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1. Accessing Transfers 
a. Log in to Digital Banking. 
b. Select the “Transfers” tab in the upper left corner. 
c. Select “Make a Transfer”. 

 
2. Make a Transfer: Immediate (One Time) 

a. Select the desired account from the “From” dropdown. 
b. Select the desired account from the “To” dropdown. 
c. Enter the amount in the “Amount” field. 
d. Select the “Immediate (One Time)” option from the “Schedule” dropdown. 
e. Enter a description of the transfer in the “Description” field. (Optional) 
f. Select the “Continue” button. 
g. Review the transfer details. 
h. Select the “Edit Transfer” link to change the details for the transfer, if applicable. 
i.  Select the “Transfer” button. 
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3. Make a Transfer: Future (One Time) 

a. Select the desired account from the “From” dropdown. 
b. Select the desired account from the “To” dropdown. 
c. Enter the amount in the “Amount” field. 
d. Select the “Future (One Time)” option from the “Schedule” dropdown. 
e. Select the “Calendar” icon and select the date from the calendar. 
f. Enter a description of the transfer in the “Description” field. (Optional) 
g. Select the “Continue” button. 
h. Review the transfer details. 
i. Select the “Edit Transfer” link to change the details for the transfer, if applicable. 
j. Select the “Transfer” button. 
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4. Make a Transfer: Recurring 
a. Select the desired account from the “From” dropdown. 
b. Select the desired account from the “To” dropdown. 
c. Enter the amount in the “Amount” field. 
d. Select the “Recurring” option from the “Schedule” dropdown. 
e. Select the “Frequency” dropdown, then select the frequency. 
f. Select the “Start Date” calendar icon and select the date from the calendar. 
g. Select the “Duration” dropdown and select the end date from the list. 

i. No end date 
ii. End by a specific date 

• Select the “End Date” calendar and select the date from the 
calendar. 

iii. End after a specified number of transfers 
• Enter the number of transfers in the “Number of Transfers” field. 

h. Enter a description of the transfer in the “Description” field. (Optional) 
i. Select the “Continue” button. 
j. Review the transfer details. 
k. Select the “Edit Transfer” link to change the details for the transfer, if applicable. 
l. Select the “Transfer” button. 
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5: Accessing Transfer Activity 
a. Select the “Transfers” tab. 
b. Select “Transfer Activity”. 

 
 
6. Transfer Activity: Scheduled Transfers 

a. Select the “Arrow” next to the transfer to expand the transfer detail. 
b. Review the transfer details. 
c. Select the “Edit Transfer” link to edit the transfer. 
d.   Select the “Cancel Transfer” link to cancel the transfer. 
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7. Transfer Activity: Transfer History 

a. Select the “History” tab. 
b. Displays all the transfers that have been processed for the user since they have 

been enrolled for banking services in Create or Configure Digital. 
c. The list will never be purged. 
d. The “Status” column shows Succeeded, Failed, and Canceled statuses. 
e. Select the “Arrow” next to the transfer to see the transfer detail. 
f. Transfers are also visible in the “Account Summary History” when the transfer is 

complete. 
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