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Creating New Users

1. Select ‘Settings’ then the ‘User Management’

tile. .
ACCOUMTS
PREFERENCES
[E] manage Accouncs & Languages & Themas
¥ Accessibilicy 2, Uzer Mansgement
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2. Click the ‘Add User’ button on the right side of Jser Management
the screen. pa——— > =
3. Enter the required fields for the new user. ‘
New User Details
NOTE: If the chosen user ID is already in use, it will PERSONAL DETAILS
not a”OW you tO Save. First Name Last Name Email Address
NOTE: Password assignment is temporary. Users Phone country phone
must login and change password within 5 days
before the password expires.
LOGIN DETAILS
Login ID Password Confirm Password

4. Click the ‘Save New User Details’ button on the
bottom right-hand corner of the screen.

Discard New User Details Save New User Details
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5. Once the new user is saved, click on the ‘Assign
Rights’ button to add the accounts and configure
transaction rights for the user.

Status
Active

Edit Status

PERSONAL DETAILS

First Name Last Name Email Address
New User
Phone Country Phone
United states
USER LOGINS
Login Name Channel Seatus Last Logon Actions

estuser Internet Password Change Required ‘ Z

6. Click on each Transaction Type to configure the

user’s entitlements and limits. New User B

User Policy

Transactions ~ Features  Accounts

Fiter: [ Enabled Disabled

Check Reorder CHECK REORDER Enabled @@
“ < Rights

Funds T

Own \/|

Draft Approve Cancel View

$999,999,999.99

Approval Limits
Stop Payment
oo Maximum Count

Daily Per Account ‘ 1

Daily ‘ 1

Monthly E |
7. Onthe ‘Rights’ tab, select the user’s transaction
. . ACH COLLECTION Enabledt QD
rights by toggling the checkmarks on/off.
| Draf v P v vd
Approval Limits
Maximum Amount Maximum Count

Per Transaction ) 000
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8. Click on the drop-down menu to adjust the view

rights. \

a. Canview transactions initiated by any ) view || 4
online banking user within the company. .
b. Can only view the user’s own S
transactions. Maximumm Count .
c. Canview transactions to or from
entitled accounts. | 0 o .
d. Cannotview any transactions. | i
9. Onthe ‘Approval Limits’ tab, enter the user’s —
. L Approval Limits
transaction dollar and count limits. M Count
NOTE: Repeat steps 5- 8 for each transaction type. Dally Per Account | |
Dally | |
Monthily | |
10. Click on the ‘Features’ tab. /
11. On the ‘Features’ tab, select the appropriate e
non-transactional features.
o =}
o o
—
—_—
4] 0
L] 0

Questionse Please call our Treasury Operations Team toll-free at 877-686-35%0.



12.

13.

User Management - Business

SECURITY

NATIONAL BANK

Momoor FOIC

On the ‘Accounts’ tab, designate the user’s Jan Doe

account rights. ’ /

Click the ‘Save’ button in the top right corner of
the screen.

......
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