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Login Process 

Logging On for the First Time 
Cash users that have never logged on to access NetTeller's cash management 

features must take the following steps to create their cash management credentials 

and log on. 

1. Select the single sign-on (SSO) enrollment link within the bank's SSO setup email. 

If the link has expired, due to seven calendar days passing or a subsequent 

email invalidating the selected link, you receive the following message on 

the Activate Account screen: Your enrollment link has expired. Please 

contact your financial institution for assistance. 

 
The Activate Account screen appears. 

2. Create your NetTeller ID and password, and then select Continue. 

 

 

3. Review the terms and conditions. 

4. Select I agree, and then select Accept to proceed. 

5. Select a watermark image, and then select Submit. 

 

 
This image appears at all future logons and on all pages in Online Banking. 

Note: The email mentioned is for any User that is set 
up after November 13, 2017. Users set up prior to 
Thursday, November 9, 2017 will log in with their 
existing User ID and the last 4 of the Company’s TIN. 
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6. Select Continue on the Security Features screen. 

7. Select a question from each drop-down field, and then input an answer. 
 

 
 

Answers are not case-sensitive. 
 

8. Select Submit, and then select Confirm on the Settings Modification (Optional) screen. 
 

 
 

If needed, Edit the answer before selecting Confirm. Once you select Confirm, 

you cannot modify questions and answers. 

 

9. Enter or verify the email address on file, and then click Submit.   
 

 
  

This is the company email address listed at the Company level. Only cash users with 
Full Admin rights will see this step. 
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Subsequent Logins 

 
1. Enter the Single Sign-On ID you created at first login. 

 

 
 

2. Enter your Single Sign-On password. 
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Company Administrator Activities  

Creating New Cash Users   
1. Navigate to Cash Management > Users, and then select New CM User. 
2. Complete user information, limits, and ACH permissions. 

 
User Name: Name of cash user. 
 
E-mail Address: User’s email address. May only be modified by a full administrator. 
 
Administration 
 

No: Cannot create or edit cash users. Cannot change NetTeller settings. 
 
Yes: Full administrative rights. Can create/edit cash users, change Company 
email address, account pseudo names, and enroll in ESI and mobile banking. 
 
Partial: Change Company email address, change account pseudo names and 
enroll in mobile banking. Cannot create/edit cash users or enroll in ESI. 
 
View: View-only authority. Cannot change any NetTeller settings or users. 

 
Wire Password: LEAVE BLANK – Not used 
 
View Position/Activity Report: Allow user to view and print prior day activity. 
 
Hold User: If selected, user will not be able to log into NetTeller. 
 
Access Times: Time of day when cash user can log into NetTeller. Access times control 
login only; this will not end an established session. 
 

 
Please note: Not all services shown are available. 

 
 

The new cash user is placed in a Pending Approval status. 

Once the Bank approves the new user, the user is sent the single sign-on (SSO) setup 

email. The user follows the prompts within the email to establish their logon credentials.  
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3. Complete additional settings and account selection. 

 
 
Transaction Inquiry: View list of transactions. 
 
Statement Inquiry: View available NetTeller statements. 
 
Current Day Balance: View current balance and activity totals. 
 
Prior Day Balance: View balance and activity totals as of previous business day. 
 
Stop Inquiry: View information on existing stop payments. 
 
Stop Additions: Enter new stop payments. 
 
Bill Pay: Access bill pay module. 
 
ES: Enroll/un-enroll accounts in ES product. 
 
Transfers: Move money between accounts. 
 
Order Checks: Reorder checks if financial institution has functionality enabled. 
 
Transaction Reports – Activity, Summary, Saved: Select which transactional reports 
the user can access. 
 
Select Accounts: Choose accounts that cash user will have access to. 
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4. Complete cash user permissions and limits at the account level. 
 

 
 

View Access for Account: Select the account to work with. 

Edit Wire Controls: Modify default wires settings for the account. 

Edit Access Rights: Modify default access rights for the account.   

 

Resetting Cash User Password 
1. Navigate to Cash Management > Users. 
2. Select User Settings from the Select drop-down menu. 
3. Enter the new password, and then select Submit. 
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Modifying Cash User Permissions   
1. Navigate to Cash Management > Users. 
2. From the Select drop-down menu, choose the option that correlates with the change 

needed.   

User Settings: Controls password, limits, and ACH permissions. 

Default Settings: Controls account activity permissions and account access. 

Account Settings: If enabled, controls account activity permissions and limits at 
the account level. 

3. Modify the needed field, and then click Submit. 
4. Depending on the change made, the cash user may show in a Pending Approval status. 

Contact the bank to approve the user.  

 

Deleting a Cash User   
1. Navigate to Cash Management > Users. 
2. Select Delete from the Select drop-down menu. 
3. Click Delete. 
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Reporting 

Prior Day Summary 
Displays balance information, float information, and activity totals for the previous business day.   
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Current Day Summary 
Displays balance information and activity totals for current business day.  

 

Prior Day Detail 
Displays prior day balance information and transactions that posted to the account on the 
previous business day. All accounts appear.  
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Activity Report 
View transactions for a specific account or several accounts at one time. Results may be shown 
by date range, a specific date, previous number of days, or previous business day. Report may 
be narrowed down further by type of transaction, amounts, and check numbers. Save Report 
Criteria allows you to retain this information to be pulled again at a future date.  
 

 
 
The transaction drop-down within the selection criteria allows for All Transactions, Groups, 
and Specific Transactions. 
 
If selecting Group, determine which groups to view.  
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If selecting Specific Transactions, determine which transaction codes to view. Use your 
Control or Shift key to select multiple transaction codes. 
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Summary Report 
View totals for a specific account or several accounts at one time. Results may be shown by 
date range, a specific date, previous number of days, or previous business day. Save Report 
Criteria allows you to retain these criteria to be pulled again at a future date.  
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Saved Report 
Access any Activity or Summary reports flagged as a saved report. From here, the report can be 
renamed, deleted, or viewed. Run Report runs the report.  

 

 
 
To modify the criteria information, click New Search. 
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Settings 

Personal  
Change login information. 

 

 
 

Modify Personal Settings 

 Change company email address (Full or Partial Administrators only). Cash user’s email 
address must be changed by the company administrator. 

 Change company mobile phone number for text alerts. 

 Click watermark image to select new picture. 

 
Modify Login Information: Change Single Sign-on ID, Single Sign-on Password, and Wire 
Password. 
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Account  
Change account names and the order in which accounts appear (Full or Partial Administrators 
only). 

 

 

Display 
Establish default settings for various pages within Online Banking. 
 

 

Alerts 
Four types of alerts exist: Event, Balance, Item, and Personal. 
 
Alerts can be received multiple ways: 

Log In: Link displays on the My View page indicating a new alert exists. Click the link to 
view the details of the alert. 

Email: Receive an email containing alert information.   
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Text: Receive a text message containing alert information. 

 

Event Alerts 
Watch for account activities. Event Alerts remain active until deleted. 
 
With business accounts, it is always good to be alerted of certain transaction activity. To assist 
with this, JHA recommends that you enable specific event alerts.  
 

  Misc. Alerts 

One of your entitlements has changed 

Your email address has changed 

Your mobile number has changed 

Company email address has been changed 

Company mobile number has been changed 

Balance Alerts 
Watch for when an account falls above or below a specified balance. Select the Account Name 
from the drop-down box, choose Above/Below, and enter an Amount to watch for. Balance 
Alerts remain active until deleted. 

Item Alerts 
Watch for a specified item number to clear your account. Enter the Item Number and select the 
Account Name from the drop-down box. Item Alerts delete once the alert has been generated 
and viewed. 

Personal Alerts 
To be reminded of a self-defined message on a specific date. Enter the Date the alert is to be 
active and the Message to include in the alert. Item Alerts delete once the alert has been 
generated and viewed. 
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Message Center 
Send and receive secure messages to your bank. 

Sending New Message 
1. Select Message Center in top right corner. 
2. Click New.  
3. Fill out message information, and then click Submit. 

 

 

From: Your Online Banking ID. 
E-mail: E-mail address as entered in Settings. E-mail address is used to send an 
automated email notifying you when the bank responds to your message.  
Name: Full name. 
Subject: Enter a subject for the message. 
Urgency: The level selected flags the message accordingly. 
Message: Enter the message. 

 

 

 

 

 

 

 

 

. 
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Security Question Challenge Process 
You may be challenged if additional authentication is needed. 
 

1. Two of the three questions are presented.  
2. Answer questions, and then select Submit. 

 

 

Blocked User 
If unable to correctly pass the challenge after three attempts, you will be blocked from the 
authentication method which caused the failure. Contact your bank to be unblocked.   

 
 
 


