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YOUR BANK AND YOU

Internet Banking Module  
Instructors Manual

The key to successfully presenting this module will be determined by your preparation.  This lesson can be presented in numerous ways depending on the equipment available to you.  The ideal scenario would be a classroom where each student can log onto a computer and have a hands on experience as you guide them through a lesson on Internet banking.  In this ideal scenario, the students would be able watch you maneuver a bank site, while your computer is connected to a multimedia projector that projects the web page up on a screen for the whole class to see.  Contact the school before hand to inquire about computer, multimedia and overhead projector availability.  While talking to the school discuss how you would like to teach this lesson and ensure that this will not conflict with the schools Internet policy.

The lesson can be taught with a computer/multimedia projector, overhead projector or with a good old fashion handout.  If possible arrange for a classroom full of computers so that you can guide the students through your web site.  If an Internet connection is not possible, you can project the static screens with the use of a multimedia projector and walk them through the Internet Module overheads and handouts.  If you do not have a multimedia projector available, you can reproduce the information and project the web pages with the aid of an overhead projector.  If an overhead projector is not available, then you can print copies of the web page.

The majority of this lesson will be showing web pages and then giving a brief explanation about the page, how it works and the convenience that it provides.  If your bank provides Internet banking use your own site as you will be more familiar and comfortable with a site that you know.  If your bank doesn't provide Internet banking, log onto www.sbsu.com and become familiar with the site.  This web address will access State Bank of Southern Utah's web page.  In the upper right hand corner you can test-drive the personal and business web pages and become familiar with its layout.  

In the past one hundred years technology has changed the way that we communicate.  One hundred years ago if someone said that they had just spoken to someone you knew that they had physically been in that person's presence.  Today that could mean telephone, cell phone, email, etc.  With Internet banking, customers can now accomplish much of their banking without physically coming into the branch. 

Internet banking allows customer to accomplish many of their banking needs day or night from the privacy of their home or the convenience of virtually any computer around the world.

Internet Module - Overheads & Handout List 

Exhibit   #1 - Web Page

Exhibit   #2 - Selecting the Account

Exhibit   #3 - View Account History

Exhibit   #4 - View & Print Checks

Exhibit   #5 - Change of Address

Exhibit   #6 - Personalizing or Renaming Accounts

Exhibit   #7 - Reordering Checks

Exhibit   #8 - Balance Reminders

Exhibit   #9 - Stop Payment Form

Exhibit #10 - Submitting Stop Payment Form

Exhibit #11 - Transfer Funds

Exhibit #12 - Frequency of Transfers

Exhibit #13 - Selecting Payee

Exhibit #14 - Adding Names to Bill Pay

Exhibit #15 - Selecting Frequency of Payment

Exhibit #16 - View Bills Submitted for Payment

Exhibit #17 - Purchasing Savings Bonds Online

Exhibit #18 - Payroll on the Internet

Exhibit #19 - Entering Payroll Amounts

Exhibit #20 - Submitting Payroll

Exhibit #21 - Cash Management Functions

Exhibit #22 - Paying Taxes Online

Exhibit #23 - Entering Wire Transfers

Exhibit #24 - Submitting Wire Transfers

Exhibit #25 - Submitting ACH Payments

Exhibit   #1 - Web Page - The main web page or the home page is the map of the web site.  In order to access the private banking information on the site you will need to enter the appropriate password.  Generally this is a person social security number, personal identification number and a password.  Upon entering the correct information you will be allowed access to only those account associated with this password.

Exhibit   #2 - Selecting the Account - After entering the correct password the user will be shown a list of accounts to choose from. 

Exhibit   #3 - View Account History - After selecting an account the information relating to that particular account is shown on the screen.  You will be able to view the deposits and withdrawals that have occurred with that particular account.  The withdrawals may take place in the form of a check, ATM transaction, Bill Pay, telephone transfer, ACH, etc.  The deposits may occur in the form of a regular deposit, direct deposit, ATM deposit, tax refund, etc.

Exhibit   #4 - View & Print Checks - If you forget to write down a check in your register with Internet banking you don't have to wait for the bank to return the check to see who you wrote the check to.  You simply click on the check and up comes an electronic image of the front and the back of the check.  If you need proof that you paid a bill you can simply print an image of the check.  

Exhibit   #5 - Change of Address - When you move, with the click of the mouse you can enter and correct your address with the bank.

Exhibit   #6 - Personalizing or Renaming Accounts - If you have more than one checking or savings account, it can be difficult to remember what account is what.  With the personalization feature or the ability to rename or nickname an accounts the confusion disappears.  On the account balance screen you simply click on the nickname button and enter an easily identifiable description to help you remember the purpose of the account.

Exhibit   #7 - Reordering Checks - When you start running low on checks instead of adding one more errand to your hectic life you select the account that you would like to re-order checks for and submit your request to the bank.  In a short period the checks are printed and mailed to you.

Exhibit   #8 - Balance Reminders - Select the Q-Cards button and enter the dollar amount to trigger an email reminder. If you entered $50 in that field than whenever your account balance reached $50 or less a warning email would be sent to the computer address of your choice to notify you.  This can assisted in preventing overdraft or bounced checks.  It can be a reminder to transfer money from savings or to make a deposit.  If you have large amounts in your account it would assist you to remember to transfer the funds to a higher yielding account.

Exhibit   #9 - Stop Payment Form - If a check is lost or stolen, fill out this form to protect your account.

Exhibit #10 - Submitting Stop Payment Form - Upon completing the information send it to the bank to protect your account from fraudulent charges.

Exhibit #11 - Transfer Funds - When you select the transfer button a list of accounts appear from which you can select to transfer money to and from.  Upon selecting the account to transfer from and the account that you would like to transfer to you must select the date, amount and frequency of the transfer.  After completing this selection you submit the transfer to the bank and the money is moved.  A safeguard is present that only allows funds to be transferred between the  accounts that you own.  Exceptions can be made for appropriate individuals.

Exhibit #12 - Frequency of Transfer - This feature allows you to choose the frequency of the transfer.  Account may be set up to with reoccurring transfers to fund, education, Christmas, taxes etc.

Exhibit #13 - Selecting Payee - You can pay most of you bills from home through a new feature called Bill pay.  You select the name of the company that you owe money and click the submit button.  The money is transferred from your account and the bill is paid.  

Exhibit #14 - Adding Names to Bill Pay - If a company is not listed on the Bill Pay list simply enter the name, address and amount of payment and submit your request to the bank.  The new name will be added to the list.

Exhibit #15 - Selecting Frequency of Payment - If the bill that you need to pay is a reoccurring bill you can select the appropriate choice and schedule future payments.

Exhibit #16 - View Bills Submitted for Payment - After submitting a bill for payment you can view the bills that are scheduled to be paid and still cancel them if necessary.

Exhibit #17 - Purchasing Savings Bonds Online - If you want to plan for you future and purchase savings bonds this can be done Online.

Exhibit #18 - Payroll on the Internet - All of one business payroll can be done from your computer.  Payments can be made to any of your employee's account regardless of where they bank.  You just need to know the name on the account, the account number and the banks route and transit number.

Exhibit #19 - Entering Payroll Amounts - Payroll becomes a matter of just entering the amount of the check into the computer field.

Exhibit #20 - Submitting Payroll - Once the amounts are entered the payroll is sent to the employees different banks by entering the submit button.

Exhibit #21 - Cash Management Functions - List numerous different functions available to the bank customer at the click of a button.

Exhibit #22 - Paying Taxes Online - Most business are required to pay quarterly taxes.  To help simplify this the customer may submit his payment electronically with the click of a button.

Exhibit #23 - Entering Wire Transfers - Another convenience is the ability to send and receive wires.  Wiring money occurs when money is sent from one bank electronically to another bank.  Most consumers are familiar with wire transfers done by Western Union.

Exhibit #24 - Submitting Wire Transfers - Once the appropriate information is enter and verified the information is submitted to the bank.

Exhibit #25 - Submitting ACH Payments - Payments may be made directly from your account to another business account.  This is service is only available to customers who have a proven track record.

If time permit discuss the following information as it relates to your web site:

Credit Card balances and payment

Stock Quotes

Currency Converters

Financial Calculations

Branch Locations

Hours

ATM Locations

Services and products offered by the bank 
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