Business Digital Banking User Guide — Assigning Roles and Creating Users
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1. After logging into your Business Digital Banking select Business Services
Business Services 2. Select BusinessAdmin

Dashboard [Susesshamn | <tm

BusinessReports

BusinessWires

Creating Roles

Business Admin

) 3. Select Roles within Business Admin
Authorizations  Payees | Roles | Users

t

Business Admin

Authorizations  Payees Roles Users

4. Select Add a Role

Add a new role Add a new role X
Role Name * “ Name this role Role Name * Accountant
5. Enter a Name
Description * Daily Operations and Cash Flow

6. Enter a Description of the role

Description * s | Describe the role
7. Once you are finished, click Create Role

haracter max Bmit

Create Role

200 character max limit

Cancel H Create Role




Creating Role Permissions

Authorizations  Payees Roles  Users

All Roles

Accountant '

Accountant ~
Onty Operations and Cash Fiow U
Croated on 12/30/2022

+  AddaRole oescnion Oaiy Oporations and Cash iow ’, 1. Select Roles within Business Admin

- 2. Select the desired role from the left-hand pane
e a- Z)*= 3. Select the Edit (pencil) icon next to PERMISSIONS

ADMINISTRATION

Accountant
‘ Accountant
Oty Operatiors and Cas® Fow O Lsers
Created on 12/30/2022

+  AddaRole DESCRIPTION Dady Operations and Cash Flow 7’
=
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Manage Users and Roles

Manage Payees 4. Check the boxes to grant desired permissions
Aurorze intemy 30a External  Transters —
Accourn Trarafers for reesse 10
o o e
MISCELLANEOUS Select All

v View eDocuments
Edit Business Contact Information

5. Select Save Changes

Access Card Management

» |:cancel

Assign Accounts and Account Permissions

Accounts & Limits

ACCOUNTS

This role has no assigned accounts. 1. Select Roles within Business Admin
2. Scroll to the Accounts and Limits section and click the Edit (pencil) icon
3. Select Add Accounts. The assign account permissions window will display

Add Accounts
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4. Select the account permissions to assign to the accounts; click Choose Accounts.
The Assign Accounts window will display

5. Select the Internal and External accounts to assign the permissions to

6. Click Assign Accounts

Assigning Limits to a Role

umis ’
You have not configured limits for your accounts.
-
umiTs
Select and apply limits to the methods you want enabled for this role
METHOD DESCRIPTION DALY WEEKLY MONTHLY
- (/] External Transfers  Authorized limit [ 500 l 2500 | 1ooooJ
Max limit [ 500 [ 2500 | wooﬂ
-] Internal Transfers  Authorized limit [ 3000 | 15000 | 100000 ‘
Max limit [ 3000 | 15000 ] woooﬂ
m—-./| Wire Transfers Authorized limit [ 000 [ ooo] oooJ
Max limit [ 5000 [ 25000 I ‘ 100000
Authorized limit: Max amount that can be submitted without additiona authorization or approval

Max limit: Max smount users w role are able to submit

Can authorize: Max amount users with this role can authorize for other users.

Creating a User

Business Admin

Authorizations  Payees Roles

1. Navigate to Roles within Business Admin
2. Scroll to the Limits section and click the Edit Limits or the Edit (pencil) icon

3. Enter the Daily, Weekly, and Monthly limits for each payment method
4. Select Save Changes

1. Select Users within Business Admin



Business Admin ise @ @
Authorizations  Payees Roles  Users

Al Users

2. Select Add a User

+  AddaUser <=
Add a new user x Add a new user
Username * v . | Username * ABook12
A Check Avaitabaty

Fist Name * st |

—p
o | e 3. The add a new user window will display. Enter the user’s Username, First Name, Last
ot ‘ Name, and Email
- e 4. 1In the Role Drop-down menu, select the Role you just created
5. Click Create User

Role * Accountant - | -

Setting User Status

Business Admin soave @ @

Authorizations  Payees Roles  Uders
All Users ‘

L Accountant Amy 1. Under Users within Business Admin, Select the User
fm 2. Click the Edit (pencil) icon next to STATUS

+ AU s -

Accountant Amy

Accountant
STATUS Of v acve
Active users are able to log in and access online
banking
- mpr e et e mable 16 1on o aceese onine 3. Select a Status and click Save Changes
banking )

Cancel



Reset User’s Password

Accountant Amy
Accountant
STATUS 7
USERNAME ABook12
NAME Accountant Amy e
CONTACT INFO AA 7
ABook12@anyemail.com
1. Under Users within Business Admin, select the user from the user list
2. Click the Edit (pencil) icon next to the RESET PASSWORD section
ROLE Accountant e
SHARE DRAFT
RESET PASSWORD ‘[7
RESET PASSWORD Select 3 method to receive a new password.
(@) ABook12@Anyemail.Com
O
0O)
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3. Explain why the user’s password is being reset
4. Click the Save Changes button to send the temporary password

Please enter the reason for resetting the password. *
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