How to add sub-users
in online banking

o 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.
9 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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Currently there are no users configured. Create a new user for your business banking.

Create New User 9

Basic Information
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Personal Information

First Name
Last Name

Emai

( Primary Phone Number (Optional)

This field does not meet the minimum character length
Invalid telephone format

Secondary Phone Number (Opticnal)

Office Phone Number (Optional)

Username

[ Username @J

Username available

Address

Address 1 {Optional)
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City (Optional)
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State (optional) Zip (Optional)
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0 Set sub-users Permissions and Limits.

6 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.

Create New User

Permissions and Limits e

Payment Types
Select transaction access limits

Internal Transfers

MNO ACCESS

Step 2 of 5
External Transfers
Administration Select All »
NO ACCESS

Manage Users
Add, edit, and delete business users to access banking .
features and accounts. Users with this permission may also . Bill Pay >
add and edit transaction limits. NO ACCESS
Edit Business Contact Information ®
User is able to edit the contact info. Payment Destination Select All

Manage Bill Pay Payees

Allows the business master user to restrict sub users ability .
Feature Access Select All to add, edit, and delete a Bill Pay payee.
View eDocuments Add External Transfers Account PY
View statements, notices, tax forms, and annual credit card . Ability to add external accounts.
summary.
External Account Aggregation Add Member To Member Transfer Account Y
Allows a sub user to aggregate external accounts to view @ Allows users to add member accounts for transfers.
balances and transactions.
Receivables Select All Create New User
Remote Deposit Capture ®
Ability to capture deposits. Accounts
Manage Desktop RDC S50 ® Step 3 of 5

Allows the controlling of access to RDC via desktop 550.

Back

You have added 0 accounts to Test. Add at least one account.
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