BUSINESS ONLINE BANKING 101

Create and Manage Users

CREATE A NEW USER
STEP 01/08

Navigate to Business Banking — Business Admin — Users.

STEP 02/08

Click on the “+” symbol on the right-hand side or click on “add user”.

b
Business Admin ® B O

Authorizations  Payees  Users

All Users Q, Search By Name (First Or Last) @

STEP 03/08

Select "“New User” if you want to create a brand-new user with customized access or “Copy A User” if you
want them to have similar rights to an existing user.

Create New User b

Select Type of User

Step 1of b

O New User
|

t to create a brand new user.

Copy A User
Copy permissions and accounts from an existing user.
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BUSINESS ONLINE BANKING 101

STEP 04/08
Fill out the new user’s personal information and assign Permissions and Limits for that user.

When setting limits, click on the “>" on the payment type you'd like to give access to.

ACH Payments %

»
NO ACCESS
Select the type of access you'd like to assign to the new user. ¢ ACH Payments
Note: Authorize would be in cases of dual control. [;e:‘;g;i;;; A]
B
Mo Access v
L . View
Complete the remaining fields
R ¢ ACH Payments Close Cubmit
and assigh payment types,
permissions, and limits. P 5 Authorize
Submit 8 Authorize
Submit & Authorize
Payment Types
B Payrcll

B Business Payments
B Other Pass Thru Credits

Permissions

Access to Restricted Payment Templates
Ability to access and modify paymant t=mplates that have O
been designated for restrictad users only.

Same Day Acl%redlts ®
Ability to s2nd same day ACH Credits

Limits

Submit Up to
Tha maximunm limits this user will be ablz to submit

Daily Weekly Manthly
$1,000.00 $2,000.00 $3,000.00

Dual Authorization Above m

Require approval on il submissions sbove 2 specified amaunt

Daily Weaekly Menthiy
$500.00 $1,000.00 $2,000.00

Authorize Up to
The maximum limit this user will be able to authorize

Daily Weekly Manthly
$1,000.00 $2,000.00 $3,000.00

Apply
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BUSINESS ONLINE BANKING 101

STEP 05/08 — SELECT ACCOUNTS

Select the accounts you'd like the new user to have access to. These will be separated by category
(Checking, Savings, Loans, etc.).

|II

Click on “select all” if you wish to grant access to all accounts.

< Select Accounts

Q, Account Number Or Nickname

Checking (0 of 2) Select All

® College Fund 1000

@ Vacation Savings 2000

Create New User X
saVings © of " select Al Account Permissions
@ BUSINESS SAVINGS 3000 Step 5 of 6

These will be applied to all eligible accounts within each

account type. You can change the permissions individually in
the User Details section after creation.

STEP 06/08 — GRANT ACCOUNT PERMISSIONS Checking (4 of 10) s

View Account

. View the account, and view the account’s balance and the m
Select the type of access you'd like to grant to each account. sesodited macion n the ‘M Accourts idge.
ACH _ _
Click on “select all” if you wish to grant access to all. e Ve st o ACH o o @

this account.

Note: If accounts within the same category need e °
different permissions, you can edit after the e
initia/ setup Of the uSe,‘, View images of statements for thiz account. MOTE - this .

could display other statements, if this account’s statements
are combined with other accounts.

View Draft Images m

View images of checks and drafts drawn on thiz account.

Transfer Funds Out From
The ability to transfer funds out from this account and view .
aszociated transfer history using the Transfers widget.

Transfer Funds Into
The zhility to transfer funds into this account and view ‘)
aszociated transfer history using the Transfers widget.

Stop Payment

The ability to submit 2 stop payment for checks on this .
account.
One-Time Payment o

Uz One-Time Payment from thiz account.
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BUSINESS ONLINE BANKING 101

STEP 07/08

Review the information and ensure permissions are set up accurately.

Then, hit “submit”.

STEP 08/08

Provide the new user with the username you‘ve selected for them.

Their first temporary password will be sent to the email address selected.

EDIT AN EXISTING USER
STEP 01/03

Navigate to Business Admin > Users.

STEP 02/03

Click on the name of the user you want to edit.

STEP 03/03

Navigate to the tab you'd like to edit.

General Permissions — Administration Rights, Template Management, Payment Permissions

Payment Permissions — Payment Limits

Account Access — Access to each account

Member

€ Back 1o Usar Listing

John Doe

Payment issic Account Access

Summary  General
)

Personal Infermation

Usuraemi
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