user that exceed the challenge 
threshold set by the financial institution are challenged for a security code when a 
transaction is initiated. 

 Transactions initiated by the business user are challenged for a security code 
when the primary administrator is approving the transaction. 

3. A business with two administrators (primary and secondary) or at least one business 
user with approval capabilities: 

 Transactions initiated by either administrator or the business user with approval 
capabilities are challenged for a security code when that transaction is being 
approved.   

 New business users added by either administrator are challenged for a security 
code when that user is being approved.  

 

 

 

 

 

 

In this section: 

 One Time Passcode  

 Token Registration and 

Usage 
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Description 

One Time Passcode 

When challenged for a one-time passcode the user receives the screen below. 

 

 

 

 

 

 

 

 

 

The user chooses how they want to be verified.  
They are able to choose an automated phone  
call or a text.  

 

As soon as the user responds via their device, the verification screen disappears and the user is 
able to continue with their action.  

 

Token Registration and Usage 

Digital Insight has partnered with Symantec Validation & Id Protection in order to provide token 
support for our Business Banking platform. Tokens are enabled by the financial institution via 
the Admin Platform.  

First time users will need to download the Symantec software, VIP Access, and enter specific 
credentials into Business Banking in order for the token to work correctly. Alternatively, 
physical/hard tokens may be purchased by the user directly from Symantec.  

The following steps explain how to download the software and establish a token for a particular 
user.  

Downloading and Registering VIP Access 

1. The user navigates to 
the My Settings>Update 
security options screen 
within Business Banking 
and clicks How do I get 
a VIP Access token.  

 

 

 

 

 

 

 

This link takes 

the user to a 

Symantec site 

and provides 

additional 

information on 

the VIP Access 

product.  
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2. The user is given notification that they are leaving Business Banking. The user clicks 
Ok.  

 

 

 

 

 

 

3. The user is now on a secure 
site for Symantec products. 
The user chooses which VIP 
Access product to download. 
This includes soft token 
options for mobile or desktop,  
and physical/hard token 
options for, card or key fob 
type token. Please note, only 
one credential can be entered 
in Business Banking.  

In this example we are going 
to walk through downloading 
the VIP Access Desktop 
version.  

The user is asked to select 
the version for a PC or a Mac. 

The user follows the onscreen 
messages in order to 
download the software. 

 

 

A token can be 

downloaded on 

a mobile device 

as well.  
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4. Once the software has 
downloaded the user is asked to 
proceed through the VIP Access 
Setup Wizard.  

The user clicks Next in order to 

start the Setup Wizard.  

 

 

 

 

 

 

5. Once the Setup Wizard has completed, the VIP Access icon is located 
on the user’s desktop. Double-click to open this software.  
 
 
 
 
 

6. The VIP Access screen contains the Credential ID. 
The Credential ID is the piece of information the user 
enters on the My Settings> Update Security 

Options screen within Business Banking.  

 

 

 

 

 

Once this information is entered, the VIP Access software is linked to the user. If for 
some reason the Credential ID changes, the new Credential ID will need to be entered 
for the soft token to work correctly.  

 

Token Usage 

Within Business Banking, a user is asked to provide a one-time passcode, provided by VIP 
Access, within certain workflows. A one-time passcode must be provided when the following 
situations occur:  

**Note: These challenges only occur when tokens are enabled for a business in the Business 
Banking dashboard via the Admin Platform. 
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The challenge workflow for the VIP Token is the same for each scenario list above. In the 
following example, an administrator is approving a transaction that was submitted by a business 
user (scenario 2 above).  

 

1. The administrator locates the 
transaction in the My Approval 
widget on the Home Page of 
Business Banking. The 
administrator clicks Approve. 

 
 
 
 
 

 
 

2. The administrator is asked 
to enter a one-time 
passcode. To enter the 
passcode, they click Enter 
Security Code.  
 
 
 
 
 
 
 

3. The administrator opens the VIP Access software on 
their computer or device and enters the Security Code 
on the Is this really you screen. The administrator 
clicks Continue.  
 
 

 
 
 
 
 
 

 

4. The system validates the VIP Access Security Code. The user will see a green check 
mark on the Is this really you? screen before the screen disappears (on its own). The 
approved transaction disappears from the My Approval widget.  

This is the transaction 

the administrator is going 

to approve.  
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User Platform: 

Accounts and Transaction History 
 

 

Overview 
The My Accounts widget on the Business Banking home 

page lists the accounts that a user is entitled to at your 
financial institution and provides quick access to: 

 View key account information at a glance. 

 Take a quick peek at recent transactions. 

 See more transactions on the Account History page 

 Quickly make a transfer 

The Account History page allows users to: 

 View transaction history, and sort, search and filter the data.  

 Perform common tasks, such as transfer funds, view statements, and export data. 

Description 
My Accounts Widget 
This widget displays the accounts hosted at your financial institution as well as the accounts the 
user is allowed to view (authorized via the Entitlements feature).  

A business user who is entitled 
to view accounts for multiple 
TINs can toggle between TINs 
and associated accounts by 
clicking on the Tax ID and 
choosing the group they want to 
view.  

Accounts are grouped into 
categories: 

 Deposit accounts 

 Loans 

 Investment accounts  
 

There is no limit to the number of 
accounts that can be displayed.  
 
 
 
 
 
 
 
 
 

In this section: 

 My Accounts Widget 

 Account History Page 

This drop-down menu 

changes the Tax ID. 

This link gives a 

quick peek at recent 

transactions.  

This is a quick link for 

making payments.  
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My Accounts Widget – Quick Peek Link 

The Quick peek link next to each 

account name opens a pop-up 
window with recent transactions.  
 
 
 
 
 
 
 
 
 
 
 
 
 
Account History Page 

The Account History page allows users to: 
 View transaction history, sort, search, and filter the data. 

 Perform common tasks, such as transfer funds, view statements, and export data.  

 
  
 
 

 
 
 
 
  
 
 
 
 
 

Five days of 

history is 

available for 

high volume 

accounts 

(checking, 

credit card, 

and money 

market).  
A link to Make a 

Transfer pop-up 

window. 

A link to the 

Account 

History page.  

The user can change the 

Tax ID here. 

The user can click any 

column header to sort 

(default sort order is by 

descending date) Export pop-up window. 

Date range options: 

 10 days (default) 

 30 days 

 Current month 

 Custom 

The user enters a check number, 

amount or other text to filter the list.  
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User Platform: 

Transfers 
 

 

Overview 
Users can easily initiate and schedule various types of 
transfers to and from accounts on your host system within 
Business Banking, including: 

 One-time immediate transfers 

 One-time future-dated transfers 

 Recurring transfers 

 Loan payments 

 Cross-TIN transfers 

 
 

Description 
Make a Transfer 
Users can make transfers from multiple locations within Business Banking: 

 Home page: My Accounts widget 

 Home page: Quick Peek screen via link 

 Account History Page: via link from Home page 

 Main navigation: Move Money > Transfers > Make a Transfer  

 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 

In this section: 

 Make a Transfer 

My Accounts widget 

Move Money menu 
My Accounts Quick 

Peek screen 
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**Note: A user will only see this option if they have been given permission to perform internal 
transfers via the Entitlements feature.  
 

To process a transfer, the user clicks Make a Transfer from any of the access points listed 
above. The Move money form opens on the screen.  

1. The user chooses the appropriate Tax IDs and the account for the “From” and “To” 
accounts.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Account History Page 

The user selects the 

appropriate information 

for the “From” account. 

The user selects the 

appropriate information 

for the “To” account.  

The user checks 

Repeat to make this a 

recurring transfer. The 

pop-up window shown 

below provides the 

repeat options/ 

End Repeat options: 
 

- Until I cancel 
- Until set number 

of transfers 
- Until end date 

Main Navigation 
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2. The user enters the amount and 

clicks Make 
transfer.  

3. The user is asked to 
confirm the transfer. 

Once the information 
is reviewed the user 
clicks Confirm.  

 
 
 
 
 
 
 

**Note: Request Loan Advance and Make a Loan Payment direct a user to the transfer 
screen. These items are included whether the business has a loan or not. The financial 
institution can choose to have these items removed from the Transfers menu.  
 
**Note: Cross-TIN transfers are supported. Simply select the appropriate TIN’s from the drop-
down menus on the transfer page. Scheduled recurring transfers are not supported for cross-
TIN transfers.  
 
**Note: Non-subscription scheduled recurring transfer (SRT) alerts for successful and failed 
SRTs are available and are sent to the email address associated with the Primary 
Administrative user for the business 
 
 
  

Repeat frequency options: 
 

- Once a month  
- Once a week 
- Once every two weeks 
- Twice a month 
- Once every three months 
- Once every six months 
- Once a year 

Example of the 

More options 

pop-up 
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User Platform: 

Additional Features 
 

 

Overview 
Additional features are available to Business Banking users 
on the user platform. These include single sign-ons to a Bill 
Pay platform, Online Statements and Remote Deposit 
Capture.  

The user is also able to manage their profile and contact 
information for your financial institution.  
 
 

Description 
Bill Pay  

More information coming.  

 

Statements 

More information coming. 

 

Remote Deposit Capture 

More information coming. 

 

Stop Payment 

The Stop Payment feature allows your financial institution to automatically process stop 
payment requests, and it provides additional user options. This feature is host dependent. Users 
can initiate real-time stop pay requests from Additional Services > Stop Payment.  

The user enters the check number and chooses the Tax ID and account from the drop-down 
menus. The user clicks Submit to 

initiate the stop payment request.  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

In this section: 

 Bill Pay 

 Statements 

 Remote Deposit 

Capture 

 Stop Pay 

 My Settings 

 Alerts 
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My Settings 

My Settings allows a user to manage their Business Banking personal information and 
preferences, including:  

 Contact information 
 Username 

 Password 

 Security settings 

 Account nicknames 
 
A user can access the settings page from the 
My Settings link in the global navigation menu.  
 
**Note: We recommend new users immediately navigate to My Settings to select a username 
that will be easy to remember and to make sure their security options are accurate. 
 

Overview Page 

The My Settings link takes the user to the Overview page, which displays a summary of the 

user’s information. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The user can 

click in this 

area to 

update their 

information 

The user can also 

click Update next to 

an item in order to 

edit. 
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Personal Information 

 
Login and Security 
The user can update their username or password by clicking Update next to those items on the 
Overview page or by clicking Update or Update password on the left margin. Once changes 
have been made, the user clicks Save.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The user can also manage the phone number that is used for multi-factor authentication by 
clicking Update next to Security options on the Overview page or by clicking Update Security 
Options on the left margin. The user can also choose to use an email address to receive one-
time security codes. After making changes, the user clicks Save.  
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Once a phone number is added, the user will have to enable that phone for text messages. Text 
messaging is used during the multifactor authentication process.  

1. On the Overview page, next to Security options, the user clicks Enable for text. 

 

 

 

 

 

 

 

 

 

 

 

2. A code is automatically sent to 
the user. After entering the code, 
the user clicks Confirm. The 

device is now set up to receive 
text messages for multifactor 
authentication purposes.  

 

 

 

 

To receive one-time security 

codes by email, the user can 

choose ON here.  

A VIP Token is 

registered in this area. 

Refer to Page 73 for 

additional information 

on tokens.  
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Other Settings 

The user is able to assign nicknames to accounts and hide or show accounts on the My 
Accounts widget on the Business Banking home page. The user clicks Rename & Hide your 
accounts on the Overview screen or on the left margin. This feature is only available to primary 
and secondary Administrators.  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Alerts and Notifications 

Users can set up various types of alerts so they receive notifications when specific events and 
account activities take place. Alerts are sent via email. Users access and manage alerts from 
the My Settings page.  

Business user entitlements are honored within the alerts module so that the ability to set up 
alerts is limited to entitled accounts only.  

 
The Alerts and Notifications page displays a pre-loaded default list of alerts (for first-time 

users) or the list of alerts the users has already set up.  
 
**NOTE: Non-subscription scheduled recurring transfer (SRT) alerts for successful (and failed) 
SRTs are not available and are directed to the email address associated with the Primary 
Administrator for that business.  

The user 

chooses the 

appropriate 

Tax ID here.  

The user checks 

an account in 

order to view it in 

the My Accounts 

widget.  

The user renames an account here. This is the 

name that appears in the My Accounts widget.  
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To modify each alert, hover 
over the area under the 
amount field. The More 
Options link allows users 

to modify each notification.  
 

To remove an alert, click 
Remove. 
 
 
 

The most commonly 

used alert types are 

pre-loaded and 

enabled. 

 Balance update 

 Low balance 

 Large deposit 

 Large withdrawal 

Uncheck the box to 

stop the alert. 

 

Customize the alert by 

editing default values, 

such as: 

 Frequency 

 Account 

 Amount 

Add an alert. 

 

Hover over the 

alert to display 

links to set up 

More options or 

Remove an alert. 


