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Business Advantage User Guide 
Business Advantage makes it easy to manage your business finances in one place. From viewing account 
balances to sending payments and wires, this guide will help you get the most out of your online banking 
experience. 
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Getting Started 
Logging In 
You can access Business Advantage through the Affinity website or mobile app. 

1. Enter your User ID and Password  
2. Click Log In  

 
If you forget your login information, you can select Forgot User ID or Forgot Password to reset your credentials. 

 
First-Time Login 
When logging in for the first time, you will be asked to: 

1. Review and accept the terms and conditions  
2. Create a new password  
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Account Summary 
The Account Summary page is your main dashboard. From here you can: 

• View balances across your accounts  
• Review recent activity  
• Initiate quick transfers  
• Access other services through the main menu  

 
You can return to this page anytime by clicking the Affinity logo at the top of the screen. 
 

 
 
 

 

 

 

 

 
 

Profile & Account Settings 
Click your business name in the upper-right corner to manage profile settings and notifications. 
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Business Contact Information 
View or update your business contact information, including: 

• Business phone number  
• Business email address  
• Mailing address  

 
If you need to update your physical address, you will need to submit a request in secure forms. 

 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

 

User Contact Information 
Update your personal contact information used for login authentication. Changes made here apply only to 
your business profile. If you also have personal accounts with Affinity, please update your contact information 
in Affinity Online. 
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Password 
You can update your password anytime within the Password section. 

 
 
 
 
 
 
 
 
 
 
 
 
 

 

User ID 
You may change your User ID if needed. 

 
 
 
 
 
 
 
 
 
 
 
 
 

Stopped Numbers 
This section displays any phone numbers that are blocked from receiving authentication codes. 
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WebConnect 
WebConnect allows you to download account activity for use with financial software such as QuickBooks® or 
Quicken®. 
 

You can export transactions from your accounts and upload them into your accounting system to help keep 
your financial records up to date. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Notifications & Alerts 
Business Advantage allows you to set up alerts to stay informed about important account activity. 
 

Advanced Alerts 
The first time you access Advanced Alerts, you will review and accept the alert terms and conditions. 
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Once accepted, three required alerts will automatically be enabled to help notify you of key activity and 
security events, including: 

• When you update a phone number 
• When the online banking email address is changed 
• When the online banking password is changed 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

Notification Options 
Alerts can be delivered by: 

• Text message  
• Email  
• Phone call  

 
You can also: 

• Update your contact details  
• Adjust your time zone  
• Set quiet hours when 

notifications will not be sent. 
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To enable an alert: 
1. Turn the toggle switch on  
2. Enter any required details (such as a dollar amount) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Security & Access 
Business Advantage includes several tools to help you manage how your account is accessed. 

 
Authorized Devices 
You can view and manage devices that are approved to access your account. 

 
If you use the mobile app, this is also where you can enable biometric login (fingerprint or facial recognition). 
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Authorized Apps 
You can view and manage third-party apps that have permission to connect to your account. 
 
If you no longer want an app to have access, you can remove it here. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Authorized Users 
You can manage who has access to online banking. From the Users section, you can: 

• Add new users  
• Update permissions  
• Remove users 
• Reset a user’s password if needed 

 
 

Accepted Disclosures 
You can view disclosures you previously reviewed and accepted within Business Advantage. 
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Delete an Account 
If you need to close or remove an account from online banking, this section provides information on 
how to contact Affinity for assistance. 

 
 
 
 
 
 
 
 
 

 
 
 

Fast Balances 
Fast Balances lets you quickly view account balances in the mobile app without fully logging in. 
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Secure Messages 
View secure messages related to your account or service requests. 

 
 
 
 
 
 
 

 
 

Secure Forms 
Submit requests securely to Affinity, including: 

• Address changes  
• Debit card requests  
• Online service requests  
• ACH requests 
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Transfers 
Make a Transfer 
Transfer funds between accounts or schedule transfers for a future date. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

Transfer Templates 
Create templates for transfers you perform frequently so you can reuse saved account details, limits, and 
approval settings. 
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Transfer Activity 
View scheduled, completed, rejected, or canceled transfers. 

 
 
 
 
 
 
 

 

Transfer Accounts 
Add other eligible Affinity accounts so you can transfer funds between them. 

 

ACH & Bill Pay 
ACH Payments 
ACH payments allow businesses to send or collect electronic payments. 
 

ACH Participants 
The ACH Participants section allows you to manage the businesses or individuals involved in your ACH 
payments. 
 
Here you can view or maintain information for the parties associated with your ACH transactions, such as the 
originator, receiving institution, or recipient. 
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Block or Restrict Users 
Business Advantage allows you to manage which users are able to create or process ACH 
transactions. User permissions can be updated to control who can submit ACH payments or 
collections. 

 
 
 
 
 
 
 
 
 
 
 
 
 

 

ACH Templates 
Create templates for recurring ACH payments. 
 

 
 
 
 
 
 
 
 
 

 
 

One-Time ACH Payments 
Send a single ACH payment or collection. 
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ACH Activity 
View pending or scheduled ACH transactions. 

 
ACH History 
Review previously submitted ACH transactions. 
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ACH Batch Import 
If your business submits multiple ACH transactions at once, you can use ACH Batch Import to upload a file for 
processing. Files must be 500 KB or smaller. 
 
This option is helpful for batch payments, such as payroll or vendor payments. 

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

ACH Batch Import File 
Use Import File to upload ACH participant or transaction files. Business Advantage supports both NACHA and 
non-NACHA file formats. 
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Bill Pay 
If Bill Pay is enabled for your account, you can manage vendor payments online. If you do not see Bill Pay, 
contact Affinity to have the feature enabled.  
 
You can: 

• Add vendors  
• Upload bills  
• Schedule payments  
• Track payment activity 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Check Scanner 
If your business uses Remote Deposit Capture, you can access the check scanner from this section. 
 

Wires 
Wire Beneficiaries 
Add and manage recipients for wire transfers. 
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Submit a Wire 
Send a new wire transfer after adding a beneficiary. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Wire Status & Approvals 
Track pending approvals and the status of submitted wires. 
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Zelle® for Business 
New for Business Advantage, Zelle allows businesses to send and receive payments with other enrolled users in 
minutes1. 

 
To enroll: 

• Select your phone number or email  
• Follow the prompts to complete enrollment 

 
 

 
 

1. To send or receive money with Zelle®, both parties must have an eligible checking or savings account. Transactions between enrolled 
users typically occur in minutes. Payment requests can only be sent to enrolled Zelle® users. 
 
Zelle® and the Zelle® related marks are wholly owned by Early Warning Services, LLC and are used herein under license. 

 

Questions? 
If you have any questions, please contact your Affinity Business Banker or schedule a Business Services 
appointment at a time that is convenient for you.  
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https://www.affinityfcu.com/business-banking/business-development-professionals/
https://1source.my.site.com/memberportal/s/flow/Inbound_New_Guest_Appointment_Affinity
https://1source.my.site.com/memberportal/s/flow/Inbound_New_Guest_Appointment_Affinity
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