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CHAPTER 3:  VIEWING ACCOUNTS AND 
TRANSACTIONS

This chapter contains the fol lowing:

 l "Viewing accounts" on page 22
 l "Viewing account detai ls" on page 22
 l "Viewing transactions on the Account Detai ls page" on page 25

Viewing accounts
The fol lowing information appears on the Home page for each account:

Name Description

Account 
name

The default name for the account or a custom nickname that you 
create in Settings.

Account 
number

The masked account number. For your securi ty, only the last part of 
the number may appear. For example, account number 123456789 
may appear as XXXXX-6789.

Balance The balance for the account. 

Account information on the Home page

Tip:  If the Home page includes the Summary Metrics graph, you can 
cl ick or tap the segment of the graph that represents an account to 
view account information. 

Viewing account details
The Account Detai ls page includes the fol lowing information:

Name Description

Account 
Name

The default name for the account or a custom nickname that 
you create in Settings.

Account information on the Account Details  page 

Viewing accounts
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Name Description

Account 
Number

The masked account number. For your securi ty, only the last 
part of the number may appear. For example, account number 
123456789 may appear as XXXXX-6789.

Avai lable 
Balance

The avai lable balance for the account, including any pending 
credits or debits. 

Current 
Balance

The current balance for the account, not including any pending 
credits or debits. 

Credits The subtotal  of the credits to the account. If you fi l ter or 
search the Account Detai ls page, the total  only includes the 
i tems in the results.

Debits The subtotal  of the debits from the account. If you fi l ter or 
search the Account Detai ls page, the total  only includes the 
i tems in the results. 

Transactions The fi rst 100 transactions in the account, according to the 
current sort order.

Account information on the Account Details  page  (cont'd)

For more information about changing the order of the transaction l ist, see 
"Sorting transactions" on page 28.

For more information about exporting records from the transaction l ist, see 
"Exporting transaction records" on page 28. 
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The Account Detai ls page and the Activi ty Center page both include 
transactions. A speci fic transaction can appear on either page or both pages, 
depending on the transaction status and how you created i t. You can view 
transactions and transaction detai ls on the fol lowing pages:

Page Includes

Account Detai ls Al l  posted and pending transactions in an 
account, including: 

 l Checks
 l Deposits
 l Transactions at branches
 l Transactions at ATMs
 l Bil l  payments
 l Transfers

Activi ty Center Transactions that you create in onl ine banking 
and the mobi le banking app, including: 

 l Recurring transactions
 l Transfers
 l Send a check
 l Wire transfers
 l Stop payment requests
 l Address change requests
 l Check reorders
 l Payrol ls

Viewing transactions

To view account details

 l On the Home page, cl ick or tap the account name. The Account Detai ls 
page appears. 

To view additional transactions

 l On the Account Detai ls page, do one of the fol lowing:
 o Click or tap the next icon ( ) to view the next set of transactions. 
 o Click or tap the previous icon ( ) to view the previous set of 

transactions. 
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To send a secure message about an account

 1. On the Account Detai ls page, cl ick or tap Ask about account. The New 
Message window appears. The message automatical ly includes information 
about the account.

 2. Cl ick or tap the message recipient. The message window appears. 
 3. Cl ick or tap in the Message field and enter your message.
 4. (Optional ) In onl ine banking, cl ick the attach fi le icon ( ). In the Open 

dialog box, select a fi le to attach to the message, and cl ick Open. 
 5. Cl ick or tap Send. The Messages page appears with your new message.

To close the Account Details page

 l On the Account Detai ls page, do one of the fol lowing:
 o Click or tap the back icon ( )
 o Click or tap Home.

Viewing transactions on the Account Details 
page
On the Account Detai ls page, you can view the fol lowing information for each 
transaction in an account:

Name Description

Date The date of a completed transaction. If the transaction is not 
complete, the date is Pending and the transaction has a shaded 
background.

Transaction 
Type

The type of transaction. 

Amount The amount of the transaction. 

Balance The account balance after the transaction. 

Image The images associated with the transaction, i f appl icable

Transaction information on the Account Detai ls page

Viewing transactions on the Account Details 
page
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Transaction fi l ters page  on a smartphone

To filter transactions

 1. On the Account Detai ls page, cl ick or tap Show Fi l ters.
 2. Do one or more of the fol lowing:

 o Select a date range from the Time Period drop-down l ist. If you select 
a custom date, speci fy dates in the Start Date and End Date 
calendars. 

 o Select the type of transaction from the Transaction Type drop-down 
l ist. 

 o Enter the minimum and maximum amounts for the transaction in the 
Min Amount and Max Amount fields. 

 o Specify a check number range in the Check# fields. 
 3. Cl ick or tap Apply Fi l ters. 

Tip:  To reset fi l ters and show al l  transactions, cl ick or tap 
Reset, and cl ick or tap  Apply Fi l ters.

To hide filters

 l On the Account Detai ls page, do one of the fol lowing:
 o In onl ine banking or in the mobi le banking app on a tablet, cl ick or 

tap Hide Fi l ters. 
 o In the mobi le banking app on a smartphone, tap Search.
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This section includes the fol lowing:

 l "Fi l tering transactions" on page 26
 l "Searching transactions" on page 28
 l "Sorting transactions" on page 28
 l "Exporting transaction records" on page 28
 l "Viewing transaction detai ls" on page 29
 l "Viewing and printing images associated with a transaction" on page 29
 l "Sending a secure message about a transaction" on page 30

Filtering transactions
On the Account Detai ls page, you can fi l ter the transactions that appear based 
on the fol lowing transaction information:

 l Date
 l Type
 l Amount
 l Check number, i f appl icable

The fi l ter appearance varies. The fol lowing examples show the appearance of 
the fi l ters on di fferent devices.

Transaction fi l ters page in onl ine banking and on a tablet
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Transaction fi l ters page  on a smartphone

To filter transactions

 1. On the Account Detai ls page, cl ick or tap Show Fi l ters.
 2. Do one or more of the fol lowing:

 o Select a date range from the Time Period drop-down l ist. If you select 
a custom date, speci fy dates in the Start Date and End Date 
calendars. 

 o Select the type of transaction from the Transaction Type drop-down 
l ist. 

 o Enter the minimum and maximum amounts for the transaction in the 
Min Amount and Max Amount fields. 

 o Specify a check number range in the Check# fields. 
 3. Cl ick or tap Apply Fi l ters. 

Tip:  To reset fi l ters and show al l  transactions, cl ick or tap 
Reset, and cl ick or tap  Apply Fi l ters.

To hide filters

 l On the Account Detai ls page, do one of the fol lowing:
 o In onl ine banking or in the mobi le banking app on a tablet, cl ick or 

tap Hide Fi l ters. 
 o In the mobi le banking app on a smartphone, tap Search.
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Searching transactions
You can use the Account Detai ls page to search the descriptions of the 
transactions in an account. 

To search transactions

 1. On the Account Detai ls page, cl ick or tap the Search description field.
 2. In the Search description field, enter the search text. The search results 

appear on the Account Detai ls page. 

Sorting transactions
On the Account Detai ls page, the column headings indicate the sort order of the 
transactions. The column used to sort includes a triangle icon. The direction of 
the triangle icon indicates ascending or descending sort order. 

Tip:  Pending transactions are always grouped together at the top of 
the sort order. 

Note:  The Balance column does not appear unless you sort by date.

To sort transactions

 1. On the Account Detai ls page, cl ick or tap one of the fol lowing column 
headings to change the sort order:

 o Date
 o Transaction Type
 o Amount

 2. Cl ick or tap the same column heading again to change the sort order 
between ascending and descending. 

Exporting transaction records
You can export transactions from the Account Detai ls page to a fi le format that 
you select. 

Note:  Contact us for information about supported versions of 
Quicken and QuickBooks.



C hap ter 3:  V iewing account s and t r ansact ions

Reta i l User Guide 29
10-2168-02

Note:  Currently, you can only export in onl ine banking. 

To export transactions from the Account Details view

 1. On the Account Detai ls page, cl ick Export.
 2. In the Export drop-down l ist, cl ick one of the fol lowing export formats:                 

 o Spreadsheet (XLS)
 o Spreadsheet (CSV)
 o Microsoft OFX (OFX)
 o Quicken (QFX)
 o QuickBooks (QBO)

 3. Depending on your browser settings, one of the fol lowing happens:
 o If your browser automatical ly saves fi les to a folder, the fi le is saved 

in that folder. Open the folder to view the exported fi le. 
 o If your browser is configured to prompt for the folder for downloaded 

fi les, you are prompted to speci fy the location to save the exported 
fi le. 

In the exported fi le, the transactions appear in the current sort order on 
the Account Detai ls page.

Viewing transaction details
You can view the detai ls of any transaction in an account.

To view transaction details

 l On the Account Detai ls page, cl ick or tap the transaction. Cl ick or tap the 
transaction again to hide the detai ls. 

Viewing and printing images associated with a 
transaction
You can view and print any images that are associated with a transaction from 
Account Detai ls page. On the Account Detai ls page, any transaction that 
includes images is marked with an icon ( ). 
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Searching transactions
You can use the Account Detai ls page to search the descriptions of the 
transactions in an account. 

To search transactions

 1. On the Account Detai ls page, cl ick or tap the Search description field.
 2. In the Search description field, enter the search text. The search results 

appear on the Account Detai ls page. 

Sorting transactions
On the Account Detai ls page, the column headings indicate the sort order of the 
transactions. The column used to sort includes a triangle icon. The direction of 
the triangle icon indicates ascending or descending sort order. 

Tip:  Pending transactions are always grouped together at the top of 
the sort order. 

Note:  The Balance column does not appear unless you sort by date.

To sort transactions

 1. On the Account Detai ls page, cl ick or tap one of the fol lowing column 
headings to change the sort order:

 o Date
 o Transaction Type
 o Amount

 2. Cl ick or tap the same column heading again to change the sort order 
between ascending and descending. 

Exporting transaction records
You can export transactions from the Account Detai ls page to a fi le format that 
you select. 

Note:  Contact us for information about supported versions of 
Quicken and QuickBooks.
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To view and print the images associated with a transaction

 1. On the Home page, cl ick or tap the name of the account that includes the 
transaction. The Account Detai ls page appears. 

 2. Cl ick or tap the transaction  to view the detai ls. If appl icable, the image 
appears below the transaction. If the transaction includes multiple images, 
cl ick or tap Previous and Next to view additional  images. 

 3. (Optional ) In onl ine banking, you can print the images. To print the 
images, do the fol lowing:

 a. On the transaction detai ls, cl ick or tap the Print  icon( ). The Print 
page appears. 

 b. On the Print page, cl ick or tap Print to print the image. 

Sending a secure message about a transaction
While viewing the detai ls of a transaction, you can send a secure message to us 
about the transaction. 

To send a secure message about  a transaction

 1. In the transaction detai ls, cl ick or tap Ask about transaction. The New 
Message window appears. 

 2. Cl ick or tap the message recipient. The message window appears. The 
message automatical ly includes information about the transaction.

 3. Cl ick or tap in the Message field and enter your message.
 4. (Optional ) In onl ine banking, cl ick the attach fi le icon ( ). In the Open 

dialog box, select a fi le to attach to the message, and cl ick Open. 
 5. Cl ick or tap Send. The Messages page appears with your new message.


