
FIRST ONLINE BUSINESS 
ONLINE BANKING

REVISED June 2019



Table of content
LOG ON INSTRUCTIONS     1-6

HOME SCREEN 7

ACCOUNT GROUPINGS 8-14

ASSET SUMMARY 15-16

QUICK TRANSFER 17-18

ACCOUNT ACTIVITY 19-22

CONVERSATION ICON 23-25

TRANSFER MONEY NOW 26-28

ONLINE ACTIVITY LOG 29-37

TRANSFERS TAB

FUNDS TRANSFER 38

TRANSFER TO UNAFFILIATED ACCOUNT 39

ADD EXTERNAL ACCOUNT 40-41

COMMERCIAL TAB

USER MAINTENANCE 42-44
MANAGE COMPANY POLICY 45-54

RECIPIENTS 55-58

PAYMENTS – ACH - WIRES 59-70

PASS THRU ACH FILE 71  
BILL PAY TAB 72-91

LOCATIONS 92

SERVICES TAB

STOP PAYMENT 93
ESTATEMENTS 94-98

ALERTS 99

TEXT ENROLLMENT 100

SETTINGS TAB

ACCOUNT PREFERENCES 101-103
SECURITY PREFERENCES 104

STATEMENT PREFERENCES 105

THEMES 106

PRIVACY POLICY 107

TERMS AND CONDITIONS 108

LOG OFF 109



Logon Instructions

Login Page: https://www.first-online.bank/

Click on “Login” then “Business Banking Login”
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https://www.first-online.bank/


Enter User Name and Password. Click Login.



In order to secure your online banking you will be required to receive a 
secure numeric access code.  You can receive your access code by email, 
voice call or sms text message if all methods are on file with your online 
banking account. 
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If this is a personal computer you will want to register the device but if it 
is a public computer you do not want to register the device.
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First Time Logon Disclaimer – Read and click I Agree
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After initial login you will notice the next layer of identity protection, 
Trusteer Rapport.  This splash download offering will appear if you do 
not already have Rapport installed.  Trusteer helps to protect your 
account against cybercriminals and fraud and is offered “FREE” by First 
Financial Bank.  Trusteer Rapport is easy to use and won’t slow down 
your computer or applications.
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After entering your User Name and Password you will see a brief splash 
page as your accounts are updating in your online banking account.
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Home Screen will display your accounts and balances.
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EARNER SAVINGS 1234



You can group and name groupings

You can name the new 
group by selecting the “edit” 
pencil icon and after typing 
the new name of the group 
select the “check mark” icon.
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To group you can drag and drop the account tile into the tray icon
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You can name the new group by selecting the “edit” pencil icon and after 
typing the new name of the group select the “check mark” icon.

10

1234

1234

12341234

1234

1234 1234

1234

1234

1234



You now have two different groups and names with accounts moved 
into the groups you created.
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You can print the accounts from the home page by selecting the “printer” icon.
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Printing from the home page will list your accounts and balances in 
the groups you have created. 
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You have the ability to collapse or expand the groupings on the home 
page by selecting the “expand” or “collapse” icon.
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You can select the “expand” icon to view the “Assets Summary”
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The Assets Summary shows the total assets of all accounts.
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If you select the three vertical 
dots within the account tile the 
Quick Transfer (on applicable 
accounts) options will appear.
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Quick Transfer preselects the “from” account and displays the quick 
transfer screen for you to select the “to” account and dollar 
amount to be sent at the earliest available time.  

*Advanced Options is available for future dated transfers.  Selecting this 
option will take you to the funds transfer full page.
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XXXX1234   $252,730.01

XXXX1234   $20,505.30



If you select the three 
vertical dots within the 
account tile the View Activity 
options will appear or you 
can select the account tile to 
move to the account activity 
screen.

19

BUSINESS 1234

FIRST ESSENTIALS CHEC 1234
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The activity screen will display current transactions and you can use 
“filters” to select specific search criteria.
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WEB XFER TO SAV XXXX1234

FIFTH THIRD BANK

FIFTH THIRD BANK

FED CHECK - 1234

DEPOSITED CHECK - 1234

DEPOSIT

BUSINESS XXXXX1234



You can select the “download” icon to download activity in the 
following available formats:

Spreadsheet (xls)
Spreadsheet (csv)
Microsoft OFX (ofx)
Quicken (qfx)
Quickbooks (qbo)
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WEB XFER TO SAV XXX1234

FIFTH THIRD BANK

FIFTH THIRD BANK

FED CHECK - 1234

DEPOSIT

BUSINESS XXXX1234



You can select print from the vertical three dots to print the 
activity displayed.
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BUSINESS XXXX1234

FIFTH THIRD BANK

FED CHECK - 1234



You can send a secure message by selecting “Ask a question” found in the 
Options dropdown.  This will send a question to First Online with the account 
listed as the subject of the message.
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FED CHECK - 1234

BUSINESS XXXXX1234

FIFTH THIRD BANK



You would type your message in the conversation.  The appearance will 
be similar to an instant message or text message conversation.
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XXXXX1234

XXXXX1234



To read replies to conversations or create new conversations you can 
also go to the “Messages” in the menu options located in the main left 
had navigation.
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XXXXX1234

XXXXX1234
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You can select “Transfer Money Now” to move to the Funds Transfer page.
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BUSINESS 1234 FIRST ESSENTIALS  1234

FIRST ESSENTIALS  1234
FIRST ESSENTIALS  1234



The funds transfer screen.
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XXXXX1234 $252,735.01

XXXXX1234 $1,501.70



Once a transaction has been approved/authorized it will display the 
transactions #.  First Online will ask for this transaction number if 
you need to call in regarding its status.  The transactions number 
will also be listed in the Online Activity Log.
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BUSINESS XXXXX1234

FIRST ESSENTIAL CHECKING XXXXX1234

Transaction #123456



Online Activity Log will list all online transactions.  This is also the area 
that actions can be taken on a transaction if needed.   Example:  
Toggle Details, Copy, or Print.
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Tracking ID: 123456
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Selecting a particular transaction in the log will open up and display 
the history of the transaction.
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Tracking ID: 123456
BUSINESS XXXXX1234

BUSINESS XXXXX1234

FIRST ESSENTIALS CHECKING XXXXX1234
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You can select the “Action” option for the menu of available actions that 
can be taken on the transaction.
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BUSINESS XXXXX1234

BUSINESS XXXXX1234

FIRST ESSENTIALS CHECKING

Tracking ID: 123456

123456



You can search Online Activity Log 
by single transactions or recurring 
transactions.
Below is an example of searching 
“ACH Batch” in Single Transactions.
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ACH Pass Thru -
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After entering “ACH Batch” and pressing enter the results change to only 
display ACH transactions.
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You can select the “Favorites” star and add a search to your favorites.  
Below is example of adding new favorite search for “ACH Batch”.
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You can select the “Export” arrow to export this search to an excel 
document.  Click the download to save it to your computer.
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You can select “filter” to filter criteria for a search in the Online Activity Log.
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You can also sort any column in ascending or descending order by 
selecting the column heading.

37

ACH Batch – Tracking ID: 

123456

ACH Batch – Tracking ID: 

123456

FIRST PERFORMANCE 

CHECKING XXXXX1234

FIRST PERFORMANCE 

CHECKING XXXXX1234



You can access funds transfers from the left side navigation.
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XYZ COMPANY XXXXX1234 $3,179,172.16

BUILDING LOAN XXXXX1234 $554,871.12



Transfer to Unaffiliated Account option in the left side navigation will transfer 
to another account owner if all the following criteria are met: 

• The other owner is a First Financial Business Online Banking customer 
• You know their exact email address 
• You know the last four of their account number.
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You can add an external account for transfers after you have verified the 
test deposits.
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Verify External Account verification page.
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User Maintenance:

You can add users and edit existing users.

42



Adding a new user
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You can edit existing users by clicking the pencil icon.   You have 
the option to deactivate or delete users.
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Manage User Roles allows the user the ability to restrict 
entitlements and access to features.
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*For ACH and Wire customers only



Select a transaction by selecting the transaction name.
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You will have the option to restrict operations, amounts, subsidiaries, 
accounts, draft hours, and SEC codes.
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You can adjust the Operations by turning the options on/off.
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You can enter an amount in the “Maximum Operations Amount” 
or select “Any”.
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Accounts
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You have the ability to restrict the days and hours to allow transactions.
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You have the ability to restrict the SEC codes that are being used.
PPD
CCD



You can test your settings by using the “Policy Tester” option and see if 
transactions would fail or approve.  
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“Recipients” in the left side navigation will display all of the recipients 
(payees) you have set up.  You can add a new recipient or edit 
existing recipients.
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To add a recipient the user will first have to add the basic Recipient Detail.  The 
only required field on this screen is the display name. 

If the email address field has an asterisk next to it only because ‘Send email 
notifications’ is checked. This feature sends an email to the recipient when the 
payment has been approved, but it is not required. 
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The user will then need 
to add the recipient’s 
account information. 

The middle portion of 
the screen is for the 
wire information 
including the beneficiary 
financial institution and 
Intermediary Financial 
Institution if applicable.

This information differs 
depending on whether 
or not this recipient is 
for ACH, Wires or both. 
The screen showing 
displays the required 
information for an ACH 
recipient. 
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This screen will display if the recipient is for both ACH and Wires. The top 
portion of the screen is for ACH Information. 
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Payments – to send ACH or Wire payments.
•Select the type of payment from the “new payment” menu.
•ACH Batch – Sending Credits
•ACH Collection – Sending Debits
•Payroll – Sending Credits
•Domestic Wires
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The user will also be able to select a template at this time, rather than creating 
a payment ‘from scratch’.  These templates will be equivalent to their ‘batches’ 
or ‘categories’ they use in the current ACH system. 
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IMPORTANT - You should select pay (credits) or collect (debits) from 
the vertical three dots. You will NOT use the Edit unless you are 
editing the template.  
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62

You will want to then pick pay none or collect none from the recipients vertical three dots menu. 



By selecting none this will show up as not collected or not paid for all recipients 
in the batch. 
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Next you can select to pay/collect the recipients you want at this 
time.
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Below you are paying the second recipient and not paying the first 
recipient.
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Select the recipients/payees and enter their dollar amount(s).
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Users must also select whether or not this batch will be PPD or CCD at 
this time. This class code applies to the entire batch, not just an individual 
recipient. 
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BUSINESS 

XXXX1234*****1234



You will want to select the Subsidiary so that a green check mark displays.
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123456



Next you must select a checking account.  

Select the account with green indicator on the left side.
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You must select the effective date for the file.  At least two days prior 
for credits and 1 day prior for debits.
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Pass Thru files must be in NACHA format and can be uploaded by 
selecting the ACH Pass Thru option in the left side navigation.
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By selecting the Business Bill Payment tab, users will be able to access Bill Pay. 
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To add a payee, the user will click on ‘Pay someone new’.
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The user would then enter the name of the payee and select it from the auto fill 
list if applicable. 
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The user will then have to enter their account number as it appears on their bill. 
For small or personal payees, additional information such as payee address will 
have to be entered. 
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The user will then be prompted with the option to Set up e-bills, automatic 
payments or reminders for this biller. They’ll also have options to add another 
biller or make a payment to the biller that was just added. 
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To pay the bill, the user will first have to select the date. The deliver by date 
should be auto filled in accordance with the send on date. 

77

1234



The user will then have to enter an amount to pay and click Make payment. 
Note that the delivery method is in parentheses next to the Deliver by date. 
(Electronic) in this case. 
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The user will then be presented with a confirmation screen requiring them to 
click ‘Confirm’ before the payment is scheduled. 
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1234



Upon confirming the payment, the user will be presented with this Confirmation 
box, which includes the amount, the send on/deliver by dates, the delivery 
method, and a confirmation number. 
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1234



The bill will then display in the top portion of the screen in a blue box. 
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By clicking on the payment, the user will be presented with the payment details 
and they’ll be given options to Cancel or Modify the payment, provided the 
payment has not been sent yet. 
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Payments can also be viewed in the tabs on the right side of the screen. The 
payment for Verizon was canceled, and now displays in the History tab with a 
status of Canceled. 
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On the More tab, users will have the list of additional options shown below. 
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Users can create and download reports via the Reports function.
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Users can use the Balance Worksheet to ‘forecast’ their balance without making 
any actual changes to scheduled payments. 
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In the Alert Preferences screen users can manage their alerts and turn off/on 
certain non mandatory alerts.
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In the Add/Modify Categories screen users can add new categories to group 
their payments, or modify the default names given by Bill Pay.
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In the Funding Accounts screen, users will be able to change their default 
funding account provided they have more than one. 
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In the Customer Support screen, users will be presented with contact 
information for FFB Online Banking support. 
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In the Help screen, users will be give a list of links to bill pay help guides for 
each section of Bill Pay. 
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Locations – You can search for branch locations or ATM locations.
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Stop Payments can be entered with the Stop Payment option in the left 
side navigation.  
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eStatements can be viewed via the eStatements selection in the left hand 
navigation. Users will be prompted to verify that they can view PDFs first, and 
will start by clicking ‘Get Code’. 
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A new window will open with a PDF that has a four letter code on it for 
the user to copy and return to the previous tab. 
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They will then enter the code and click ‘Verify’. 
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They will then be presented with a success screen provided the code 
was entered correctly, where they will click ‘Close’. 
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At this point, the user will have to click on the eStatements tab again (there 
will be no prompt instructing them to do this) and they will be presented with a 
list of their accounts to select a statement for.  The process will be the same as 
it is today from this point forward. 
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BUSINESS XXXX1234 $252,735.01

FIRST ESSENTIAL CHECKING XXXX1234 $4,301.05

BUSINESS XXXX1234 $68,064.07

EARNER SAVINGS XXXX1234 $5,100.87

BUSINESS XXXX1234 $155,925.00

BUSINESS XXXX1234 $46,501.00



Users will be able to set up various Alerts by clicking on the Alerts selection in 
the left hand navigation. 
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TEST@TEST.COM

XXX-XXX-5943



Users will be able to enroll in Text Banking by clicking on the Text Enrollment 
selection in the left hand navigation, switching the service to ‘On’, entering a 
mobile number, agreeing to the terms and clicking Save. 
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By clicking on Account Preferences in the left hand navigation, users will be 
able to rename, resort, hide/unhide, or group accounts, and enable or disable 
SMS/Text Banking for a particular account. 
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BUSINESS XXXX1234

BUSINESS XXXX1234

BUSINESS XXXX1234

FIRST ESSENTIAL CHECKING XXXX1234

EARNER SAVINGS XXXX1234

BUSINESS XXXX1234



Users will be presented with this warning when hiding an account.
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Users will also be able to select which heading the account appears under on 
their homepage via the drop down menu pictured below. 
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FIRST ESSENTIAL CHECKING XXXX1234

FIRST ESSENTIAL CHECKING XXXX1234

BUSINESS XXXX1234



Under ‘Security Preferences’ users will be able to change their password or login 
ID or add/remove Secure Delivery methods for access codes (mobile numbers, 
email addresses) 
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Under statement preferences, users will be able to switch accounts to 
eStatements or to paper statements depending on their preference. 
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XXXX1234

XXXX1234

XXXX1234

XXXX1234

XXXX1234

100 EAST SOUTH AVE. SUNNY, NY 12345

100 EAST SOUTH AVE. SUNNY, NY 12345

100 EAST SOUTH AVE. SUNNY, NY 12345

100 EAST SOUTH AVE. SUNNY, NY 12345



The Themes tab allows users to select a different ‘Theme’ for their online 
banking environment. This essentially just changes color schemes and 
backgrounds. 
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The Privacy Policy tab will link users directly out to our Privacy Policy in a 
new tab in their browser. 
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The Terms and Conditions tab will link users directly to a copy of the 
cash management agreement in a new window in their browser. 
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The Log Off tab will log users out of Online Banking. 
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If you need assistance…

Login Page:  https://www.firstonline.com/Business-Banking

Phone:  (812) 238-6000

Toll Free:  (800) 511-0045

Hours:  M-F 8:00 AM to 7:00 PM EST

Saturday 9:00 AM to 2:00 PM EST


