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Overview 

The Loan  service provides the ability to review loan reports, history, 
activity, and initiate and transmit payments and advances on 
loans/notes. 

The Summary Report provides summary and detailed information on 
the note(s) for a selected loan. 

The Activity Report provides all transaction activity (including 
transactions initiated within Business Internet Banking and those 
initiated outside of Business Internet Banking (for example, teller 
window or mailed-in payment) for a selected note. 

The History Report provides a selected note's transaction history for 
transactions initiated within Business Internet Banking. 

Note:   Not all loans support loan payments and advances. Use 
Customer Support/Contact Us  to send a memo for more information 
about a particular loan. 

   
 



Payment 

Use Loan  Payment to make a payment on a selected note. 

Note:  How payments are applied to the loan is dependent upon your 
loan setup. Please contact your financial organization for more 
information. 

To make a loan payment: 

1. Select Payment Request  under Loan  on the navigation bar. 

The Loan Payment - Loan Account Selection page will display. 

Loan Payment – Loan Account Selection Page 

 
2. Select a Loan account . 

Note:   The account information can be sorted. Click the desired 
field name in the table header. An icon will represent the selected 
field. 

3. To narrow the search to a specific Note ID for the selected loan 
account, enter the Specific Note ID . 

4. Click Continue . 

The Loan Payment - Note Selection page will display. 



Loan Payment – Note Selection Page 

 
Notes:  
·  To view the details for a note or commitment, click the Note ID or 

Commitment ID  (if available). 
·  The note information can be sorted. Click the desired field name in 

the table header. An icon will represent the selected field. 
·  If more than 10 notes are associated with the selected loan 

account, use the navigation links at the bottom of the table to scroll 
through the pages. Enter a page number in the Go to Page  field 
and click Go to navigate to a specific page. 

·  To select a different loan account, click the Loan Account 
Selection  link. 

 

5. Select the radio button associated with the note for which you want 
to make a payment. 

6. Click Continue . 

The Loan Payment - Request page will display. 

Loan Payment - Request Page 

 



Notes:  
·  To view the details for the note, click the Note ID link. 
·  To select a different note, click the Note Selection  link. 

 

7. Click the Pay from drop-down arrow and select a funding account 
for the payment. 

The selected account's available balance will display. 

8. Enter the Payment amount . 

9. If your loan is set up to allow principal-only payments, click the 
Principal-only payment checkbox if the payment is a principal-
only payment. 

10. Click Continue . 

The Loan Payment - Request Verification page will display. 

Loan Payment – Request Verification Page 

 
Notes:  
·  To view the details for the note, click the Note ID link. 
·  To edit the payment information, click the Edit payment 

information  link. 
·  To cancel the payment request, click Cancel . 

 

11. Review the payment information. 

12. Click Submit  request  to place the payment into the transmit queue 
or click Pay now to transmit the payment. 

The Loan Payment - Request Confirmation page will display.  The 
loan payment has either been added to the transmit queue or 
transmitted. 



Loan Payment – Request Confirmation Page 

 
Notes:  
·  To transmit payments (if entitled), click the Loan Payment and 

Advance Transmit link. 
·  To make additional payments, click the Loan Account Selection 

link. 
 

 

 

 



Advance 

Use Loan  Advance to take an advance on a selected note. 

To enter an advance: 

1. Select Advance Request  under Loan  on the navigation bar. 

The Loan Advance - Loan Account Selection page will display. 

Loan Advance – Loan Account Selection Page 

 
2. Select a Loan account . 

Note:   The account information can be sorted. Click the desired 
field name in the table header. An icon will represent the selected 
field. 

3. To narrow the search to a specific Note ID for the selected loan 
account, enter the Specific Note ID . 

4. Click Continue . 

The Loan Advance - Note Selection page will display. 

Loan Advance  – Note Selection Page 

 
Notes:  
·  To view the details for a note, click the Note ID or Commitment ID  

(if available). 
·  The note information can be sorted. Click the desired field name in 

the table header. An icon will represent the selected field. 



·  If more than 10 notes are associated with the selected loan 
account, use the navigation links at the bottom of the table to scroll 
through the pages. Enter a page number in the Go to Page  field 
and click Go to navigate to a specific page. 

·  To select a different loan account, click the Loan Account 
Selection  link. 
 

5. Select the radio button associated with the note from which you 
want to take an advance. 

6. Click Continue . 

The Loan Advance - Request page will display. 

Loan Advance - Request Page 

 
Notes:  
·  To view the details for the note, click the Note ID or Commitment 

ID link. 
·  To select a different note, click the Note Selection  link. 

 

7. Enter the Advance amount .. 

8. Click the Advance to drop-down arrow and select a destination 
account for the advance. 

The selected account's current account balance will display. 

9. Click Continue . 

The Loan Advance - Request Verification page will display. 



Loan Advance – Request Verification Page 

 
Notes:  
·  To view the details for the note, click the Note ID or Commitment 

ID link. 
·  To edit the advance information, click the Edit advance 

information  link. 
·  To cancel the advance request, click Cancel . 

 

10. Review the advance information. 

11. Click Submit request to place the advance into the transmit queue 
or click Take advance now  to transmit the advance. 

The Loan Advance - Request Confirmation page will display.  The 
loan advance has either been added to the transmit queue or 
transmitted. 

Loan Advance – Request Confirmation Page 

 



Notes:  
·  To transmit advances (if entitled), click the Loan Payment and 

Advance Transmit link. 
·  To request additional advances, click the Loan Account Selection 

link. 

 



Transmit 

Use Loan Transmit  to transmit or delete loan payments and advances.  

To access the Loan Payment & Advance Transmit page: 

·  Select Transmit  under Loan  on the navigation bar. 

The Loan Payment & Advance Transmit – Selection page will 
display. 

Loan Payment & Advance Transmit – Selection Page 

 
Note:  To view up-to-date details of a note or commitment, click the 
Note ID or Commitment ID link.  

 
Transmitting Payments/Advances 
To transmit payment and advance requests: 

1. From the Loan Payment & Advance Transmit – Selection page, 
select the radio button(s) associated with the payment(s) and/or 
advance(s) you would like to transmit.   

Note:   Use the Select all  and Deselect all  links to select or de-
select all payments and/or all advances. 

2. Click Continue .  

The Loan Payment & Advance Transmit - Verification page will 
display. 



Loan Payment & Advance Transmit – Verification Page  

 
Notes:  
·  To view up-to-date details of the note or commitment, click the 

Note ID or Commitment ID link. 
·  To change your selections, click the Change selections  link. 

 

3. Review the selected requests.   

4. Click Transmit now .  

The Loan Payment & Advance Transmit - Confirmation page will 
display. 

Loan Payment & Advance Transmit – Confirmation Page  

 
Notes:  
·  To process additional requests, click the Loan Payment & 

Advance Transmit link. 
·  To make a new payment request, click the Loan Payment link. 
·  To make a new advance request, click the Loan Advance  link. 

 



Deleting Payments/Advances 
To delete payment and advance requests: 

1. From the Loan Payment & Advance Transmit – Selection page, 
select the radio button(s) associated with the payment(s) and/or 
advance(s) you would like to delete.   

Note:   Use the Select all  and Deselect all  links to select or de-
select all payments and/or all advances. 

2. Click Delete .  

The Loan Payment & Advance Transmit - Verification page will 
display. 

Loan Payment & Advance Transmit – Verification Page  

 
3. Review the selected requests. 

4. Click Delete now .  

The Loan Payment & Advance Transmit - Confirmation page will 
display. 

Loan Payment & Advance Transmit – Confirmation Page  

 



Notes:  
·  To process additional requests, click the Loan Payment & 

Advance Transmit link. 
·  To make a new payment request, click the Loan Payment link. 
·  To make a new advance request, click the Loan Advance  link. 

 

 

 



Summary Report 

Use the Summary Report  to view summary and detailed information on 
the note(s) for a selected loan. 

To access the summary report: 

1. Select Summary Report  under Loan  on the navigation bar. 

The Loan Summary Report Criteria page will display. 

Loan Summary Report Criteria Page 

 
2. Select a Loan  account . 

Note:   The account information can be sorted. Click the desired 
field name in the table header. An icon will represent the selected 
field. 

3. Select the Commitments  or Notes radio button. 

If reporting on commitments, a specific Commitment ID may be 
specified. If not specified, all commitments associated with the 
selected loan account will display on the report. 

If reporting on notes, a specific Note ID may be specified. If not 
specified, all notes associated with the selected loan account will 
display on the report. A Specific Issued Date  for the note may also 
be specified. To include paid notes that have been closed for over a 
year, click the Include paid notes closed longer than one year 
checkbox. 

4. Click Generate report . 

The Loan Summary Report - Commitments or Loan Summary 
Report - Notes page will display. 



Loan Summary Report - Commitments Page 

 

Loan Summary Report - Notes Page 

 

Notes:  
·  The account information can be sorted. Click the desired field name 

in the table header. An icon will represent the selected field. 
·  To view more detailed information, click the Note ID or 

Commitment ID  link. 
·  To change the report criteria, click the Loan Summary Report 

Criteria link. 

Loan Summary Report Field Descriptions  

Field Description 

Header Information 

Report created The date and time that the report was generated (in Eastern time zone). 

Current as of The date and time of the report data (in Eastern time zone). 

Loan ABA The loan account ABA number. 

Loan account The loan account number. 

Loan description The loan description. 

Note ID The note number(s) included in the report. 

Report Information 

Commitment ID The commitment number. 

Commitment Description The commitment description. 



Revolving Indicator An indication whether the commitment supports advances. 

Available Balance The amount of the commitment balance that can be borrowed against. 

Current Balance The current approved amount/original balance of the commitment. 

Renewal Date The date the commitment was issued. 

Note ID The note number. 

Issued The date the note was issued. 

Maturity  The date the note matures. 

Interest Rate The note’s current interest rate. 

Original Balance The original principal balance of the note. 

Current Balance The unpaid principal balance on the note. 

Commitment ID The commitment number associated with the note (if applicable). 



Activity Report 

Use the Activity Report to view all transaction activity (including 
transactions initiated within Business Internet Banking and those 
initiated outside of Business Internet Banking (for example, teller 
window or mailed-in payment)) for a selected note.  

To access the activity report: 

1. Select Activity Report  under Loan  on the navigation bar. 

The Loan Activity Report – Loan Account Selection page will 
display. 

Loan Activity Report – Loan Account Selection Page 

 
2. Select a Loan  account . 

Note:   The account information can be sorted. Click the desired 
field name in the table header. An icon will represent the selected 
field. 

3. To report on a specific note associated with the loan account, enter 
the Specific Note ID . 

4. If a specific note has been specified, use a transaction date range 
option to limit the size of the report. 

5. Click Continue . 

The Loan Activity Report - Note Selection page will display. 

 



Loan Activity Report – Note Selection Page 

 
Notes:  
·  To view the details for a selected note, click the Note ID. 
·  The note information can be sorted. Click the desired field name in 

the table header. An icon will represent the selected field. 
·  If more than 10 notes are associated with the selected loan 

account, use the navigation links at the bottom of the table to scroll 
through the pages. Enter a page number in the Go to Page  field 
and click Go to navigate to a specific page. 

·  To select a different loan account, click the Loan Account 
Selection  link. 
 

6. Select the radio button associated with the note for which you 
would like to view all transaction activity. 

7. Select a transaction date range. 

8. Click Generate report . 

The Loan Activity Report page will display. 

Loan Activity Report Page 

 



Notes:  
·  To view the details for the note, click the Note ID link. 
·  The transaction information can be sorted. Click the desired field 

name in the table header. An icon will represent the selected field. 
·  To view a breakdown of the Other charges, click the Other 

Charges  link. 
·  To change the report criteria, click the Note Selection link. 

Loan Activity Report Field Descriptions  

Field Description 

Header Information 

Report created The date and time that the report was generated (in Eastern time zone). 

Current as of The date and time of the report data (in Eastern time zone). 

Loan ABA The loan account ABA number. 

Loan account The loan account number. 

Loan description The loan description. 

Note ID The note number(s) included in the report. 

Transaction date range The date range of activity included in the report. 

Report Information 

Transaction Type The transaction type: payment or advance. 

Transaction Effective Date The date the transaction was applied against the account balance. 

Amount The amount of the transaction. 

Allowed to Principal The amount of the transaction allocated to the principal. 

Allocated to Interest The amount of the transaction allocated to interest. 

Other Charges The amount of the transaction allocated to all other fees and charges. 

Current Balance The unpaid principal balance of the note. 

 



History Report 

Use the History Report to view a selected note's transaction history for 
transactions initiated within Business Internet Banking. 

Note:   Transaction history is available for up to 45 days. 

To access the history report: 

1. Select History Report  under Loan  on the navigation bar. 

The Loan History Report – Loan Account Selection page will 
display. 

Loan History Report – Loan Account Selection Page 

 
2. Select a Loan  account . 

Note:   The account information can be sorted. Click the desired 
field name in the table header. An icon will represent the selected 
field. 

3. To report on a specific note associated with the loan account, enter 
the Specific Note ID . 

4. If a specific note has been specified, use a transaction date range 
option to limit the size of the report. 

5. Click Continue . 

The Loan History Report - Note Selection page will display. 

 



Loan History Report – Note Selection Page 

 
Notes:  
·  To view the details for a selected note, click the Note ID. 
·  The note information can be sorted. Click the desired field name in 

the table header. An icon will represent the selected field. 
·  If more than 10 notes are associated with the selected loan 

account, use the navigation links at the bottom of the table to scroll 
through the pages. Enter a page number in the Go to Page  field 
and click Go to navigate to a specific page. 

·  To select a different loan account, click the Loan Account 
Selection  link. 
 

6. Select the radio button associated with the note for which you 
would like to view transaction activity. 

7. Select a transaction date range. 

8. Click Generate report . 

The Loan History Report page will display. 



Loan History Report Page 

 
Notes:  
·  To view the details for the note, click the Note ID link. 
·  The transaction information can be sorted. Click the desired field 

name in the table header. An icon will represent the selected field. 
·  To view a confirmation of the transaction, click the transaction 

Amount . 
·  To change the report criteria, click the Note Selection link. 

Loan Activity Report Field Descriptions  

Field Description 

Header Information 

Report created The date and time that the report was generated (in Eastern time zone). 

Current as of The date and time of the report data (in Eastern time zone). 

Loan ABA The loan account ABA number. 

Loan account The loan account number. 

Loan description The loan description. 

Note ID The note number(s) included in the report. 

Transaction date range The date range of activity included in the report. 

Report Information 

Transaction Type The transaction type: payment or advance. 

Amount The amount of the transaction. 

Transmitted The date the transaction was sent to the financial organization. 

Transmitted By The user ID of the person who transmitted the transaction. 

Confirmation The number assigned to the transaction for tracking purposes. 

 


