
How to add sub-users 
in online banking 
	 Start by navigating to the Business Services dropdown 		
	 menu on the toolbar, then select Admin.

	 From the Business Admin window, open the Users tab,  
	 then click Create User. 

	 From the Create New User window, complete the 
	 following fields:

		  First Name

		  Last Name

		  Email 

		  Phone (2-factor authentication)

		  Username (between 8-15 characters, case sensitive)
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	 Set sub-users Permissions and Limits.

	 Click on + Select Accounts to assign the 
	 Permissions and Limits to the applicable accounts.

	 A temporary password will be emailed to the  
	 sub-user’s email address. The temporary password  
	 will expire after 24 hours.
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