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TIPS & TRICKS

banking to keep your accounts organized and easy to

RE-ARRANGING THE
ORDER OF THE ACCOUNTS
IN THE OVERVIEW

identify. Under the “Accounts” drop down menu, select the

Under the “Accounts” drop down menu, select the “overview”

“Overview” tab (this screen automatically opens when you

tab (this screen automatically opens when you log into Online

log into Online Banking). Click on the account you would

Banking). Hover your mouse over the two dotted lines on

like to change. Once the information for that account has

the left side of the box of the account you wish to move (this

dropped down, you can select the pencil icon next to the

should change the look of your mouse). Click and hold your

name of your account and rename the account. (Note: This is

mouse on the dotted lines and simply drag your mouse so the

only for online banking purposes and will not show that way

box moves to the location you want.

RENAMING ACCOUNTS
You may rename your deposit and loan accounts in online

on statements).

HIDE/UNHIDE ACCOUNTS

TRANSACTION HISTORY

Under the “Accounts” drop down menu, select the “Overview”

Under the “Accounts” drop down menu, select the “History”

tab (this screen automatically opens when you log into Online

tab. From this screen, you can choose which account you

Banking). At the top of the page, click the “Edit hidden

would like to search transactions for by selecting an account

accounts” button. Once you are on the “Visibility Settings”

from the drop down at the top left of the screen.Once you have

screen, you can check which accounts you want to hide in

chosen the account, you can search for specific transactions

Online Banking. This feature is helpful if you have accounts

in the search box located directly under “Transaction history”.

you don’t use often. (Note: You will not be able to make

This search box picks up on keywords, so you can type

transfers in or out of the account while it is hidden. To make

any word related to your transaction and it will instantly

transfers, simply unhide the account).

show the results.

ATTACHING AN IMAGE
TO A TRANSACTION
and it will only show up in Online Banking for your personal

SEARCH TRANSACTION
HISTORY BY DATE RANGE,
DESCRIPTION, NOTES,
OR AMOUNT

records. Under the “Accounts” drop down menu, select the

Under the “Accounts” drop down menu, select the “History”

You may attach either a note or an image to any transaction,

“History” tab. You can switch between your accounts using
the drop down menu located in the top left of the history
screen. Once you have your account selected, you can add
notes or images to your transactions by clicking on the pencil
icon located next to the balance for each transaction (see
image below). Note: Images will only last up to two years.

tab. From this screen, you can choose which account you
would like to search transactions for by selecting an account
from the drop down at the top left of the screen. Once
your account is selected, you can filter your transactions
by a specific date range, description, notes, or amount by
clicking on the filter icon located next to each header in the
“Transaction history” window. You will then need to use the
drop down menus and calendar boxes to help specify your

PENCIL
ICON

search. You can also use the quick select “Show transactions
for” drop down menu to select a pre-determined time period
(see image below).

QUICK
SELECT

GUEST ACCESS/
SUB-USER SETUP
You now have the ability to give access to someone who
isn’t on your account and you can specify what you want
to give them access to. This feature is helpful for business
accounts that have a bookkeeper, etc. To add an individual
to your account and specify what areas they have access to,
simply go to the “Family and Friends” drop down in the lefthand menu and select the “Add a user” tab. On the “Give
account permission” screen, you can add user information
and customize their access. An email will be sent to the user
so they can accept your invitation to access your accounts.

FILTER
ICON

VISA ACCOUNT
ACCESS & PAYMENTS
When you are in the Accounts Overview menu, your Visa balance will say

When you click on “Visa Account Access”,

“not available” and “pmt $0.00” (see screenshot below). To view your Visa

a new window will open with your visa

balance and make payments, click the “Visa Account Access” menu button in the

information which shows your visa balance,

left-hand menu.

available credit, minimum payment due, etc.

VISA
ACCOUNT
ACCESS
VISA ACCOUNT PORTAL

TO MAKE A VISA PAYMENT:
Click on the “Transfer and Payments” drop-down from the left-hand menu and select
“Make a Transfer”. Select where the payment is coming from in column 1, and
where the payment is going in column 2. In column 3, select “Send Now” and
type in the amount you want to pay.
COLUMN 1

COLUMN 2

COLUMN 3

