
 

 

Online Banking User Guide 

Login Process  
Login Screen 

 

 

¶ Home: Directs to financial institution’s website.  

 

 
¶ NetTeller ID: 12-digit NetTeller ID number or (if not a first time user) alias. Alias is not case sensitive.  

NetTeller Password: For first time login, password is the 4-digit number provided by financial institution.  

Reset Password: Create a new password if your NetTeller account is locked or you have forgotten your 
password. In order to use this feature you must have already established your Password Reset Question in the 
Settings tab.  

 

Online Agreement  
At first log in, you must agree to the financial institution’s Online Agreement.  
1. Review the Online Agreement.  

2. Check I agree.  

3. Click Accept to proceed.  

 

Password Change  
At first log in or if your password has been reset, you must create a new password. If desired, you can also 
change your NetTeller ID to create an alias or nickname.  



 

 

 
¶ Change your Online Banking Password (required): Enter current password then new password 

twice to confirm accuracy.  

¶ Change your NetTeller ID (optional): Enter a new alias so that you don’t have to remember the 12 
digit ID. The alias and the 12 digit ID are interchangeable.  

¶ Select Personal Identification Image.  
 

 

 

Security Question Selection  
For security reasons, you may be asked to select three questions. These questions are used to verify your 
identity in the future if needed.  
1. Click Continue.  



 

 

 

 
2. Select a question from each drop-down menu and input answer.  

 

3. Click Submit.  

 
4. Once the verification screen appears, the user can Edit the questions and answers, or Confirm to save 
them.  
 
5. Click Continue to the Personal Information page.  
 

 
6. Enter or Update the email address.  

 

7. Construct a password reset question and answer, and then click Submit.  
 
 



 

 

 

Landing Page  
The landing page is the initial screen that displays once you have successfully logged into online banking. 
There are two possible landing pages based on your financial institution’s settings: My NetTeller or the 
Accounts Listing page.  
 

My NetTeller  
 
Provides a customizable dashboard view of various NetTeller options divided by widgets. You may select which widgets 

display in each column and in which order. 

 

My NetTeller Page Configuration  
Use the Set As Start Page | Configure This Page option, which appears in the top left portion of the screen, 
to customize the My NetTeller page.  

 



 

 

Checkmark the Set As Start Page if you would like to save this page as the landing screen upon login. If left unselected, 

you must actively navigate to the My NetTeller option to access this screen. 

 

 

Configure This Page: Upon clicking this link, a lightbox window appears allowing control over which widgets to display. 

Any widgets not currently displayed are listed in the right column of the lightbox window and can be added through the 

plus icon. 

 

To configure the page:  
1. Choose a column to work with from the Select Column To Configure drop-down field.  
 



 

 

The names of widgets (items) assigned to that column appear below. My NetTeller has a Left, Center, and 
Right column. The default selection is Left Column. Widgets are pre-assigned into specific columns on the 
My NetTeller page and cannot be moved to different columns.  

 
2. Add or remove widgets using the plus and minus icons and change the order of display, if desired.  

3. Return to Step 1 until all columns have been set up.  

4. Click Save to retain changes made to all columns.  
 
The Configure This Page lightbox closes and the My NetTeller page reloads to reflect the changes. 

My NetTeller Widget Configuration  
 
While the configuration concept for each widget is the same, the content within the configuration lightbox 
window varies based on the purpose of the widget.  
 
The Configure icon does not appear on widgets where configuration is not applicable.  
To configure a widget:  
 
1. Click the Configure icon on the widget. The Configure lightbox appears:  

 

 
2. Review the items being displayed (left side of lightbox) and items not currently displayed (right side of 
lightbox).  

 

3. Add or remove widgets using the plus and minus icons and change the order of display, if desired.  

 



 

 

4. Click Save to retain changes made to the widget.  
 

The Configure lightbox closes and the widget reloads to reflect the changes. 

 
Account Activity  
Viewing Transactions  
 
There are a couple ways to view transactions in NetTeller. You can click a specific account name from the Accounts 

widget from the My NetTeller page. 

 

Transaction history and balance information for selected account. 



 

 

 
 

¶ Current Transactions: Appear in date order and include item number (if applicable), transaction 
description, amount of the transaction and the running balance. Clicking the item number displays the 
front and back image of a check.  

¶ View Transactions for: Navigate between the transactions listing of other accounts.  

¶ Current Balance: Displays the current balance of the account.  

¶ Available Funds: Displays the available balance of the account. The link displays the makeup of the 
available funds.  

¶ View Range: View transactions since last statement, last 7 days, last 15 days, last 30 days or All.  

¶ Search: Look for specific transactions.  

¶ Print: Creates PDF print file of the page.  

Download Transaction History  
 
Transaction history may be downloaded in various formats including Microsoft Money, text file, spreadsheet (Excel), or 

Quicken/Quickbooks (if enabled). 



 

 

 

 
Download Transactions for Account: Use the drop-down box to navigate between accounts.  

Select Download Range: Options include transactions since last download, since last statement or between 
two dates.  

Select Download Format: Determines the file type downloaded. Options include:  

o Microsoft Money (OFX)  

o Intuit Quicken (QFX)  

o Intuit Quickbooks (QBO) 

o Intuit Quickbooks (IIF)  

o Personal Finance (QIF)  

o Spreadsheet (CSV)  

o Word Processing (TXT)  

 

Click Download to display instructions for downloading or viewing the results. 

 

Transfers  
Allows you to move money between internal accounts linked to your ID, view existing/future transfers, and view 
history.  
 

Quick Transfer  
Quickly create an immediate transfer from the Transfer widget* from the My NetTeller widget page. 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 



 

 

 



 

 

 



 

 

 



 

 

 



 

 

 


