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Step 1:  Go to the Alerts tab
Once you have signed in to online banking, select the Alerts tab.
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Step 2:  Setup Alerts
You will be brought to your Alerts inbox. 
To setup alerts, click on Manage Alerts. 
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You will land on the Alerts page where you can setup preferences on how you 
wish to be notified of account activities, as well as setup specific alerts for 
account access or updates (security), transactions, and account balances. 
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Step 3: Setup Alert Preferences
Click on the Edit button. 

Note: Mobile App notifications cannot be completed online and must be 
completed through the Small Business Online Banking Mobile App only.

Toggle the e-mail alerts from OFF to ON.
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Enter your preferred email address to receive alerts, then navigate to the 
bottom of the page to click on the Save button.  

A confirmation message will appear. 
Navigate back to the Alerts page by clicking on the Back button. 
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Step 4:  Setup Security Alerts
Toggle the OFF button to ON to show all available security alert options.  

Tip: You can preview all alerts available 
by clicking on the Show/Edit Alerts drop 
down within each Alerts section.

Select which alerts you wish to setup by clicking on the individual boxes to add a 
checkmark next to each alert type. 
If you wish to remove an alert, click on the checkmark again to de-select the alert. 

Once complete, scroll down to the bottom of the page and click on the Save button.  
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Step 5:  Setup Transaction Alerts
Select an account from the drop down menu to setup Transaction and Account 
Balance alerts. 
Repeat the process of toggling the OFF button to ON to show all available 
transaction alert options and select alerts to setup with a checkmark next to 
each alert type. 
For transactions alerts, there are additional modifications you can add to 
specific transaction types below to create alerts based on specific monetary 
values or upcoming dates.  

Note: It is 
recommended to 

setup alerts for each 
and every account 

you have in your 
online banking. 
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Once complete, scroll down to the bottom of the page and click on the Save button.  

Step 6:  Setup Transaction Alerts
Again, repeat the process of toggling the OFF button to ON to show all available 
account balance alert options and select alerts to setup with a checkmark next to 
each alert type. 
Once complete, click on the Save button. 
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Step 7:  Manage Alerts
In the Alerts Inbox, notifications are displayed based on the activities performed 
within your online banking that match with the alerts that you have setup within 
your online banking. 
This can be modified at any time by clicking on the Manage Alerts button and 
updating your preferences and alert notifications using the steps above. 

Note: You can delete these alerts from your 
inbox at any time using the Delete button. 

Alerts older than 6 months are automatically 
deleted from the Alerts inbox. 

A record of activities are always accessible 
through your Settings.
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