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LOGGING IN 

Cash Management offers businesses the ability to administer controlled access to employees.  Each Cash 

Management business has three types of Login credentials: the Company Login used to identify the company’s 

information, the Admin login used to administrate the Company’s users and their level of access and the User 

login. 

INITIAL LOGIN 

You will receive an e-mail from the bank, providing you with two sets of user names and passwords.  The first set 

is the Company level credentials.  Enter the Online Banking ID at the top right-hand corner of the firsthope.com 

home page, and click Go. 

Enter the company level  Online Banking Password, and click submit. 

You will then be asked for the Cash Management ID and Cash Management CM Password also provided in your 

enrollment email.  

After you enter these two sets of credentials, you will be prompted to create a "Single Sign On" user name and 

password.  From this point on, this will be the ONLY user name and password you will login with.   
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Once you have successfully created a Single Sign On ID and password, you will be prompted to choose a security 

image and answer three security questions.   

You will then be required to enter your email address. 

The initial configuration of Cash Management is now complete, and you will be brought to the Cash 

Management Home Screen. 



6 

SINGLE SIGN ON LOGIN 

The next time you login into Cash Management Online Banking, you will no longer need the multiple sets of 

credentials.  You will ONLY use the Single Sign On ID and Password you created in the final step.  

Go to firsthope.com and type your Single Sign On ID in the top right hand corner. 

You be sent to a screen where you should see the security image you have selected in the top left hand corner. 

If the image you see is not yours, verify that you have typed in the correct ID.   Type in your password and click 

submit. 

You will then be brought to your Cash Management home screen. 
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ONLINE BANKING MENU 

After you login, you will automatically be brought to the accounts page.  Here you can view your account 

summary.   

*NOTE: YOUR SCREEN MAY NOT HAVE EVERY OPTION EXPLAINED IN THIS GUIDE.  THESE OPTIONS ARE 

DICTATED PER YOUR AGREEMENT OR DETERMINED BY YOUR ADMINISTRATOR.   

ACCOUNTS 

 

ACCOUNT SUMMARY  lists all accounts the user has access to see.  Click on the account to see the Transactions 

view, or select the drop-down box under options to choose another action for the account.   
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OPTIONS 

 Transactions: View transactions posted to your account, view images, and search for specific   

  transactions. 

 Download/Export: Download/Export transaction history in different formats (Quickbooks, Excel, etc.) 

 Statements: View your account statements.  Statement history is available for a minimum of six months. 

 Stop Payments:  Add or view stop payments for your account. 

 Transfers: Bank originated transfers can be viewed.  Company originated account-to-account fund  

  transfers can be added, viewed, edited or deleted.   

 Prior Day: Displays prior day information for the selected account. This information is updated nightly. 

 Current Day: Displays current day information for the selected account. This information is updated  

  throughout the day. 

CUSTOMER SUMMARY INFORMATION Gives a total of the accounts listed, as well as a brief summary of your 

 Online Banking Access history.   You have the option to reset the counter that keeps track of how many 

 times the Online Banking was accessed.  

 

CHECK REORDER 

Reorder checks if financial institution has functionality turned on. 
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TRANSACTIONS 

CURRENT TRANSACTIONS 

This screen shows you the account's history for the past 15 days.  You have the option of changing the amount 

of days shown in the top right-hand corner.  You can change the account you are viewing by selecting the 

account in the drop-down in the top left-hand corner.  If there is an image associated with the transaction, there 

will be an orange clickable check number or the words "view image" in the Ref/Check No column. 

 

 

DOWNLOAD/EXPORT 

The download/export feature allows you to choose an account and history time frame, and then download the 

transactions into several different formats.  These formats include Microsoft Money, Quickbooks, and Excel 

Spreadsheet.  Select the account,  date range, and format you wish to receive the transactions in and then select 

Download. 

 

 

SEARCH 

The search feature allows you to search for specific transactions using various criteria including check number 

and amount.  Enter the criteria you wish to use and then select Search to retrieve the transaction(s) you are 

looking for. 
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TRANSFERS 

PENDING 

This is the default screen for Transfers which will show you any transfers you have pending.  The drop down 

under Transfer Options allows you view, edit, or delete the transfer.   

 

 

NEW 

The new screen allows you to place a transfer.  You may schedule it to be effective immediately, to be effective 

at a future date, or to be reoccurring.   

 

Select the account number to send from, to, the amount of the transfer, the frequency, and the date on which 

you would like it to occur.   You may choose to enter a Transfer Memo, which will show up as a description on 

your account history and statement.   Your available balance is listed on the top right for reference.  

 

After you confirm the information entered, you will receive a confirmation number.   
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HISTORY 

This screen lists the history of transfers made for the account chosen in the drop-down menu.  You can use the 

orange links at the top right hand side to chose a different date range to view. 
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STOP PAYMENTS 

ADD NEW 

You may add stop payments to your account for a check item . 

 

Enter the following information: 

 Check Date:  Enter the date the check was issued. 

 Check Number:  Enter the number of the check for which you are placing the stop. 

 Amount:  Enter the dollar amount of the check. 

 Payee:  Enter the name of the person or company to which you issued the check. 

 Remarks:  Enter any remarks about the item or stop payment (e.g. lost check, duplicate). 

  Click submit to review the data you entered.  You may confirm that the data is correct to place  

  the stop pay on your account or edit it. . 

 

 

CURRENT 

If you have previously placed a stop payment on your account and it has not expired, you will see it listed here. 

 

You may choose the account you wish the view current stop payments for in the top left hand corner.   
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E-STATEMENTS 

E-Statements can be viewed by clicking on the E-Statements tab at the top of the page. 

 

FIRST TIME ENROLLMENT 

First time users will be prompted to enroll for this service.  Please enter the required information and select 

"Continue".  

 

Please review the Online Agreement and Disclosure for Electronic Delivery of Bank Statements.  Enter the red 

validation code from the top of the page in the box at the bottom and select "I Accept". 

 

You will need to select your delivery preference for each account by using the drop down boxes on the right-

hand side.  You may also select electronic tax documents above the account listing.  
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USING E-STATEMENTS 

When you click on the E-Statements tab, you will be brought to the statements main page .  Here you will see a 

list of your statements.  You can view the statements by clicking on either the PDF or HTML icon under the view 

column.   

 

You can use the tabs across the top to view other documents you may have delivered to you electronically, such 

as Tax Forms or Disclosures. 

The preference tab allows you to change your delivery preferences and email address setup at the time of 

enrollment.  
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EPS 

If you are registered for our Remote Deposit Capture services you will see this button on your Online Banking 

tab.  Clicking this button brings you directly to the website where you can scan your checks remotely.  Refer to 

the Remote Deposit Capture User Guide for more information about this feature. 
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BILL PAYMENT MENU 

 

SETUP 

When you click on the Bill Payment tab for the first time, you will be prompted to set up your account. 

First, choose and provide answers to 4 challenge questions. 

 

Next, enter a security key.  This security key is NOT a password.  This is the help you verify the authenticity of the 

website. 

 

Lastly, review the terms and conditions.  Check the box next to "I Accept", and click Submit.  
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HOME PAGE 

The home page is a dashboard that shows you a summary of your recent and scheduled bill payments.  You can 

use the tabs across the top to make a payment, view more detailed history, add/edit a payee, or edit your 

options. 

 

 

PAYMENTS TAB 

In the payments view, you can schedule a single or recurring payment, view scheduled transactions, or view 

history.  
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MAKE A PAYMENT 

SCHEDULING A SINGLE PAYMENT TO PAY A BILL 

 

Click on the Single Payment button.  You will see a list of choices for the type of payment you would like to send.  

To send a regular bill payment, select "For a Bill". 

 

If you have already added your payee, select it from the Payee List on the left-hand side.  If not, select Add a Bill 

Payee, and follow the instructions for adding a new payee. 
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Choose the account you would like to pay the bill from, enter the amount, and change the process date if 

necessary.  Make note of the estimated arrival date.   Not this is only an estimate.  Allow enough time for the bill 

payment to arrive before the payment due date. 

 

You may add additional payees from the list, or continue to review.  Click review to review the payments you 

have selected.  Then click submit to send to submit the payments.  
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SCHEDULING A SINGLE PAYMENT TO PAY A PERSON (P2P) 

Click on the Single Payment button.  You will see a list of choices for the type of payment you would like to send.  

To send a payment to a person, select "For an Individual". 

 

 

If you have already added your payee, select it from the Payee List on the left-hand side.  If not, select Add a 

Person, and follow the instructions for adding a new payee. 
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SCHEDULED TRANSACTIONS 

By clicking on the scheduled transactions button, you will be able to see a list of scheduled Bill Payments that 

have not yet been processed.    
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EDITING A PAYMENT 

Click on edit, on the right-hand side of the payment line to be able to make adjustments to the payment 

account, the amount, and the process date. Submit to confirm your changes. 
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CANCELING A PAYMENT 

You may also cancel a payment, by selecting Stop on the right-hand side of the payment line.   Click submit on 

the next screen to confirm the cancelled payment.   

 

 

  



25 

 

TRANSACTION HISTORY  

By clicking on the Transaction History button, you have the ability to search for past bill payments.   

 Use the search to enter as much or as little criteria as you chose to find the bill payment(s) you are looking for.  

Click view to see the results. 
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PAYEES TAB 

 

The Payees tab allows you to view any recipients you have listed as possible payees,  add new payees, or 

organize your payees into categories.   You may also import payees from a CSV file, QuickBooks, or Quicken. 

By clicking on the add a payee, you have the choice to add a payee in the form of a company, an individual, or a 

Bank/Credit Union.   

 

ADD A PAYEE - COMPANY 

Click on Go There Now under A Company to add a new company payee.   

 

 

Fill out the required information taken from your bill.  If you do not have an account number, put an identifier in 

that field.  
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If the payee is not established within the billpay database, more information may be required from you to 

complete the record.  

 

Submit to complete adding this payee. 
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ADD A PAYEE - INDIVIDUAL 

Click on Go There Now under An Individual to add a new individual payee.   

 

When adding an individual, you have several  options.  If you have their banking information, you can use that to 

set up an automatic electronic payment.  If you do not have their banking information, you can choose to send 

them an email with a link that will allow them to put in their own banking information to receive the payment 

electronically, or you can send them a check.   
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ADD AN INDIVIDUAL PAYEE WITH BANKING INFORMATION 

If you have a person's banking information, you can pay them by selecting " I have the bank account 

information"  and entering the information in the box on the right hand side.  Click on next. 

 

You may be prompted to Request an activation code in order to continue.  Choose how you would like to receive 

the activation code and then select Request  Activation Code. 
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Enter the activation code on the next page, and click submit to complete the setup of the payee. 
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ADD AN INDIVIDUAL PAYEE WITHOUT BANKING INFORMATION - ELECTRONIC PAYMENT 

If you do not have a person's banking information you can still send them an electronic payment if you have 

their email address.  To pay them, select "Allow them to provide their banking information" and fill out the 

required information on the right hand side.  In addition to their email, you will have to create a password to 

communicate to them.   

 

You may be prompted to Request an activation code in order to continue.  Choose how you would like to receive 

the activation code and then select Request  Activation Code. 
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Enter the activation code on the next page, and click submit to complete the setup of the payee. 
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ADD AN INDIVIDUAL PAYEE WITHOUT BANKING INFORMATION -CHECK PAYMENT 

If you do not have an individual's account information and do not want to send them their payment through e-

mail.  You may still choose to send them a check payment.  To pay with a check, select "Mail a check", and fill 

out the information on the right-hand side of the page, and click next. 

  

You may be prompted to Request an activation code in order to continue.  Choose how you would like to receive 

the activation code and then select Request  Activation Code. 
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Enter the activation code on the next page, and click submit to complete the setup of the payee. 
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ADD A PAYEE - BANK OR CREDIT UNION 

Click on Go There Now under An Individual to add a new individual payee.   

 

Choose whether to pay a loan, credit card, checking account or savings account.  Fill out the required 

information on the right-hand side of the page.  Review the information and click submit to add the payee.   

VIEW PAYEES 

Clicking on the View Payees button will bring up a list of your payees.  Here you can choose to edit or delete a 

payee.  There are also shortcuts to make a payment or add another payee.   
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CASH MANAGER MENU 

ACH 

If you are registered for our Remote ACH services you will see this button on your Online Banking tab.  Clicking 

this button brings you to the menu where you can create and initiate ACH batches. Refer to the Remote ACH 

User Guide for more information about this feature. 

 

WIRES  

If you are registered for our Remote Wire services you will see this button on your Online Banking tab.  Clicking 

this button brings you to the menu where you can create and initiate wires remotely.  Refer to the Remote Wire 

User Guide for more information about this feature. 

 

ARP 

If you are registered for our ARP/Positive Pay services you will see this button on your Online Banking tab.  

Clicking this button brings you to the menu where you have the ability to reconcile an ARP/Positive Pay file.  

Refer to the ARP/Positive Pay User Guide for more information about this feature. 
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USERS 

Only administrators have the ability to view these menu options, as they are the only ones with the right to 

add/edit users. 

USER LIST 

The user list shows all administrators and users for the company. 

 

You can see the user's status, and click the drop down for more options split into three categories: user settings, 

default settings, and account settings.  These settings are further explained within the New User screen shown 

below.  
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NEW USER 

 

CASH USER SETTINGS 

When you enter the New User menu, you will go into the Cash User settings.  From here fill out the required 

fields.  If you are not registered for Remote ACH, Remote Wires, Remote ARP/Positive Pay, or Remote Deposit 

Capture, the majority of the options are not applicable to you and should be left blank. Those who are registered 

for these services can only set up those user permissions accordingly to the agreement.  Click submit to go on to 

the Default settings screen.   

User Name:  Name of cash user. 

User ID:  Create initial sign on for cash user. 

Administration (User Authorities):   

No:  Cannot create/edit cash users.  Cannot change settings (recommended).   

Yes:  Full administrative rights.  Can create/edit cash users and change settings.  Can view and change 

settings for all Users and all accounts attached to Business Online Banking, including their own (not 

recommended). 

Partial:  Can change their own User settings (alias, password, and account settings) but cannot 

create/edit cash users. 

View:  View-only authority. Cannot change any settings or Users.  

Password:  Establish a password for the cash user.  System will prompt the user to change the password at initial 

login. 

Wire Password:  4-digit number needed to transmit a wire transfer to bank.  (THIS IS REQUIRED BY THE SYSTEM 

EVEN IF WIRES SERVICES ARE NOT AVAILABLE) 

Allow User Download:  Download and print current/prior day activity.  

Hold User:  If selected, the user is locked.  Tip:  Can be used for employee out-of-office situations. 

E-mail Address:  User’s email address.  May only be modified by full administrator. 

Access Times:  Establish specific time frames cash user can sign in.   

Enable EPS for this User: Enable the EPS button, allowing the user to access the Remote Deposit  Capture 

website. 

Daily ACH Limit:  Maximum amount user can initiate per day.   

Transfer Limit:  Maximum amount cash user can transfer between accounts per transfer. 

Per Wire Limit:  Maximum amount user can transmit per wire.   

Daily Wire Limit:  Maximum amount user can transmit per day.    

Dual Wire Control:  User requires a second cash user to approve transmitted wires.   

Dual Wire Control Limit:  Wires over this amount require a second level of approval.    

Display/Download ACH:  View batch details and download batch to PDF or NACHA format.    

Full ACH Control:  If selected, allows cash user to take multiple actions within a batch without requiring action 

from a second cash user.  If deselected, dual control is required.    

Restricted Batch Access:  Cash user can view and work with restricted batches.   

Work with ACH:  Create/edit ACH batches and transactions.   
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Upload ACH:  Upload NACHA files into ACH.   

Initiate ACH:  Send batch to financial institution for processing.   

Delete ACH:  Remove ACH batch from system.   

Import Transaction:  Upload transaction file into ACH system (CSV, Fixed Position, tab delimited and NACHA).   

Update Transaction:  Upload transaction file into ACH.  Will change dollar amount only for matching 

transactions.  Will not create new transactions.    
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DEFAULT SETTINGS 

The default settings screen makes the settings you choose here applied to all accounts the user has access to.   If 

you choose to set the permissions different on each account, you can skip the Cash User Setting section, choose 

the accounts, and click submit.  See the next section Account Settings to set the permissions for each individual 

accounts.  

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. 

Define Non-Rep Wires:  Create new single wire transfers. 

Edit Non-Rep Wires:  Modify/delete single wire transfers. 

Define Rep Wires:  Create wire templates. 

Edit Rep Wires:  Modify/delete wire templates. 

Transmit Wires:  Initiate wire to financial institution for processing. 

Bill Pay:  Access NetTeller Bill Pay module. 

View Rates:  View financial institution’s interest rates if enabled. 

ES:  This option is overridden by the E-Statement tab.  Business Online Banking defaults to the Electronic 

Statement Product.   

Download ARP File:  View/Print reconciliation files. 

Upload ARP:  Send issued items file to Financial Institution. 

Work ARP Items:  Determine to pay or return items that do not match issued items file.  

Transfers:  Move money between accounts. 

Order Checks:  Reorder checks if financial institution has functionality turned on. 

Select Accounts:  Choose accounts that cash user will have access to.  
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ACCOUNT SETTINGS 

The account settings screen is only used if you chose to set permissions based on an individual account, rather 

than the accounts as a whole. The permissions for all accounts are set through the Default Settings screen.   

To access the account settings, return to the User List screen.  Choose the drop down next to the user and select 

Account Settings.  Within the account settings, select the drop down at the top left to choose the account you 

wish to set permissions for.  Submit and then repeat for any additional accounts. 

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. 

Define Non-Rep Wires:  Create new single wire transfers. 

Edit Non-Rep Wires:  Modify/delete single wire transfers. 

Define Rep Wires:  Create wire templates. 

Edit Rep Wires:  Modify/delete wire templates. 

Transmit Wires:  Initiate wire to financial institution for processing. 

Bill Pay:  Access NetTeller Bill Pay module. 

View Rates:  View financial institution’s interest rates if enabled. 

ES:  This option is overridden by the E-Statement tab.  Business Online Banking defaults to the Electronic 

Statement Product.   

Download ARP File:  View/Print reconciliation files. 

Upload ARP:  Send issued items file to Financial Institution. 

Work ARP Items:  Determine to pay or return items that do not match issued items file.  

Transfers:  Move money between accounts. 

Order Checks:  Reorder checks if financial institution has functionality turned on. 
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REPORTING 

 

PRIOR DAY 

Displays balance information, float information and activity totals for previous business day.   

CURRENT DAY 

Displays balance information and activity totals for current business day.  

POSITION 

Displays balance information and transactions that posted to the account on the previous business day.   All 

accounts will display.  

FILE STATUS 

If you are registered for our ARP/Positive Pay services you will see this button on your Online Banking tab.  

Clicking this button brings you to the menu where you have the ability to upload an ARP/Positive Pay file.  Refer 

to the ARP/Positive Pay User Guide for more information about this feature. 
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OPTION MENU 

PERSONAL 

The personal options menu, lets you change your personal and log in information. 

 

MODIFY PERSONAL SETTINGS 

In this screen you can change the email address and phone number linked to your online banking account.  

*Please note that this will only change the online banking account.  This will not change First Hope Bank's record.  Please 

contact your local branch if you must change the email address First Hope Bank has on system.   

You may also click on your security image to select a new one. 

 

MODIFY LOGIN INFORMATION 

Below the Modify Personal Settings box, you have the option to change your login information.  You have the 

ability to change your wire password (if applicable), you user ID name, and your online banking password. 
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ACCOUNT 

The Account tab allows you to "nickname" the accounts within your online banking.  You can choose names that 

will help you better distinguish between accounts.  (ex. Payroll Account, Bill's Personal Checking).  Click submit 

to finalize these changes.  *Please note that changing the account nickname changes the nickname for all users under the 

company ID. 

 

 

DISPLAY 

In the Display tab you change the display options you account defaults to.  Select the settings you wish and hit 

submit.  
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ALERTS 

There are several levels of alerts you can receive regarding your banking.  All alerts are available to be displayed 

when you  log into your online banking, as a text message if you have entered your mobile phone number, or as 

an email. 

 

ALERTS LISTING 

The main page shows any alerts you have already set, if any.  You have the option from this page to select delete 

or edit by selecting the option to the right of each alert.   

 

EVENTS 

The events screen allows you to select alerts for an action that occurs on your accounts.  Select as many as you 

wish by checking off the box for the method(s) you would like to receive your alert(s). Select submit.  If you 

choose Email or Text you will be prompted to enter or confirm this info.  
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BALANCE 

The balance screen allows you to receive alerts based upon a certain balance.  You must set up an alert for each 

account you wish to receive an alert message on.  Enter the account and the balance and then check off the box 

for the method(s) you would like to receive your alert(s). Select submit.  If you choose Email or Text you will be 

prompted to enter or confirm this info. 

 

ITEM 

The item screen allows you to set up an alert to be notified when a check item clears your account.  Enter the 

item number and which account the check was written from.  Check off the box for the method(s) you would 

like to receive your alert(s). Select submit.  If you choose Email or Text you will be prompted to enter or confirm 

this info. 

 

PERSONAL 

The personal alert screen allows you to make your own alert, that will be triggered by a date.  You may enter 

your alert in the alert message line and choose a date.  Check off the box for the method(s) you would like to 

receive your alert(s). Select submit.  If you choose Email you will be prompted to enter or confirm this info. 
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MOBILE SETTINGS 

Mobile settings allows you to enable mobile or text banking based on your preference and phone capabilities.   

 

WEB MOBILE SETTINGS 

Web mobile settings allows you to enable mobile banking so you can use the First Hope Bank app on your smart 

phone.  Enter your phone number and carrier, and then select the accounts you wish to be shown in the app.  

Select submit.   This can also be setup the first time you log into the app on your phone. 
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LOGGING OFF 

TIMEOUT 

After ten minutes of inactivity, a message will appear giving you 60 seconds to choose to continue your session 

or log off.  If after 6 0 seconds you have not chosen either option, you will be automatically logged off.   

 

 

LOG OFF 

When you are done with your Online Banking session, click the log off button the at top right-hand corner of the 

screen. 

 




