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Summary Report 

Use the Summary Report to view summary and detailed information 
on the note(s) for a selected loan. 

To access the summary report: 

1. Click the Reports tab. 

The Reports Section Overview page is displayed. 

Reports Section Overview Page 

 

2. Click the Loan summary report under Loans. 

The Loan Summary Report Criteria page is displayed. 

Loan Summary Report Criteria Page 

 

3. Select a Loan account. 

Note:  The account information can be sorted. Click the desired 
field name in the table header. An icon represents the selected 
field. 

4. Select the Commitments or Notes radio button. 
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If reporting on commitments, a specific Commitment ID may be 
specified. If not specified, all commitments associated with the 
selected loan account display on the report. 

If reporting on notes, a specific Note ID may be specified. If not 
specified, all notes associated with the selected loan account 
display on the report. A Specific issued date for the note may 
also be specified. To include paid notes that have been closed 
for over a year, click the Include paid notes closed longer 
than one year checkbox. 

5. Click Generate report. 

The Loan Summary Report - Commitments or Loan Summary 

Report - Notes page is displayed. 

Loan Summary Report - Commitments Page 

 

Loan Summary Report - Notes Page 

 

Notes:  
• The account information can be sorted. Click the desired field 

name in the table header. An icon represents the selected field. 
• To view more detailed information, click the Note ID or 

Commitment ID link. 
• To change the report criteria, click the Loan Summary Report 

Criteria link. 
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Loan Summary Report Field Descriptions 

Field Description 

Header Information 

Report created The date and time that the report was generated (in Eastern time zone). 

Current as of The date and time of the report data (in Eastern time zone). 

Loan ABA The loan account ABA number. 

Loan account The loan account number. 

Loan description The loan description. 

Note ID The note number(s) included in the report. 

Report Information 

Commitment ID The commitment number. 

Commitment Description The commitment description. 

Revolving Indicator An indication whether the commitment supports advances. 

Available Balance The amount of the commitment balance that can be borrowed against. 

Current Balance The current approved amount/original balance of the commitment. 

Renewal Date The date the commitment was issued. 

Note ID The note number. 

Issued The date the note was issued. 

Maturity  The date the note matures. 

Interest Rate The note’s current interest rate. 

Original Balance The original principal balance of the note. 

Current Balance The unpaid principal balance on the note. 

Commitment ID The commitment number associated with the note (if applicable). 
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Activity Report 

Use the Activity Report to view all transaction activity (including 
transactions initiated within Business Internet Banking and those 
initiated outside of Business Internet Banking (for example, teller 
window or mailed-in payment) for a selected note.  

To access the activity report: 

1. Click the Reports tab. 

The Reports Section Overview page is displayed. 

Reports Section Overview Page 

 

2. Click the Loan activity report link under Loans. 

The Loan Activity Report – Loan Account Selection page is 
displayed. 

Loan Activity Report – Loan Account Selection Page 
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3. Select a Loan account. 

Note:  The account information can be sorted. Click the desired 
field name in the table header. An icon represents the selected 
field. 

4. To report on a specific note associated with the loan account, 
enter the Specific Note ID. 

5. If a specific note has been specified, use a transaction date 
range option to limit the size of the report. 

6. Click Continue. 

The Loan Activity Report - Note Selection page is displayed. 

Loan Activity Report – Note Selection Page 

 

Notes:  
• To view the details for a selected note, click the Note ID. 
• The note information can be sorted. Click the desired field name 

in the table header. An icon represents the selected field. 
• If more than 10 notes are associated with the selected loan 

account, use the navigation links at the bottom of the table to 
scroll through the pages. Enter a page number in the Go to 
Page field and click Go to navigate to a specific page. 

2. Select the radio button associated with the note for which you 
would like to view all transaction activity. 

3. Select a transaction date range. 

4. Click Generate report. 

The Loan Activity Report page is displayed. 
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Loan Activity Report Page 

 

Notes:  
• To view the details for the note, click the Note ID link. 
• The transaction information can be sorted. Click the desired field 

name in the table header. An icon represents the selected field. 
• To view a breakdown of the Other charges, click the Other 

Charges link.  The Loan Activity Report - Other Charges Detail 
page is displayed. 

• To change the report criteria, click the Note Selection link. 

Loan Activity Report Field Descriptions 

Field Description 

Header Information 

Report created The date and time that the report was generated (in Eastern time zone). 

Current as of The date and time of the report data (in Eastern time zone). 

Loan ABA The loan account ABA number. 

Loan account The loan account number. 

Loan description The loan description. 

Note ID The note number(s) included in the report. 

Transaction date range The date range of activity included in the report. 

Report Information 

Transaction Type The transaction type: payment or advance. 

Transaction Effective Date The date the transaction was applied against the account balance. 

Amount The amount of the transaction. 

Allowed to Principal The amount of the transaction allocated to the principal. 

Allocated to Interest The amount of the transaction allocated to interest. 

Other Charges The amount of the transaction allocated to all other fees and charges. 

Current Balance The unpaid principal balance of the note. 
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History Report 

Use the History Report to view a selected note's transaction history 
for transactions initiated within Business Internet Banking. 

To access the history report: 

1. Click the Transfers and Payments tab. 

The Reports Section Overview page is displayed. 

Reports Section Overview Page 

 

2. Click the Loan history report link under Loans. 

The Loan History Report – Loan Account Selection page is 
displayed. 

Loan History Report – Loan Account Selection Page 

 

3. Select a Loan account. 
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Note:  The account information can be sorted. Click the desired 
field name in the table header. An icon represents the selected 
field. 

4. To report on a specific note associated with the loan account, 
enter the Specific Note ID. 

5. If a specific note has been specified, use a transaction date 
range option to limit the size of the report. 

6. Click Continue. 

The Loan History Report - Note Selection page is displayed. 

Loan History Report – Note Selection Page 

 

Notes:  
• To view the details for a selected note, click the Note ID. 
• The note information can be sorted. Click the desired field name 

in the table header. An icon represents the selected field. 
• If more than 10 notes are associated with the selected loan 

account, use the navigation links at the bottom of the table to 
scroll through the pages. Enter a page number in the Go to 
Page field and click Go to navigate to a specific page. 

• To select a different loan account, click the Loan Account 
Selection link. 

2. Select the radio button associated with the note for which you 
would like to view transaction activity. 
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3. Select a transaction date range. 

4. Click Generate report. 

The Loan History Report page is displayed. 

Loan History Report Page 

 

Notes:  
• To view the details for the note, click the Note ID link.  The Loan 

Note Detail page is displayed. 
• The transaction information can be sorted. Click the desired field 

name in the table header. An icon represents the selected field. 
• To view a confirmation of the transaction, click the transaction 

Amount. The Loan Payment History - Detail page is displayed. 
• To change the report criteria, click the Note Selection link. 

Loan Activity Report Field Descriptions 

Field Description 

Header Information 

Report created The date and time that the report was generated (in Eastern time zone). 

Current as of The date and time of the report data (in Eastern time zone). 

Loan ABA The loan account ABA number. 

Loan account The loan account number. 

Loan description The loan description. 

Note ID The note number(s) included in the report. 

Transaction date range The date range of activity included in the report. 

Report Information 

Transaction Type The transaction type: payment or advance. 

Amount The amount of the transaction. 

Transmitted The date the transaction was sent to the financial organization. 
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Transmitted By The user ID of the person who transmitted the transaction. 

Confirmation The number assigned to the transaction for tracking purposes. 
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Notes:
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Scheduled Requests 

 
Use Next Scheduled Requests to view, edit, and delete your next 
scheduled requests or request schedules.  

A schedule allows you to automatically generate and place a request 
in the transmit queue for approval based on a combination of 
frequency, duration, and start date.  On the Send On date, requests 
that have all approvals are transmitted. Requests that require 
additional approvals are added to the transmit queue for approval. 

Requests can be scheduled for the following Business Internet 
Banking services: 

• Book Transfer 
• Express Transfer 
• Funds Transfer 
• Repetitive Wire Transfers 
• Loan Payments 

To access the Next Scheduled Requests page: 

1. Click the Welcome tab. 

The Welcome page is displayed. 

Welcome Page 

 

2. Click the View scheduled requests link. 

The Next Scheduled Requests page is displayed. 
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Next Scheduled Requests Page 

 

To edit a scheduled request: 

1. Click the Edit request link. 

The Edit Request page is displayed. 

Edit Request Page 

 

2. Edit the request details, as needed. 

3. Click Continue. 

The Edit Request Verification page is displayed. 
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Edit Request Verification Page 

 

4. Perform one of the following actions: 

• Click Approve. 

The Edit Request Approval Confirmation page is displayed. 

• Click Submit request. 

The Edit Request Submitted Confirmation page is displayed. 

To delete a scheduled request 

1. From the Next Scheduled Requests page, click the Edit request 
link. 

The Edit Request page is displayed. 

Edit Request Page 

 

2. Click the Delete request link. 

The Delete Request Verification page is displayed. 
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Delete Request Verification Page 

 

3. Click Delete. 

The Next Scheduled Requests page is displayed with a 
confirmation message that the request has been deleted. 

To edit a request schedule: 

1. Click the Edit schedule link. 

The Edit Schedule page is displayed. 

Edit Schedule Page 

 

 

animeking
Rectangle



Business Internet Banking User Guide Scheduled Requests • 441 

© 2008 Metavante Corporation.  All Rights Reserved.  Any reproduction or redistribution of this document without the 
express written consent of Metavante Corporation is strictly prohibited. 

2. Edit the schedule, as needed. 

3. Click Continue. 

The Edit Schedule Verification page is displayed. 

 Edit Schedule Verification Page 

 

4. Perform one of the following actions: 

• Click Approve. 

The Edit Schedule Approval Confirmation page is displayed. 

• Click Submit schedule. 

The Edit Schedule Submitted Confirmation page is displayed. 

To delete a request schedule: 

1. From the Next Scheduled Requests page, click the Edit 
schedule link. 

The Edit Schedule page is displayed. 

animeking
Rectangle



442 • Scheduled Requests Business Internet Banking User Guide 

© 2008 Metavante Corporation.  All Rights Reserved.  Any reproduction or redistribution of this document without the 
express written consent of Metavante Corporation is strictly prohibited. 

Edit Schedule Page 

 

2. Click the Delete schedule link. 

The Delete Schedule Verification page is displayed. 

Delete Schedule Verification Page 

 

The Next Scheduled Requests page is displayed with a 
confirmation message that the schedule has been deleted. 
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Bill Payment 
• Overview 
• Add Bill Payee 
• Change Bill Payee 
• Delete Bill Payee 
• Add Bill Payment 
• Change Bill Payment 
• Delete Bill Payment 
• Bill Payment History 

Overview 

The Bill Payment service can be used to manage bill payment 
activities.  

The first step in Bill Payment is to enter payee setup records. A 
payee setup record contains the name, address and phone number 
of the payee/vendor and your account number with the payee. Payee 
setup records can be edited and deleted. 

Payments may be scheduled by entering Payment records. A 
payment record contains the payee name, the amount of the 
payment, and the date the payment should be issued. Pending 
payment records can be edited and deleted. 

Payment History reports are available to review both past and 
pending payments. 

Notes: 
• Only one checking account can be set up for bill payment. Use 

the Contact Customer Support link on the Welcome page if 
you want to change which checking account you use for bill 
payment. 

• Your bill payment request is processed the night of the 
requested payment date. Processing begins at 12:00 am ET on 
all bank business days. A bank business day is any day that is 
not a federal holiday or a Sunday. After the issue date, use 
Payment History to verify the payment was made. 
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Add Bill Payee 

Use Add Bill Payee to create payee setup records. 

To access the Add Payee page: 

1. Click the Transfers and Payments tab. 

The Transfers and Payments Section Overview page is 
displayed. 

Transfers and Payments Section Overview Page 

 

2. Click the Add bill payee link under Bill Payment. 

The Add Payee page is displayed. 
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Add Payee Page 

 

3. Enter the Payee Name as it appears on checks. 

4. Enter the street Address of the payee. 

5. Enter the City. 

6. Use the State drop-down arrow to select the state abbreviation. 

7. Enter the Zip Code; only the first 5 digits are required. 

8. Enter the Phone Number, including the area code. 

9. Enter your Account Number with this payee. 

10. Click Save. 

The Change Payee page is displayed with a confirmation 
message indicating that the payee setup was successful. 

Add Payee Field Descriptions 

Field Description 

Payee Name The name of the payee. 

Address 1, Address 2 The street address for the payee. 

City The city for the payee. 

State The state for the payee. 

Zip The zip code for the payee. 

Phone The payee's phone number. 

Account  The user's account number with the payee. 
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Change Bill Payee 

Use Change Bill Payee to modify existing information in a payee 
setup record. The modified information is used on any pending 
payments and on all future payments. 

To change a payee record: 

1. Click the Transfers and Payments tab. 

The Transfers and Payments Section Overview page is 
displayed. 

Transfers and Payments Section Overview Page 

 

2. Click the Change bill payee link under Bill Payment. 

The Change Payee Select page is displayed. 
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Change Payee Select Page 

 

3. Click the payee record to be changed. 

The Change Payee page is displayed. 

Change Payee Page 

 

4. Edit the Payee Name, Address, City, State, Zip, Phone and 
Account Number, as needed. 

5. Click Save. 

A confirmation is displayed. 

Note:  If there are pending payments for the selected payee, you 
can not change the setup record. You can wait until all the 
pending payments have been made, and then use Change 
Payee. Or you can use Delete Payments to delete all the 
pending payments, and then use Change Payee. 
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Change Payee Field Descriptions 

Field Description 

Payee Name The name of the payee. 

Address 1, Address 2 The street address for the payee. 

City The city for the payee. 

State The state for the payee. 

Zip The zip code for the payee. 

Phone The payee's phone number. 

Account  The user's account number with the payee. 
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Delete Bill Payee 
Use Delete Bill Payee to remove payee setup records. 

To delete a payee record: 

1. Click the Transfers and Payments tab. 

The Transfers and Payments Section Overview page is 
displayed. 

Transfers and Payments Section Overview Page 

 

2. Click the Delete bill payee link under Bill Payment. 

The Delete Payee Select page is displayed. 

Delete Payee Select Page 

 

3. Click the payee record to be deleted. 

The Delete Payee page is displayed. 
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Delete Payee Page 

 

4. Click Delete. 

A confirmation message is displayed. 

Note:  If there are pending payments for the selected payee, the 
setup record cannot be deleted. You can wait until all the 
pending payments have been made, and then use Delete 
Payee. Or, you can use Delete Payments to delete all the 
pending payments, and then use Delete Payee 

5. Click OK. 

The Delete Payee Select page is displayed. 

Delete Payee Field Descriptions 

Field Description 

Payee Name The name of the payee. 

Address 1, Address 2 The street address for the payee. 

City The city for the payee. 

State The state for the payee. 

Zip The zip code for the payee. 

Phone The payee's phone number. 

Account  The user's account number with the payee. 
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Add Bill Payment 

Use Add Bill Payment to schedule specific bill payments. 

To add a bill payment: 

1. Click the Transfers and Payments tab. 

The Transfers and Payments Section Overview page is 
displayed. 

Transfers and Payments Section Overview Page 

 

2. Click the Add bill payment link under Bill Payment. 

The Add Payment page is displayed. 
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Add Payment Page 

 

2. Enter a Date or click the calendar icon to select the date that the 
payment should be issued. 

Note:  Payments can be scheduled up to one year in advance.  

3. Enter the payment Amount. 

4. Use the Payee drop-down arrow to select the payee name. 

5. Enter optional Memo text. 

6. Click Send. 

The Add Payment page is re-displayed with a confirmation 
message. 

Notes: 

• Pressing the Escape key on your keyboard or Stop on the 
browser toolbar does not prevent the bill payment transaction 
from being sent for processing. If a transaction is entered in 
error, use Delete Payment to remove the transaction. 

• The bill payment request is processed the night of the requested 
payment date. Processing begins at 12:00 am ET on all bank 
business days. A bank business day is any day that is not a 
federal holiday or a Sunday. After the issue date, use Payment 
History to verify the payment was made. 

Add Payment Field Descriptions 

Field Description 

Date The date that the payment should be issued. 

Amount The dollar amount of the payment. 

Payee The name of the payee. 

Funding Account The account that the payment is drawn from. 

Memo Optional text that can be included with the payment. 
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Change Bill Payment 

Use Change Bill Payment to edit information for pending bill 
payment requests.  

To edit a bill payment request: 

1. Click the Transfers and Payments tab. 

The Transfers and Payments Section Overview page is 
displayed. 

Transfers and Payments Section Overview Page 

 

2. Click the Change bill payment link under Bill Payment. 

The Change Payment page is displayed. 

Change Payment Page 
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To edit Payment Information: 

1. From the Change Payment page, click the Amount link. 

The Change Payment Edit page is displayed. 

Change Payment Edit Page 

 

Change Payment Field Descriptions 

Field Description 

Date The date the payment is issued. 

Amount The dollar amount of the payment 

Payee The name of the payee. 

Funding Account The account that the payment is drawn from. 

Memo Optional text that can be included with the payment. 

Note:  The Payee and Funding Account information cannot be 
modified from this page. 

2. Modify the Date, Amount, and Memo text, as needed. 

3. Click Send. 

The Change Payment page re-displays with a confirmation 
message. 

Notes: 

• Pressing the Escape key on the keyboard or Stop on the 
browser toolbar does not prevent the bill payment transaction 
from being sent for processing. If you enter a transaction in error, 
use Delete Payment to remove the transaction. 

• The bill payment request is processed the night of the requested 
payment date. Processing begins at 12:00 am ET on all bank 
business days. A bank business day is any day that is not a 
federal holiday or a Sunday. After the issue date, use Payment 
History to verify the payment was made. 

 

To edit the payee information: 

Note:  The modified payee information is used on any pending 
payments and on all future payments. 

1. From the Change Payment page, click the Payee Name link. 
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The Change Payee page is displayed. 

Change Payee Page 

 

2. Edit the Payee Name, Address, City, State, Zip, Phone and 
Account Number, as needed. 

3. Click Save. 

A confirmation is displayed. 

Note:  If there are pending payments for the selected payee, you 
can not change the setup record. You can wait until all the 
pending payments have been made, and then use Change 
Payee. Or you can use Delete Payments to delete all the 
pending payments, and then use Change Payee. 

Change Payee Field Descriptions 

Field Description 

Payee Name The name of the payee. 

Address 1, Address 2 The street address for the payee. 

City The city for the payee. 

State The state for the payee. 

Zip The zip code for the payee. 

Phone The payee's phone number. 

Account  The user's account number with the payee. 
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Delete Bill Payment 

Use Delete Bill Payment to remove a pending bill payment request. 

To delete a bill payment request: 

1. Click the Transfers and Payments tab. 

The Transfers and Payments Section Overview page is 
displayed. 

Transfers and Payments Section Overview Page 

 

2. Click the Delete bill payment link under Bill Payment. 

The Delete Payment Select page is displayed. 

Delete Payment Select Page 

 

3. Click the Amount link associated with the payment you wish to 
delete. 

The Delete Payment page is displayed. 
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Delete Payment Page 

 

4. Click Delete. 

The Delete Payment page is displayed. 

Note:  If there are pending payments for the selected payee, you 
cannot delete the setup record. You can wait until all the pending 
payments have been made, and then use Delete Payee. Or you 
can use Delete Payments to delete all the pending payments, 
and then use Delete Payee. 

Delete Payment Field Descriptions 

Field Description 

Date The date the payment is issued. 

Amount The dollar amount of the payment 

Payee The name of the payee. 

Funding Account The account that the payment is drawn from. 

Memo Optional text that can be included with the payment. 
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Bill Payment History 

Use Bill Payment History to generate a report of processed and 
pending payments. The default report contains all payments 
scheduled for the past month ending on the current date. 

To access bill payment history: 

1. Click the Transfers and Payments tab. 

The Transfers and Payments Section Overview page is 
displayed. 

Transfers and Payments Section Overview Page 

 

2. Click the Bill payment history link under Bill Payment. 

The Payment History Select page is displayed. 
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Payment History Select Page 

 

3. Enter the appropriate search criteria. Refer to the table below for 
search criteria examples. 

Report Display Search Criteria 

If you want a report containing all bill 
payments, 

use the From Date and To Date drop-
down arrows to select the desired date 
range and leave all the other fields blank. 

If you want a report on pending bill 
payments 

use the From Date and To Date drop-
down arrows to select a date range in the 
future. 

If you want a report on a specific 
payee, 

use the Payee Name drop-down arrow to 
select a Payee name and then use the 
From Date and To Date drop-down 
arrows to select the desired date range. 

If you want a report containing bill 
payments greater than a specific 
amount, 

enter a Minimum Amount and then use 
the From Date and To Date drop-down 
arrows to select the desired date range. 

If you want a report containing bill 
payments less than a specific 
amount, 

enter a Maximum Amount and then use 
the From Date and To Date drop-down 
arrows to select the desired date range. 

If you want a report containing bill 
payments within a range of 
amounts, 

enter both a Minimum and Maximum 
Amount and then use the From Date 
and To Date drop-down arrows to select 
the desired date range. 

4. Click View History. 

The Payment History page is displayed. 
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Payment History Page 

 

Payment details for a specific bill payment may be viewed by clicking 
the Amount link in the history report. 

Payment History Detail Page 

 

Click OK to return to the Payment History page. 

Payment History Field Descriptions 

Field Description 

Date The date the payment was made. 

Amount The dollar amount of the payment 

Payee The name of the payee. 

Funding Account The account that the payment was drawn from. 

Memo Optional text that was included with the payment. 

Reference Number The customer reference number. 

Payment Status The status of the payment. 
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