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How to Log in to 
Business Banking

www.HighpointCommunityBank.com

Enter 
User ID: 

Same User 
Name

Hit Login

The next screen 
will prompt you 

to enter your 
password.

Password: Last 
four digits of 

the Tax ID



Two factor authentication will need to be set up 
to access your accounts

Verification codes can be set up to be sent via 
text, phone call,  or by using the Authy app



Enter the verification 
code

Agree to the OLB User 
Agreement



DASHBOARD Process ACH, Wires or Positive Pay

Chat with HCB
View 

Activity 
and 

Accounts

*When logging in for the first time, you must click the Business tab to change your password



1. Update your 
password

BUSINESS BANKING INITIAL 
LOG IN

2. Select a Watermark 

3. Answer security 
questions



Business Banking

View 
Accounts 

and 
Activity

Add users 
and 

process 
ACH files Make a 

transfer, add 
a stop 

payment, or 
view 

transactions

Enroll and view eStatements



How to Add Users

Cash Manager > Users > New CM Users



Add a user name, email address and password. Select the level 
of administration for the user.

Full – All Permissions
Partial – Cannot edit or add users

No - All permissions and limits set by Admin

Access limits are set for when 
users are able to access 

Business Banking

Set ACH and Wire amount limits

Add ACH permissions for 
the user.



Enable  additional permissions for balance 
information, wire ability, and Positive Pay. 

Select the accounts for the 
user to have access to view

ES MUST be enabled for 
users to view eStatements



All users must be approved by HCB. Please contact electronicbanking@hcb.com or 269.945.2401.

Edit or view 
permissions 

here

The user will receive an email notifying 
the user to log in and change their 

password. Click Resend if the user does 
not receive the email.

mailto:electronicbanking@hcb.com


Initiating an ACH File Using a Template Cash Manager > ACH > ACH Batch

Select a 
previous 
batch or 
use the 

drop down 
to create a 
new one.



Enter the batch 
name, description, 

and SEC Code

Enter in the debits and credits 
for your batch. Your batch must 
balance so be sure to enter in 
an equal amount of debit and 

credit items.



When all records 
are added and the 
batch is balanced, 

hit submit.

Click Initiate 
from the drop 
down next to 
your batch. If 
Initiate is not 
listed, be sure 

your batch is in 
balance. 



Select the Effective Date and click Initiate

Your batch has been submitted to HCB. To confirm the 
batch was sent, verify the status says Initiated

You have the option to delete or 
edit batches up until the batch 

is uploaded by  HCB.



Uploading a NACHA File

Cash Manager > ACH > Upload

Click Browse 
and locate your 

NACHA file. 
Click upload to 

submit.



Once uploaded, the batch will display in 
your ACH Batch List. The status will 

display as Uploaded. 

From the Select Option drop down, you 
may edit the batch.

Click Initiate from the 
drop down next to your 
batch. If Initiate is not 

listed, be sure your 
batch is uploaded 

correctly. 



How to Submit a Tax Payment
Cash Manager > ACH > Tax Payments

Enter in required fields and click Submit

Using the dropdown, select 
Initiate next to the Tax Payment



Enrolling in eStatements eStatements > Enrollment

Only admins can enroll in eStatements
for the business. Users will have the 
ability to view eStatements based on 

their permissions.

Enter in a Security Phrase and the 
Passcode before agreeing to the 

disclosure. 


