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SECTION 4 OF 5  ·  MANAGING TRANSACTIONS

Approving or Cancelling Payments
Authorized users can view, approve, or cancel certain payments from Online Transaction Activity. Once a

payment has processed and cleared, it can no longer be changed.

A Single Transaction

In the Transfers & Payments tab, click Online Transaction Activity.

1 Find the transaction you want to approve, and note how many approvals it needs before it will

process or cancel.

2 Open the three-dot menu for the transaction and select Approve or Cancel.

3 Click Confirm. The status changes to Processed or Canceled in the Activity Center.

A transaction row, with status, approvals needed, and the actions menu.

Confirm that you want to approve the transaction.

Full guide reference: p. 95.
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Multiple Transactions

You can approve or cancel several transactions at once. In the Transfers & Payments tab, click Online

Transaction Activity.

1 Note how many approvals each transaction needs.

2 Check the box for each transaction you want to approve or cancel. To select them all, check the box

in the column header next to Amount.

3 Open the three-dot menu in the header and select Approve Selected or Cancel Selected.

4 Click Confirm when you're finished. The status changes to Processed or Canceled.

Select transactions with the check boxes, then use the menu.

Note: Canceling a recurring transaction from the Single Transaction tab cancels only that one occurrence. To

cancel the whole series, use the Recurring Transactions tab.

Full guide reference: p. 96.

A Recurring Transaction Series

Note: You can't modify a recurring ACH Batch or ACH Collection. To change one, cancel the recurring ACH,

update the template, and then start a new recurring ACH.

In the Transfers & Payments tab, click Online Transaction Activity.

1 Click the Recurring Transactions tab.

2 Find the transaction you want to approve or cancel.

3 Open the three-dot menu and select Approve series or Cancel series.

4 Click the Approve series or Cancel series button.

5 The status changes to Processed or Canceled in the Activity Center.
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The Recurring Transactions tab.

Canceling a series cancels all pending transactions and stops new ones.

Full guide reference: p. 97.

Wire Activity

Every outgoing wire started in Business Online Banking appears on the Wire Activity page, where you can

see details for pending or processed wires, such as processing dates, accounts, and amounts. In the

Business Banking tab, click Wire Transaction Activity.

1 Select an account from the drop-down.

2 Enter a start date and an end date.

3 Click View Report.

The Wire Transfer Detail Report: account and date range.

Full guide reference: p. 98.


