Business Online Banking
How To: Add a new user

1. Log in to Business Online Banking as Admin User.

2. Hover over “Additional Services” on the top navigation then click on
“Manage Users”. If this is the first time adding a user, it will just display
the Add a User button. If you already have users set up then they will

appear as a list on this screen.
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3. On this screen start by entering the basic information about the user you
want to add. Their name, phone number (Cell Preferred), and e-malil
address.

Manage User Details and Access Settings

User Details

First Name Middle Name (Optional) Last Name

Phone Number Email

4. The next section is the User Access Settings. This is where you grant the
user access to accounts or services you are setting them up for. You can
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select to grant full access for the accounts or select specific access rights

per account.

User Access Settings
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Modify account specific access

Select a Tax ID and set access for each account

p Business regular savings - %

Copy access from another user ¥

Grant full access for this Tax ID

Full Access Granted

Full Access Granted

Full Access Granted
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Internal Transfer

P ACH Templates

p ACH Payments

P ACH Collections

Modify account specific access

Select a Tax ID and set access for each account

w Business regular savings - *2E80

Grant full access for this Tax ID

Full Access Granted

Full Access Granted

Full Access Granted

Full Access Granted
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5. The next section is to grant specific services and set ACH limits. You can
apply company level limits for ACH or if you want to get granular you can
set specific creation and/or approval limits for per transaction, per day or
per month on a per user basis. (7ip.;. ACH “Payments” is for something
like payroll where you PAY your employee’s. ACH “Collections” is for
collecting payments from customers if you were a Gym and collecting
monthly gym membership dues from customers for example.)

Set access for all accounts

Bill Pay

Online Statements

U

P ACH Payments Creation Limits

P ACH Collections Creation Limits

P Transaction Approval Limits

P ACH Payments Type

P ACH Collections Type

ACH File Import - Manage Import File Definitions

ACH File Import - Import Recipient Information

Set transaction limits for all accounts  (7)

Set ACH transaction types for all accounts (%)

IO

Apply Company Limits D
Apply Company Limits |:|

Apply Company Limits
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6. When you are satisfied with your account access you have granted to the
user. Click “Save” at the bottom of the page. If there are any errors or
omissions you will be prompted to fix those before continuing. The user
you set up will be e-mailed a random generated USER ID and random
generated Temporary Password. You can distribute the First Time Login
tutorial to them for assistance in logging in for the first time.

e Please entitle services for at least one account before saving.

Save Cancel
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