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With Online Banking, it’s safe,
fast, and easy to manage your
finances on your terms. You
can take care of your banking
needs from anywhere you
have Internet access – 24
hours a day, 7 days a week.

With Online Banking and Bill Pay, you can:
• Manage your checking, savings, and other accounts in one place.
• See detailed views of your account activity, including histories. 
• Transfer funds between your accounts anytime.
• Download your account information to your computer. 
• Schedule payments up to a year in advance of the due date.
• Set up repeating payments at the frequency you specify.
• Edit and delete scheduled payments.



What’s Inside
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Disclaimer
Microsoft Internet Explorer and Money are
registered trademarks of Microsoft Corporation, Inc.
Quicken is a registered trademark of Intuit, Inc.
Concepts, strategies, and procedures outlined in
this guide can and do change and may not be
applicable to all readers. The content in this guide
is not warranted to offer a particular result or
benefit. Neither the author, publisher, nor any other
party involved shall be liable for any damages
arising out of the use of this guide, including but not
limited to loss of profit, commercial, special,
incidental, or other damages. For complete product
and service information, please refer to the terms,
conditions, and disclosures for each product 
and service.
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Security
online banking and bill pay

Online Banking is as safe as
banking with a teller, thanks to
personalized User IDs and
Passwords, Secure Sockets
Layer (SSL) technology, and
protective procedures your
financial institution has put 
in place. 

Secure Sockets Layer Encryption
This technology scrambles data as it travels across the Internet
making it virtually impossible for anyone to access your account
information. SSL is the most trusted method for secure Internet
transactions today.

User ID and Password
Security starts at your computer. Never share your User ID and
Password with anyone. Make sure your password is hard to
guess by combining random numbers and letters instead of
using your birth date, pet’s name, or other obvious clues. Be
sure to sign off after each Online Banking session or any time
you leave your computer unattended.

Protecting Yourself Online
Your Online Banking Agreement limits your liability in the
unlikely event that your password is stolen or funds are
transferred improperly. For more information, contact your 
local branch.
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Navigating the System
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The navigation bar that
appears at the top of each
Online Banking page gives you
easy access to the main
Online Banking features.
Another row of smaller
buttons just below the top
navigation bar enables you to
select additional options. 

Click here to see a summary of your accounts.

These buttons change depending on which navigation
bar button you choose. They provide access to

additional options within a feature category.

Always click here to log out at the completion of your
online banking session. Logging out prevents anyone

else from accessing your accounts when you leave
your computer.

Click here to view
account histories,
statements, checks
and more.

To transfer 
money between
your accounts, 
click here.

Click here to pay
your bills online. 

To request a 
stop payment,
click here.
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Viewing Account Balances
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After you log in to Online
Banking, the first screen you
will see is Account Balances. 
View your checking, savings,
money market and loan
balances from one location.
In addition to providing a
summary of your account
balances, it serves as the
access point to all the
functions on this site. 

Click here to return to
this page from
anywhere in 
Online Banking. 

The balance column
shows both the
current balance and
also your 
available balance.

Click the account 
balance to display the
detailed account 
history information. 
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Click here to see the Account Names
screen where you can assign a more

recognizable "Nickname" to your account.



Viewing Account History
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The Account History feature
shows detailed information
about a specified account. In
addition to the account details
at the top of the page, there is
a listing of transactions from a
selected date range.

Click a column heading to sort
the list according to the
contents of the column.
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To find detailed help at any point in your
online banking experience, click here.



Account Transfers
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Online Banking enables you to
transfer funds between
accounts quickly and easily,
without going to your local
branch. To get started, click
the Transfer button in the
navigation bar.

Click the small circle next to the account number 
from which to transfer money.

Click the small circle next to the 
account number to receive the money.

Enter the effective date and correct amount for the
transfer. You can schedule transfers 

up to a year in advance.

Click here to submit your transfer, then confirm the
request by clicking OK in the pop-up 

window that appears.

If this is a one-time transfer, leave this box
as it is. If it is a recurring payment, select
the appropriate time interval here. 
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Interface with Quicken® or Microsoft®
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Export your account
information into a file format
that is compatible with your
computer’s personal financial
management software.
Download account information
to track expenses, forecast
account balances and monitor
your monthly budget. To export
your account information into
Quicken® or Microsoft® Money,
follow these easy steps.

Select the account information needed.

Select the format compatible with your software.

Click Submit to download the data to your computer.
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Bill Pay Overview
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Bill Pay offers you
convenience, cost-savings and
best of all, time savings! No
more buying stamps, writing
checks and mailing envelopes.
Pay all your bills online
anytime, anywhere.

* You may not use Bill Pay to pay
governmental fees (such as taxes) or court-
directed obligations (such as alimony or
child support). You can use Bill Pay from
anywhere, but payees must be within the
United States and its territories.

Pay anyone, anytime from anywhere.*
• Payment history is automatically collected for your records.
• You choose the date you want your payment to be processed.
• Schedule recurring payments for regularly occurring bills. 
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Payees
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A payee is any person or
company that you currently
pay by check. Types of payees
include your utility provider,
credit card company or even
your baby sitter. You only need
to enter your payees once, and
the system saves them for
future payments.

Clicking the Set Up Payees button will
display your current Bill Payer List where

you may add, modify or remove payees. 

To enter a new payee in the Bill Payer
system, click Add Entry.

To modify or remove a payee from your Bill
Payer List, highlight the payee and click

the corresponding button.
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What you will need: A bill or
statement for each payee that
shows your account number
and the payee’s address and
phone number.

Select the Pay Bills
menu to manage your
online billing tasks.



Payee Setup
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When you select Add Entry
from the Bill Payer List screen,
you will be able to set up your
payee. From here you can
select a payee from the list
that can receive electronic
payments. Can’t find your
payee in the list? Just enter
the requested information and
the payee will receive the
payment by check. You also
have the option to set up
recurring payments. Using this
feature will send payments
automatically for you.
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Select the first initial of the
payee’s name and then select

Add Entry.

If your payee is not found in
the list, enter the requested
information about the payee.

Remember to double-check
your account number. Any
inaccuracies may affect
your payment.

If this payee receives the
same amount each month,
such as your car or
mortgage payment, select
the Recurring Payments
option. The system will
make the payments
automatically until you want
them to stop.

When finished, click Add this
Account to continue.



Scheduling Payments
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Use this feature to make a
payment to a payee–just like
writing a check! Easily pay one
or multiple payees at one time.
Just select the payee(s), and
enter the payment details.

Select each payee to schedule a payment.

Enter the payment date and amount.

Customize this screen to display single or
multiple bill entries when accessed. 

• If your payment is due on a weekend or holiday, 
schedule it for the preceding business day.

• It takes 3 business days to process electronic 
payments and 5-8 business days to process check 
payments, therefore, schedule payments accordingly. 
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Click Submit to
schedule all
payments entered.



Payment History
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To monitor and view payments
that have posted, use the View
Postings feature. View
currently scheduled, posted or
previously processed
payments for all payees. 

Use the fields to sort and view bills that
have posted to your accounts.

When you have selected the date, click
the Submit button to view postings that

match the selected criteria.
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Payment History
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With the Bill Payer Postings
function, confirm payments
made today, view future
scheduled payments, including
recurring payments, and
review payments that have
been processed. 

The payment posted date, or scheduled
process date is displayed here.

View the payee and method of payment
here (either electronic or check payment).
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Payments scheduled to be processed in the future can be changed
up until the post date listed for the specified payment. A Cancel Item
link will be available for the transaction. Changes to recurring
payment items must be processed using the Set Up Payees screen.
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Additional Features
Here are just a few of the additional features that Online Banking offers.  

•  Request a Stop Payment
•  Change of Address
•  Other*

Secure Messages
Online Banking includes built-in e-mail to enable you to communicate
directly with the support staff. Unlike regular e-mail, the messages you
send and receive in our Online Banking site are protected by the same SSL
encryption and other security measures that protect your banking and bill
pay information. To compose a message, start by clicking the E-mail button
found on the screen.

Sign Off
Always click the Exit button located at the top of each web page to log out
of your session before leaving your computer. This is an important security
measure, especially if you access your accounts from work or other public
places. If you forget to sign off, your Online Banking session will
automatically end after 10 minutes of inactivity.

Online Help
Lost? Need Help? Click the Help
button on your screen for general
help information. Or, e-mail
service support by clicking the 
e-mail button found on most
Online Banking screens. 

* We are always updating and improving the system with
new features and functions that may not be in this guide.

IBS/Princeton


