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Do It Yourself (DIY) Portal 
Frequently Asked Questions & Guide 

Scenario-based help cards with answers, navigation paths, screenshots, practical 
examples, and support guidance 

Purpose 
This guide helps financial institution users understand when and how to use the DIY Portal for 
common configuration changes. It is designed for quick independent service, reduced support 
dependency, and a friendly adoption experience. 

Audience 
Officers, operations teams, compliance 
reviewers, product administrators, and 
customer success teams. 

Best used for 
Quick support answers, onboarding sessions, 
customer training, and go-live readiness 
reviews. 

DIY is appropriate when 
Changing products, funding limits, rates, 
disclosures, agreements, or scheduling 
deployments. 

Contact Bottomline when 
Experiencing unexpected deployment 
failures.  

 

Before you deploy: review changed values, audit entries, product or market assignment, 
deployment description, selected changes, and scheduled time. 
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How to Use This Guide 
Each Frequently Asked Question (FAQ) and response is structured as a practical help card. To 
use the guide, identify the scenario, follow the navigation path, review a real-world example, and 
compare against the screenshot reference. 

Step What to check Why it matters 

1 Confirm the business scenario Ensure you are following the right FAQ.  This will 
help avoid incorrect configuration changes. 

2 Follow the navigation path Using the navigation path helps you reach the 
correct page without needing implementation 
team support. 

3 Review key notes Reference key notes to understand risks, audit, 
compliance, or support considerations before 
saving and changes. 

4 Deploy after review Review the saved changes that are visible to 
customers only after deployment. 

FAQ Index 
Select a question below to go directly to the related FAQ. 

1. How do I update a Product Funding 
Limit? 

2. How do I update a Product Name or 
Description? 

3. How do I update Rates? 

4. How do I create a New Rate? 

5. How do I update a Disclosure? 

6. How do I create a New Disclosure? 

7. How do I update an Agreement? 

8. How do I review changes before 
deployment? 

9. How do I deploy my changes? 

10. How can I see Deployment Status? 

11. How can I see who changed 
something? 

12. How do I disable a Product? 

13. Why can't I log in to DIY? 

14. How does MFA work? 

15. Why are my saved changes not visible 
to customers? 
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FAQ 1 How do I update a Product Funding Limit? 

Business Scenario The financial institution needs to increase the maximum funding limit for a 
Savings Account from $1,000 to $10,000. 

Quick Answer 1. Update the Min Amount, Max Amount, and Default Amount in the Product 
configuration.  

2. Save the change.  
3. Add a clear audit entry.  
4. Schedule it for deployment. 

Navigation Path DIY > Products > Actions > Edit > Funding section 

Real-World 
Example 

Before: The Savings Account has a Maximum Funding Amount of $1,000. 

After: An administrator updates the Maximum Funding Amount to $10,000, 
enters an audit comment, saves the changes, and schedules the deployment. 

Result: Customers can fund the Savings Account up to $10,000 after the 
deployment is completed successfully. 

Key Note Validate internal approval before increasing funding limits, especially for 
compliance, risk, or operational thresholds. 

Screenshot reference 
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FAQ 2 How do I update a Product Name or 
Description? 

Business Scenario The bank wants to rename 'Checking' to 'Simple Checking' and improve the 
customer-facing description. 

Quick Answer 1. Update the Product Name or Description fields. 
2. Enter a meaningful audit entry. 
3. Save the change. 
4. Schedule it for deployment. 

Navigation Path DIY > Products > Actions > Edit > General Information / Description 

Real-World 
Example 

Before: The product is named "Checking" with an outdated customer-facing 
description. 

After: An administrator updates the product name to "Simple Checking", revises 
the product description, saves the changes, and schedules the deployment. 

Result: Applicants see the updated product name and description in Engage 
after the deployment is completed successfully. 

Key Note Use clear, customer-friendly wording and stay within configured field length 
limits when updating product names and descriptions. 

Screenshot reference
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FAQ 3 How do I update Rates? 

Business Scenario Treasury approves an APY increase from 1.000 % to 1.990 % for a 12-Month CD. 

Quick Answer 1. Open the relevant rate configuration. 
2. Update APY or tier values. 
3. Enter an audit entry. 
4. Save the change. 
5. Schedule it for deployment. 

Navigation Path DIY > Rates > Actions > Edit 

Real-World 
Example 

Before: The 12-Month CD rate is configured with an APY of 1.000%. 

After: An administrator updates the APY to 1.990%, saves the configuration, and 
schedules the deployment. 

Result: New applicants see the updated 1.990% APY for the 12-Month CD after 
the deployment is completed successfully. 

Key Note Before saving, verify the Product, Term, Tier Minimum, Tier Maximum, APR, 
APY, and Location to ensure the rate is configured correctly. 

Screenshot reference 
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FAQ 4 How do I create a New Rate? 

Business Scenario The bank launches a promotional CD rate (12 Month Promo CD) for balances 
above $10,000. 

Quick Answer 1. Open the relevant rate configuration. 
2. Add New Rate for 12 months Promo CD. 
3. Update mandatory fields. 
4. Enter an audit entry. 
5. Save the change. 
6. Schedule it for deployment. 

Navigation Path DIY > Rates > Add New Rate 

Real-World 
Example 

Before: The 12-Month Promo CD rate is not available for applicants selecting a 
Certificate of Deposit product. 

After: An administrator creates a new 12-Month Promo CD rate for balances 
above $10,000, saves the configuration, and schedules the deployment. 

Result: Applicants can view and select the new 12-Month Promo CD rate during 
the application process after the deployment is completed successfully. 

Key Note Use conditions only when the rate should apply to a specific product, location, 
balance tier, or business scenario. 

Screenshot reference 
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FAQ 5 How do I update a Disclosure? 

Business Scenario Compliance updates Electronic Consent Form wording due to a regulatory 
change. 

Quick Answer 1. Edit the disclosure and update display information, workflow placement, 
requirement, customer type, layout, or content. Add an audit entry and save. 

2. Open the relevant disclosure configuration. 
3. Update the Electronic Consent Form display information, workflow 

placement, requirement, customer type, layout, or content as needed. 
4. Click Preview to verify how it looks. 
5. Enter an audit entry. 
6. Save the changes. 
7. Schedule it for deployment. 

Navigation Path DIY > Disclosures > Choose Disclosure > Actions > Edit 

Real-World 
Example 

Before: The Electronic Consent Form contains outdated regulatory language. 

After: An administrator updates the disclosure content, reviews the changes 
using Preview, saves the configuration, and schedules the deployment. 

Result: Applicants are presented with the updated Electronic Consent Form 
during the application process after the deployment is completed successfully. 

Key Note Review product assignments and workflow placement carefully to ensure the 
disclosure is presented to the correct applicants at the appropriate step in the 
workflow. 

Screenshot reference 
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FAQ 6 How do I create a New Disclosure? 

Business Scenario A new E-Sign Consent disclosure must be shown to the primary applicant. 

Quick Answer 1. Create a new disclosure for the E-Sign Consent. 
2. Assign the applicable products. 
3. Set the workflow placement.(Page, Field) 
4. Configure the requirement and customer type as Primary Applicant. 
5. Select the desired layout. 
6. Choose File Upload or URL as the display method. 
7. Click Preview to verify how it looks. 
8. Enter an audit entry. 
9. Save the changes. 
10. Schedule it for deployment. 

Navigation Path DIY > Disclosures > Add New Disclosure 

Real-World 
Example 

Before: Applicants are not presented with an E-Sign Consent Disclosure during 
the application process. 

After: An administrator creates a new E-Sign Consent Disclosure, assigns it to 
the appropriate products, configures it for the Primary Applicant, and schedules 
the deployment. 

Result: Primary applicants are presented with the new E-Sign Consent 

Disclosure at the configured point in the application workflow after the 
deployment is completed successfully. 

Key Note Multi-disclosure and conditional disclosures are not supported in DIY. For these 
scenarios, contact the Services Team for assistance. 

Screenshot reference
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FAQ 7 How do I update an Agreement? 

Business Scenario Legal releases a revised Deposit Account Agreement. 

Quick Answer Update agreement details such as assigned products, market, presentation phase, 
signature requirement, applicant roles, and upload an updated PDF if needed. 

1 Open the relevant agreement configuration. 
2 Update the assigned products and market. 
3 Configure the presentation phase and signature requirement. 
4 Update the applicable applicant roles. 
5 Upload an updated PDF.  
6 Enter an audit entry. 
7 Save the changes. 
8 Schedule it for deployment. 

Navigation Path DIY > Agreements > Actions > Edit 

Real-World 
Example 

Before: The existing Deposit Account Agreement contains outdated legal 
language and an older PDF version. 

After: The administrator updates the agreement configuration, uploads the 
revised PDF provided by Legal, saves the changes, and schedules a deployment. 

Result: Applicants receive and acknowledge the updated Deposit Account 
Agreement during the application process after the deployment is completed 
successfully. 

Key Note For newly added agreements, PDF field mapping is required. Conditional PDF 
fields are currently not supported. If conditional PDF field mapping is needed, 
please contact the Bottomline Services Team for assistance. 

Screenshot reference
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FAQ 8 How do I review changes before deployment? 

Business Scenario Operations wants to verify all pending changes before approving production 
deployment. 

Quick Answer 1. Open the Schedule Deployment page. 
2. Review and select the desired pending changes. 
3. Click on Show All changes. 
4. Verify the old value and new value for each change. 
5. Review the version and configuration type. 
6. Validate the audit comments and changed-by details. 
7. Confirm the changes are ready for production deployment. 

Navigation Path DIY > Schedule Deployment 

Real-World 
Example 

Before: Updates are made to the Electronic Consent Disclosure but Operations 
wants to verify which changes should be included in the next deployment. 

After: The administrator selects the pending changes and uses Show All 
Changes to review the old and new values, audit comments, and change details. 

Result: Operations confidently selects only the approved changes for 
deployment and avoids promoting unintended configuration updates. 

Key Note Use Show All Changes to review change details, audit comments, and old versus 
new values before deploying configurations to a higher environment. 

Screenshot reference
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FAQ 9 How do I deploy my changes? 

Business Scenario Configuration updates are complete and need to go live after business hours. 

Quick Answer 1. Open the Schedule Deployment page. 
2. Choose the desired deployment date and time. 
3. Enter a deployment description. 
4. Select the relevant configuration changes. 
5. Review the selected changes. 
6. Confirm the scheduled deployment. 

Navigation Path DIY > Schedule Deployment > Select Changes > Schedule 

Real-World 
Example 

Before: Updates are made to the Checking Account product, Electronic Consent 
Disclosure 
After: The administrator selects the changes, schedules a deployment for 10:00 
PM, and submits the deployment request. 

Result: Only the selected configuration changes are deployed to the higher 
environment at the scheduled time and become available after the deployment 
completes successfully. 

Key Note Provide a clear deployment description to help operations, audit, and support 
teams understand the purpose and scope of the release. 

Screenshot reference
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FAQ 10 How can I see Deployment Status? 

Business Scenario A manager wants to know whether last night's release deployed successfully. 

Quick Answer 1. Open the Deployments List page. 
2. Locate the complete deployment list. 
3. Review the deployment ID and status. 
4. Click View to review full details. 
5. Review the latest updated timestamp. 

Navigation Path DIY > Deployments List 

Real-World 
Example 

Before: A deployment containing updates to Products, Disclosures, and 
Agreements is scheduled for overnight release. 

After: The manager navigates to the Deployments List page and reviews the 
deployment status. 

Result: The manager can confirm whether the deployment is Scheduled, 
Deployed, Cancelled, or Failed and determine if the changes are available to 
customers. 

Key Note After a deployment completes, an email notification is sent with the deployment 
status and results. 

Screenshot reference 
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FAQ 11 How can I see who changed something? 

Business Scenario The audit team asks who modified a New Electronic consent form disclosure. 

Quick Answer 1. Open the relevant disclosure configuration. 
2. Select Audit History from the Actions menu. 
3. Review previous versions of the disclosure. 
4. Verify the change details and modified fields. 
5. Check who made the changes and when they were made. 
6. Review any associated audit comments. 

Navigation Path Entity List Page > Actions > Audit History 

Real-World 
Example 

Before: The disclosure name " Electronic Consent Form" is updated to include 
revised consent language. 

After: An auditor opens Audit History to review the change record. 

Result: The auditor can identify who made the change, when it was made, the 
previous value, the updated value, and any audit comments associated with the 
change. 

Key Note Providing meaningful audit comments helps compliance and audit teams better 
understand the reason for a change and reduces follow-up questions during 
reviews. 

Screenshot reference
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FAQ 12 How do I disable a Product? 

Business Scenario Checking product has expired and must no longer be available. 

Quick Answer 1. Open the Product List page. 
2. Locate the promotional CD product. 
3. Select Disable from the Actions menu. 
4. Review the product details. 
5. Confirm the disable action when prompted. 
6. Save the changes. 
7. Schedule the deployment. 

Navigation Path DIY > Products > Actions > Disable 

Real-World 
Example 

Before: Product Checking enabled accessible. 
After: Checking product disabled not accessible anymore. 

Result: Customers can no longer access the product after the change is applied. 

Key Note Important: disabling a product can impact downstream visibility and operations. 
Review the impact before confirming. 

Screenshot reference 

 

 



 

 

©2026 Bottomline - Proprietary and Confidential. All Rights Reserved.  13 

FAQ 13 Why can't I log in to DIY? 

Business Scenario A newly created officer cannot access DIY. 

Quick Answer Verify that the officer has all of the following: 

1. A DIY role assigned 
2. A valid email address on their profile 
3. Completed password setup 
4. Ability to complete MFA verification 

If any of these items are missing, update the officer profile or role assignment in 
Console and try signing in again. 

Navigation Path Console > Setup > Officers / Roles 

Real-World 
Example 

Before: A newly created officer attempts to log in to DIY but receives an 
authentication error. 

After: An administrator assigns the required DIY role, verifies the officer's email 
address, and completes the password setup process. 

Result: The officer successfully completes MFA verification and gains access to 
DIY. 

Key Note A valid email address is required to receive MFA verification codes. Officers 
without a valid email address will be unable to complete the DIY sign-in process. 

Screenshot reference 
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FAQ 14 How does MFA work? 

Business Scenario An officer is prompted for a one-time passcode during DIY login. 

Quick Answer After username and password entry, DIY sends a one-time passcode to the 
registered email address. The officer enters the code to continue. 

Navigation Path DIY Login > OTP Verification 

Real-World Example Before: An officer enters their username and password to sign in to DIY. 

After: DIY sends a one-time passcode to the officer's registered email address, 
and the officer enters the code on the OTP Verification screen. 

Result: The officer is successfully authenticated and gains secure access to DIY. 

Key Note The OTP is valid for 5 minutes. Use Resend Code if the email is not received. 

Screenshot reference 
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FAQ 15 Why are my saved changes not visible to 
customers? 

Business Scenario A product description was saved in DIY, but customers still see the old 
description. 

Quick Answer Saving a change in DIY only stages the configuration update in the current 
environment. Customers will not see the change until the related deployment is 
successfully completed. 

Navigation Path Save Change > Schedule Deployment > Deploy > Visible in Engage 

Real-World 
Example 

Before: Product name changed from "Checking Account" to "Premier Checking 
Account" and saved in DIY. 

After: The change remains staged and has not yet been deployed. 

Result: Customers continue to see "Checking Account" until the deployment is 
completed successfully. 

After Deployment: The deployment completes successfully. 

Result: Customers now see "Premier Checking Account" throughout the 
application experience. 

Key Note Verify the deployment status under Recent Deployments. Changes become 
visible to customers only after the deployment has completed successfully. If 
the deployment is still Scheduled, In Progress, or Failed, customers will continue 
to see the previous version. 

Screenshot reference 

 

 


