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MY PROFILE 
My Profile allows you to change your Email, Address, and User ID.  You can also update your 
phone number, security information and view User activity. The My Profile link is located on the 
home page User ID menu dropdown. 

 

 

 

 

 

Click on the appropriate option to update Email, Address, User ID, Phone Number or review 
specific User Login Activity.  
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MY PROFILE – UPDATE EMAIL ADDRESS 
 

• Click on change email address from the My Profile menu. Your current email address will 
display. 

• Enter new email address and confirm new email address. 
• Click the update button. 

 
 

 
 
 
 
For security purposes, you will then receive the Identity Verification screen and choose to 
receive either a text or a call to verify your identity. 
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Once you have verified your identity, you will receive a confirmation message that your email 
address has been updated. 
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MY PROFILE – UPDATE ADDRESS 
 

• Click on change address from the My Profile menu.  Your current address will display. 
• Enter new address. 
• Click the update button. 

 

 
 
 
For security purposes, you will then receive the Identity Verification screen and choose to 
receive either a text or a call to verify your identity. 
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Once you have verified your identity, you will receive a confirmation message that your email 
address has been updated. 
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MY PROFILE – UPDATE PHONE NUMBER 
 

• Click on update phone number from the My Profile menu.  Your current phone numbers 
will display. 

• Add or Edit phone numbers. 
• Click the update button. 

 

 
 
For security purposes, you will then receive the Identity Verification screen and choose to 
receive either a text or a call to verify your identity. 
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Once you have verified your identity, you will receive a confirmation message that your phone 
number has been updated. 
 

 
 
 

 

MY PROFILE – CHANGE USER ID 
 

• Click on change User ID in the My Profile menu.  Your current User ID will display. 
• Enter New User ID and Confirm User ID. 
• Click the update button.  
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You will receive a confirmation message that your User ID has been changed. 
 

 
 

MY PROFILE – CHANGE PASSWORD 
 

• Click on Change Password My Profile menu. 
• Enter your current password. 
• Enter new password and confirm new password. 
• Click the update button. 

 

 
 
You will receive a confirmation message that your Password has been changed. 
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MY PROFILE – CHANGE SECURITY INFORMATION 
 

• Click on Change Security Information My Profile menu. 
• Choose your security questions. 
• Enter new answers. 
• Click the update button. 

 

 

 

After clicking the update button, you will be directed to the Review Questions and Secret 
Answers page. 
 
You can either Edit your answers or Submit. 
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To protect your account, you will be asked to re-enter your password. 
 
You will receive a confirmation message that your security questions have been changed. 
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MY PROFILE – USER ACTIVITY 
 
Click on User Activity from the My Profile menu. 
 
The user activity report will allow you to keep track of any activity on your profile. 
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SERVICE CENTER 
 

The service center allows you to place stop payments, add alerts, process ATM and Debit card 
requests, and edit your profile and security information.  The Service Center link is located on 
the home page User ID menu dropdown. 
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SERVICE - ALERTS 
Alerts allow you to Create, Change or View Alert activity.   
 

Creating an Alert-    
• Click on create an alert from the menu box.  
• Click on the appropriate radio button. 
• Click Add Subscription.   

 

 
Enter required information on add notification subscription page and click submit. 
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You will receive an acknowledgement at the top of the page stating your notification was 
created successfully. 

 

 
 

SERVICE CENTER – MY ALERTS 
Change or View an Alert    
Active alerts will be displayed. 

 

Edit the current alerts by selecting the pencil icon located on the right side of the 
screen. Enter required information and click update. 
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You will receive an acknowledgement at the top of the page stating your notification was 
created successfully. 

 

 

Delete current alerts by selecting the trash basket icon on the right side of the screen. 
 

 
SERVICE CENTER – SECURE FORMS  
 
Provides the ability to notify UniBank of travel plans or replace ATM/debit card. * 
*Please Note: Municipal customers must contact their Relationship Manager or Municipal Support 
Team for a new Debit Card application.  
 

 
 

Replace ATM/Debit Card 
*Please Note: Municipal customers must contact their Relationship Manager or Municipal Support 
Team for a replacement Debit Card. 
 
Debit/ATM Card Application 
*Please Note: Municipal customers must contact their Relationship Manager or Municipal Support 
Team to apply for a Debit Card. 
 
Travel Plans 
Click on travel Notification in the menu. Enter required information and hit submit.  

https://secure.myvirtualbranch.com/UniBank/4f36c41f-4fd8-4825-8215-7973b2b95126.aspx?ENCDATA=6EfaTGdR6yD28QyBLAgYMRyuBPD73%2f7ie%2b8JzDXDh54%3d
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SERVICE CENTER – eSTATEMENTS 
To enroll in eStatements select View eDocuments.   A new window will open to the Account 
eStatement Enrollment page.  Follow prompts to complete enrollment. 
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SERVICE CENTER – MANAGE ACCOUNT NICKNAMES 
 

To adjust account Nicknames, click on Manage Account Nicknames from the Service Center 
Menu.  
Choose account and enter nickname in the appropriate box.   
Click on Save.    
 

 

 

You will receive an acknowledgement at the top of the page stating your delivery preferences 
was updated successfully. 

 

 

 

SERVICE CENTER – STOP PAYMENT/STOP PAYMENT HISTORY 
 

Stop Payment on a Check:  
• Click on Stop Payment link located in the Service Center menu.  
• Fill out the necessary fields.  
• Click on Submit to verify Stop Payment details.  
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You will receive an acknowledgement at the top of the page stating your stop payment was 
created successfully.  You will also have the ability to print the stop payment confirmation 
screen. 
 

 

 

Click on Continue to proceed.  
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SERVICE CENTER – STOP PAYMENT HISTORY 
 

Click on Stop Payment History link located in the Service Center menu and your stop payment 
history will be displayed.  To print History, click on the “Print” link at the top right of the banner. 
 

 
 

 
 

SERVICE CENTER – QUICKEN AND QUICKBOOKS 
 
Quicken/QuickBooks  
We are happy to provide you with two options to assist you in downloading your account data 
to your Quicken® program. UniBank has the following connection options for your Quicken 
software: 
 
Quicken®/QuickBooks® Web Connect and Quicken®/QuickBooks® Direct Connect  
 

Select Quicken/QuickBooks from the Service Center menu. 
 
Complete self- enrollment by selecting software type and clicking Enroll.   
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You will receive a confirmation that you are now authorized to access your accounts with the 
software. 

 
 

 

Select Quicken/QuickBooks from the Service Center menu to complete download. Select 
Account, Number of Days and Software type, then hit Download. 
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SERVICE CENTER – USERS 
 

Edit User Details by selecting the pencil icon located on the specific user profile.   
You can also unlock a disabled user from this screen. 
          

 Edit User Entitlements by selecting the key icon location on the specific   
           user profile.  

 Delete users by selecting the trash basket icon. You will be prompted to                 
                    verifying you would like to delete the specific user. Click on OK or                   
                    Cancel.  
 
             
 
Adding a User 
From the home page User ID menu dropdown, click on the Service Center, then click on Users. 
                                            
 
Click on Add User.  
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Enter necessary User Details.  
Click on Save.  
 

 
 
After saving user details, entitlements can be selected. Depending on the type of access you 
wish to give the user, click on the box  next to the specific access which will expand 
entitlement options.   
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Entitlements:  
If you want to enable Administrator access for the new user, check off the Manager Users box.  
Important: Administrators can Add, Edit and Delete other users. 
 

                    
  

ACH and/or Wire access can be added to new users only if it is an existing function for the 
organization. To add ACH and/or Wire access or increase your limits, contact your Relationship 
Manager.  
 
Please Note: When assigning entitlements for ACH and/or Wires, limits may be set equal to or 
lower than the current established limits. 
 
After you have assigned ACH or Wire access to a user, please contact your relationship manager 
or support team to request an RSA Token. 
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Entitlements 

• Review Entitlements.  
Click Save to accept entitlements or Cancel if you do not want to grant the entitlements. 

To Edit entitlements, click the Key Icon.  
• Make changes by checking/unchecking appropriate boxes. 
• Click Save. 
• Review the changes. 
• Click Confirm to accept changes. 
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Exporting User Entitlements 
 

This feature will allow you to view and/or export the current entitlements for each user within 
the organization. 

• Select Users under the Service Center Menu – Scroll down to Entitlement Export section and a list of 
current users will appear. 

• Check the box of the individual user(s) you wish to export or to select all users, check the box next to 
Name. 

• Select the export format (Excel or PDF) in the drop-down box and select export. 
• Exported document will be available to view/save and print. 

 

CARDS 
 

Block/Unblock  
Click “Cards.”  A list of current cards will be displayed.  Click the Block Card toggle to process your 
request.              

 
 
                                                                                                              
The Block Card toggle button will show purple when card has been successfully blocked. 
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Messages 
 

The Contact Us link is located on the home page User ID menu dropdown. 

To send a secure message through the Contact Us, click on Contact via Secure Message.  Click 
on Compose New.  Select the appropriate Category, Account (if applicable), and enter a Subject, 
Message, and attachment if available. Check off the box to receive notifications regarding the 
message.  Click on Send.  
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A confirmation will appear on the upper section of the screen to alert you the message was 
sent. 

 

 
 

 

Agreements and Disclosures 

Contact your Relationship Manager to request a copy of your specific Account Agreements & 
Disclosures. 

Contact 
For assistance, please contact your Relationship Manager or UniBank at 800.578.4270. 
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