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General Navigation
Get to know your way around Commercial Online Banking. The following will guide you through 
customizing your dashboard, viewing or sending communications, and accessing support resources.

Your Primary Dashboard
On the home screen when you log into Commercial Online Banking, you’ll see your primary dashboard. 
It is packed with valuable information such as account balances, alerts and messages, transfers and 
payment approvals. 

Customizing the display
You can add, remove and rearrange elements of your dashboard to create a display that works for your 
needs. Click on Display Options to edit. 

 Remove a tile 

 Add a tile
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Adjust the location of your tiles by clicking on the preferred tile and dragging it to your desired location. 
Click Save when finished.

Adding accounts to tiles
You can add up to seven of each type of account to your tiles.

1. �Select Edit Accounts Display.

2. �Click on the Account drop down.
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3. �Choose one or all accounts. This can also be done for loans.

4. �Click Save. A message will appear confirming your save was successful.

5. �To exit, select either the Cancel button or the X in the upper right corner.
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Viewing recent transactions
To view up to 25 of the most recent transactions from within the last 30 days for an account, add the 
Recent Transactions tile. While this tile will only display one account’s transactions, you can add 
multiple instances of the tile to your dashboard.

If you do not want to add the Recent Transactions tile for an account but would still like  
to be able to view account activity, there are two additional options for viewing. 

1. �Click on the account you want to review. This opens the account and displays the  
recent transactions.

2. �Select Reports from the main menu then Deposit Account Reporting. Choose the  
account you want to review, enter search criteria and click Search. The information  
will display; you will also have the option to export the results. 
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Viewing account balances
To view your current day balances, add the Account Balances tile to your dashboard. 

To view a previous day balance timeframe such as previous day end, previous month  
end or one week ago, utilize the Balance Snapshot tile.

Approvals and Exceptions

Approvals: Any payments, templates or other actions that you may need to approve.

Exceptions: Items needing your review and decisioning if you utilize Check Positive Pay.  

Use the Approvals and Exceptions links in the upper right corner of your dashboard to access these items.

 

Communications
While working in Commercial Online Banking, you may need to send a message, form or other 
document to us in a secure format. 

1. �Click on Administration from the main menu.

2. �Select Communication.
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3. �Click on Forms and Documents to search for a form, user guide or best practice guide.

4. �If completing a form that needs to be returned to us, download and complete your form then select 
Contact Us and choose Bank Mail.

5. �Enter your subject, a specific service or account and attach your document. Select Send.
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Accessing support resources
If you need assistance while working in Commercial Online Banking, you’ll find support options from 
the Help and Live Chat box in the lower right corner.

You can Chat with one of our Treasury Management Support specialists  
Monday – Friday, 7:30 a.m. – 5:30 p.m. PT.
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Click on Help to access the several self-help options available in the forms of how do I, frequently 
asked questions, and tutorials.


