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Viewing Full Account Number and ABA Routing Number 
• Click the Accounts tab and select the desired account. Next, click the ‘eye’ icon to display the 

full account number and routing number. 

           

 
 

Stop Payments 
• You have the ability to place a stop payment on a single check or multiple checks and view 

active stop payments. Please note that you may incur a fee for this service. 

1. Enter a Stop Payment 

• Click Self Service> Stop Payment> Enter Stop Payment from the menu options. Select the 

account that the check is drawn from and enter in the additional check details. *If you do not 



 

 

know the Payee, you can enter “unknown” in the field.* Click Continue: 

 

2. View Active Stop Payments 

• Click Self Service> Stop Payment> Existing Stop Payment from the menu options. If you 

have any active stop payment items, they will be displayed here. Select an account to view 

records. In this example, there are no active stop payments for this account: 

 
 

 



 

 

Selecting Account Alerts and Service Alerts Preferences 
• To receive notifications of your account activity in real time, you can customize your alerts 

and elect to receive via email or text message. 

1. Setting up Mobile Phone number to Receive SMS Text Alerts 

• If you would like to receive any alerts via text messages, please follow the steps below. 

• Click on the Self Service> Alerts> Account Alerts menu option. If you do not see a Mobile 

Phone on record, click on the “Go to Mobile Banking” hyperlink: 

 
• Next, click the “Activate Now” hyperlink:  

 



 

 

• Follow the directions provided. You will receive a text message. Enter and reply to the text 

message with the activation code shown on the screen. 

 



 

 

• You will receive a response confirming the activation was successful. 

 
• Now, on the Self Service> Alerts> Account Alerts menu, your mobile phone on record will 

now be displayed, and you can choose text as a delivery method for your alerts as desired: 

 

2. Account Alerts 

• Click the Self Service> Alerts> Account Alerts menu option. These alerts are for account 

transaction activity. Select the Account you wish to set alerts. Click the edit button for each 

alert type you wish to set up preferences to make your selections: 



 

 

  
• Move the toggle button to Yes for each alert you wish to enable, and select parameters for 

delivery: 

   
 



 

 

3. Service Alerts 

• Click the Self Service> Alerts> Service Alerts menu option. These alerts will inform you of 

profile change activity. Click the edit button for each alert type you wish to set up 

preferences to make your selections. Then click Update. **Note, that some alerts are 

mandatory. If you do not see a Yes/No toggle button, this means that the alert is mandatory 

and cannot be turned off. ** 

• Optional Example: 

 
• Mandatory Example: 



 

 

  
 

Password and Username Changes and Resets 

1. Forgot My Password - Reset 

• You must know your username in order to self-reset. Enter your username and click 

Continue:  



 

 

 
• On the next screen, click “Forgot your password?”  

• Click Continue with Security Code. You will then receive a call or text message with a one 

time security code. 

 
• Once you are validated properly, you are prompted to create a new password. (*Note: you 

cannot repeat the last 10 passwords.) 

2. Change My Password 

• You have the option to change your password any time you choose. Click the Self Service> 

Self Administration> Change Password menu option. Enter your current password, new 



 

 

password, confirm password, and then click Update Password. 

 

3. Update My Contact Information 

• Click the Self Service> Self Administration> Personal Preferences menu option. Here, 

you can add another email address, update your primary email address, and update 



 

 

telephone numbers as desired. Use the Edit, Add, an X (Delete) buttons to modify. 

 

4. Change My Username 

• Click the Self Service> Self Administration> Change Username menu option. Enter New 

Username and Confirm Username. Click Update Username: 

 
 

 



 

 

Moving and Transferring Money 

1. Transfers between BoCF Accounts 

• To make transfers between my accounts at Bank of Central Florida, use the Move Money> 

Transfer> Make Transfer menu option. You can schedule a one time transfer, or a 

recurring transfer.  

• Here, you can also see transfer activity, history, and set up transfer templates. 

 

2. Transfers to an Outside Bank Account 

• External Transfers can be set up through Move Money> Transfer> Make Transfer menu 

option. To set up a new account relationship, click on +Add Accounts, fill out the required 

information on the screen, and click Continue to establish that new connection. 



 

 

 



 

 

• Then next screen will prompt you to verify the information is correct. Then click Submit.

 



 

 

• Next, you will select how you would like to receive a one time security code. Make your 

selection and click Continue: 

 
• If you select phone call, you will receive a call to authenticate. 

• If you select text message, you will be prompted to enter the mobile number you have on file 

with Bank of Central Florida. Click Continue: 

 



 

 

• You will then receive a text message with a passcode you will enter on the next screen. Click 

Submit: 

 

  
• You will next see a message that the request is Pending Verification: 

 



 

 

• An email will be sent confirming your request has been generated:

 
• Within the next few business days, a small funds transfer will take place and deposit to the 

external account (Example):

 



 

 

• Log back into FLEX, and select Move Money> Deposit Transfers> Manage Accounts. Click on 

the three dots to select Verify: 

 
• Enter the amounts of the two micro deposits from your external account and click Submit: 

 
• You will then receive a confirmation message you can now make transfers to your external 

account. 

 



 

 

• To confirm, you can navigate back to the Make Transfer tab and see the account listed in the 

drop down menu:

 
 

3. Transfers - Manage Templates 

• Click the Move Money> Transfer> Manage Templates menu option 

• A template is a saved set of transfer details that can be used instead of manually selecting 

transfer details each time.  Example: If you transfer between one checking to another 

frequently, you can set up a template as follows. (*Dollar amount can be left blank to be 

entered for each transfer if the amount will vary.)    

     

                             



 

 

Transaction History and Reports 

1. View Transaction History 

• To view history up to the prior 90 days, use Accounts> Detail, and select the account for 

which you want to view transactions.  

• There is also a search option to return specific results. 

 

2. Export Transaction History for Quicken, QuickBooks, Text, or Excel 
• To view history up to the past 90 days use Accounts> Reports.  

• Select the desired criteria and click Download. You can select file format options of Quicken 

(QFX), QuickBooks (QBO), Text, or Excel. Then click Download. Once the download has 

completed, you can save the report to the location of your choosing, and load it into the 



 

 

appropriate program as desired. 

 
 

 

 

Customize Accounts 

1. Creating Account Nicknames/ Renaming Account Titles 

• Click Self Service> Customize Accounts> Edit Name menu option. Select the account you 

wish to update and type over existing text and rename as desired. Click Submit to update:

 



 

 

2. Hiding and Showing Accounts Preferences 

• To modify which of your accounts will be displayed in FLEX online banking, click Self 

Service> Customize Accounts> Hide/Show menu option.  

• Click on the ‘eye’ icon for each account to hide show. If the ‘eye’ icon has a slash through it, 

this indicates the account is hidden. Click Submit to update preferences.

 
• Once your selections have been made, you can click back to the Accounts menu to see your 

updates have been completed. 

 



 

 

Bill Pay 

1. Set up a new Payee 

• Click the Move Money> Bill Pay> Pay someone new menu option. Select from the popular 

payee list or add in any person or business as desired. 

 

2. Schedule Multiple Payments 
• Click the Move Money> Bill Pay> Multi Pay menu option. Enter in the $ Amount of 

payment and desired Send On date for each payment you wish to send. Then click Confirm 

all payments. 



 

 

 

 



 

 

3. Schedule a Single Payment 

• Click the Move Money> Bill Pay> Single Pay menu option. Select the desired payee. Enter 

in the $ Amount of payment and desired Send On date. Then click Make payment. 

 
 

Statements and Delivery Settings 
 

1. Select Statement Delivery Settings 

• In order to view your statements online, you must have your delivery settings set to Online. 

• Click Accounts> Documents> Delivery Settings menu option, and ensure all accounts you 

wish to view statements online have the Online radio button selected:  



 

 

 
• You will need to verify that you have ability to view PDF documentsby following the below 

steps.  

• Click the PDF Reader hyperlink:  

 
• Look under the  symbol or go to where your Downloads get stored if the code doesn’t pop 

up right away.  

 
• Once you open the download, you will see a code like the one below. Enter the code to 

Confirm PDF ACCESS. Then you will View Electronic Consent and agree to terms by clicking 

the box and hit Submit.  



 

 

 

 
• You are now set to access Electronic Statements, and your paper mailings will be 

discontinued for the selected accounts. 

2. Viewing Account Statements 

• Once you have completed the Delivery Settings steps above, click on Accounts> 

Documents> Statements. 

 

Contact Us Options 
• Send us a secure message with your question and receive a response within 1 business day, 

contact one of our offices during our business, or locate phone numbers for Debit Card 

Services. 

1. Secure Messaging 

• Click on Self Service> Secure Messaging> Compose from the menu options. 

• Make your selections, enter your question, attach a file (optional, if applicable), and click 

Send. You can also view Incoming, Sent, and Archived messages here: 



 

 

  



 

 

2. Contact Information Menu 

• Click Self Service> Secure Messaging> Contact Information to locate contact information 

options: 

 


