User Administration

Adding Users and Services

To add new Business eBanking users and the services they will use, complete
the following: .

1. In the Administration tab, click User Administration in the Company
Administration section. The User Administration page appears:

Pusiness Internet sassree 3w | Sovon
Banking

Uisez asdminishation . .
Aceeunt adrmnisteation User Administration

Approvale administesiion To view, edit, copy or deleie a vser's profile, click the comesponding user ID, To selup 2 naw user, 0o to Seiup Maw User,

AL Dave Ereposits ADMR

2DMiNE Ken SAVINGS  ADMINBAGKUP
ADRIET - Diane Banker

IRARNL dim .. lvomen - backep
'zmagz Mary Cooper e

HowDei. Yerms [os

2. Click the Setup New User text link. The Setup New User page appears:
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Business Intemet
st efER B2

Disciomres | Help | Signon 2

Usar adminisrates

Apcaunt sdministraton SB‘IUP New User

Appravais adrmistration Enter the new user's information and rolefs) below, then chck an "Conlinua™.

User Information

Use: \x i

Password:

ramber.)

Confirrn password:

First name:

Last name.

Primary e-mail address:

Secondaty e-mail address (ophi H

Additienal information {optional). H

User Rolgs {optional)

{Passworcs arg nol case senziive, are & to 12 cheracters long and muat contein.at leest 1 lelter and 1

F1 Allow 1His user to sotup lemplates.

(This entities the user 10 Templale setup capebilties for only thoss services and scoturts o which the user has been erilied )
71 Allow this yser ta approve transaclions.

(This:entfies the user 1o frarsmit capakilies for oily thase services 1o which the user hes baen entited)

] Grant this user administration prvileges.

(This Wil aliow the' user 1o sdd, midify, copy and delete users, modify thev foles, BGCOWN GOCESS, the mambar of
approvers reguired for requests.}
How gl Terms FAQs
E— y
3. Complete the fields as required: '
Fields Description e
User 1D Enter the 1D that the user will use to sign on to Business
eBanking.
Password Enter a starter password.
Confirm Password  Enter the same starter password again.
First Name Enter the user’s first name.
Last Name Enter the user's last name.
Primary e-mail Enter email address of the user
User Roles Entitles the user to various privileges by checking the appropriate
checkbox.

4. Click Continue. The Add User Services page appears:



Boshizess Internet Csgcawes | Hel | Signon £
—uoset8 Banking

and Paymznis

Ussz administratiss

Account administrabon Add User Services
Approvais admenistration Select the services te which the user will have access and click “Save user.” To edit the user's predife information, ciick "Madify
vser profie.”
Liger Infermation Madify user zifils
User ID: e9xyz
Frst name: Ursulz
Last name; Usar
Primary e-mail address: ursuia@waork. biz
Secondary e-mail address (optional): No secondary 2-mail 4ddress on filg

Additienal information {optional):

Roles: Adrainistration
Setup
Approval

ACH Collestion

ACH File Upload

AGH Payiient

Book Transfer

'E.)Fp g'a:ss :Tr'ansrer ’

Federal Tai

F:i}e Dme oad -

File Upload

Freé Fonn Wire Entry -

ion(niein oioo

Laan

5. Select the services that need to be entitled to the user or click the Select All
link above the header to select all the services.

6. Click Save User. The User Profile page appears with a confirmation.
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Business Intermet
ontHEEE Danking

Cisclosures | Help | Stogn o

1 Regoits

Uszr administration
Acceunt administrai:

Approwmis adonistration

S5 Peint this sege

User Profile

Thie user was created successfully. Betore soine services can be used. accounts must ka assigned to thise services
that fequire account.level nccess. User limits defanlt to the asseciated campany limits but may e changed. Te
review the appioval serings, which may be impacted by this changs, g to Approvals Adminisration.

To edit the user's profle information or security setiings, click "Modify user profile”. To copy this user, click "Copy user. To
delete this vser, click "Delete user”. To view & different user profle, return to Lesy Admuisiration,

User Infarmation

Madify tseroraiie + Copy user

User IT: B9OXYZ

First name: Urstila
Last name: User

Primary ¢-mail address: ursula@work_biz

Secondsry e-mail address: Mo gecondary e-mail address on file

Additional information:

User status: Enabigd

Roles: Administration
Betup
Agprowal

icie ysar
“

Assigried Services igdify user servicas

To madify the serices tn which this user has sccess, click on “Modify user senices.” To add or modify the senice’s account ar application <
access, click on the associatéd details fink,

Account Reposting . L Add
“ACH Collection ) ) o i j 2ol
ACH File Upload :
ACH Pagmént_ s T

Book Transfer : ndd

7. In the list of Assigned Services, click the Add link for the appropriate service
to assign accounts along with functionality to the user. The Add Account
Access page appears:

Businessinlornet
s Banking

Cistictres | Help | Sign O

Vsar asbnicistratian
Accayrl adminisiration
Approvais administratien

Add Account Access

Setect the accounts to which the user will have access and click *Save changes.™ To retum ta the user's profile, go to Lzer
Enfiie

User ID: 3987

Name: Ursula User
Service: ACH Paymeant

Accaunts avaitable for the &CH Payment service

BBz DESHIZ2000 CHECKING 1
SHBAIEL  GESSTZHN CHECHING 2 ) £
841841842 5395132000 1Money Mk £ [}

[ Save changes . |

Bon.not seve changes

How Do

s FaGs

i

8. Select the accounts to which the user will have access and decide what type
of capabilities he/she will have using those accounts.

Entitled Account

To entitle entry capabilities for all available accounts.

46



Allow Transmit To entitle transmit capabilities for all available accounts.

9. Click Save Changes. A confirmation message appears:

Business Intamet picnsirns |
et Baniing

Regorts ransfers and Paymants

Uisz) admiaisteaion &5 Bant thiz nzas

Add Account Actess

Apprevais atdnpistration

Account access updated successfully.
Select the accounts towhich the user will have access and click “Save changes.™ To return to the user's profile, go to User
Frofite.

User iD: 998XYZ
Name: Ursula User
Senvice: ACH Payment

Accounts available for the ACH Paymant service

BATRAEL2 CHECKING 1
patENtfR  eEeSIZAmt | CHECKWG?2 o ' !

BA{B4TBIZ  BESSIZ0 Money Mit

885122000

ofsdve changes .,

tewbol., Teme FAQs |

10. Continue to select the services by clicking the User Profile link and assigning
additional accounts to services as required.

Businessinternet fciowes | Hop | Sign o
anking

User admirssmation $5 Pon this eage
Aceounl adinis
Approvs admiristiagior User Profile

To edit the usar's profile informatian ar secirity seftings, click "Modify usar pmﬁte To copy lms usef, \:hck “Copy user”, To
defete this usar, click "Delets uger”. To newa different uasr profile, return to Liser Ad b

User information Iitedify yser profle -  yger
User ID: 999XYZ
+ First narne: Urgula
Last name: User
Primary e-mail address: ursula@rerc biz
Secondary 4-maif =ddress: No secondary e-mail address on file
Additional information:
User sbatus: Enabled
Roles: Administration
Setup
Approval
Deielé yser
Assigned Services . Masify ucer sonices

To modify the services to which this user has access, click on “Modify user serices.” To add or modify the service's acceunt or appfication
access, click on the associatad details link.

et

Account Repaiting

ACH Colleetion &

"ACH File Upload :
ACH Paymenl VigvalGhania

Buok Tiansfer ’ o £dg

Express Transfer Sgd

Federal Tax Add gl

47



Modifying a Users Profile

To change a user’s profile information, complete the following:

1. In the Administration tab, click User Administration in the Company
Administration section. The User Administration page appears:

BllSlﬂESS}R{(;[‘ﬂ&E . Discldsres § bem | smaom SR
- Banking
Uses adiministration ., .
Account adrministration US&!’ Admlnis‘@ra‘lion
AppravaEs adminigtration To view, edit, copy or delele a user's arofile, click the comssponding user ID. To setup 3 new usar, ‘9o 10 Sgtup Mew: Usar

B393%Y Ursula bser

Al TDed Deposits - ADMIN

AR Ken SAVINGS ADMIN BACK UP

ADMINER Dhe Bankar

IRAINT JSim Morgan hackup

TRAINE] Miaiy ) Cooper ) U na

' BowDe i, Tsrhe FAQg
4l

2. Click the User ID of the user to be modified. The User Profile page appears.

f e [ signon F

Sﬁéﬁm'!m;é‘zxet - " orsclosres
oselB Banking

iser administration #ud ot this saye
Account administeation -
Apgroveis administration User Profile

To edit the user's profife inf_urmafmrg.ur securily settings, click "Modify user profte™. To cony this user, elick “Copy user”. Ta
delete this user, click *Delete user™. To view a different user profile, return to Lzer Adminisiiation.

User Information Mindify user profile » Copy dser
User ID: SEONYZ
First name: Urauta
Last name: User
Frimary e-mail address: ursula@ework, biz
Secendary e-mail address: No secondary e-mail address on file
Additional information:
User status: Enabled
Ruofes; Administration
Setup
Appreaal
Deiste yser
Assigned Services ciifi y2ar sorices

To modify 1he senices to which this user has access, click on "Modify user services.” To add or modily the sendce’s account or application
access, click on the associated details link.

g;ounl Repoting

ACH Collection

ACH File Upload

= o SR I —
Book Transfer &4
Express Transfer =

3. Click the Modify User Profile link. The Modify User Profile page appears:
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Busincss mterned
st Banking

1} Transfers and Pay

User adminisiratien

Modify User Profile

Approuais adnunistration Mudify the user's prefile and click "Save changes.” Modifying User Roles could affect the user's access and functionaiily,
inclasing the Lt '

Account adm

of led requests,

To retum to the usess prafile, ga 1o User Profie.

User Information

User ID:

Password {optional); i
(Passwornis wre not case sensdive, ate 810 12 cheracters [ong and must cortsin f least 1 Tstter and 1

Tumber.)
Confirm passvyerd {optianal): i
First name: {Wrsufa
Last name: {User
Prieary e-mail address: E_yrsula@wa:k.hiz
Setondary e-mail address {oplional): i
Additional. information {ogtional}, |
User Locked (ﬂpliunal]: i3

User Rolss [optional)

[#  Allow this user to setup tamplates.
(This onittes the user 0 tempisle setup capabities for only-those. services and accounts 10 whichihe user has been antitied )
[ Allow this user to apgrove fransactions.
(This ertitles the user ta trensmé capebiBies 1o gnly ihote services towhich ihe uzer s been aniited.)
Grant this user administratisn piivileges.
(Thés wil alow the user to add, modily; Cooy an Telee users, modify the 1oles, Services sne scoounl 6CTESS, PENaMe accourts, nd Moty the fumder of
spprovers required for recuesis.)

Tip:  If the ADMIN user decides to remiove the Security Settings, the user’s picture,
personal phrase, and confirmation questions will be removed. The user will be directed
into the Secure Sign On process the next time they sign in.

4. Make the required changes and click Save Changes. The User Profile
appears with a confirmation.
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Businessiternet
et G Banking

Tivclozwres | Helo | Signof

e
“ Heports

Teansfers and Paymenls

Ussr administration
Accgunt adminisiration
Approvats stinnistraticn

£5  Print thig naie

User Profile

The user was updoted successfully.
To edit the usar's profile information er security settings, click “Madify user profie*. To copy this user, cfick "Copy user”. To
delete this user, click "Delete user™, To view 2 different user profile, return to User Administ 3
User information . hdodify gser profle + Copy ussr
User ID: QGAL
First name: Ursula
tast name: User
Primary e-mail address; ursula@rwork. biz
Sacongary e-mail adiress: Mo secondary e-rail address on file
Additional information:
User status: Enabled
Roles: Administration
Selup
Approval
Assigned Servicss ) Modify.uger services,

To medify the senices to which this user hag access, elick on "Madify user serices.™ T add or madiy the semice’s account or appiication
aceess, cfick on the associated delails nk.

Acceunt Reparting

‘ACH Coflection ) ot .
ACH Fils Upiaad i
ACH Payipent S e e MwiThan

Baok Transfer . ) ) . Add
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Modifying a Users Assigned Services

1. From the User Profile, click the Modify User Services link. The Modify User
Services page appears:

Tisdoriras | Pelp | Signoor

Usier admitishation

Accaunt adminisiration

Approvais sdministration

) E.xpnie's:s“l'rar_tsfer' )

Madify User Serviges

Sefect the services 10 which the user will have access and click "Save changes.” Changing Uger Services could affect the
user's access end functi ity, I ing the lation of schedufed requests,

To retu ta the user's profile, go to User Profie.

User ID: S99XYZ
Name: Ursula User

Account Reporting

ACH Collaction

ACH File Uptoad

ACH Pajrent

Book Transfer

Federsl Tax

File GMIaad

File Upioad

Fres E_prm__wir,g- Emry .

Lozan

Loan Advance

Loan Payment

Positivg Qa;y

Repeding

@Eﬂ-@@{ﬁ.@@ﬂ\@ﬁ@@@@ﬁga

Stale Tex

2. Change services for the user as necessary by checking or unchecking the
appropriate checkbox.

3. Click Save Changes. A confirmation appears:
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Businessfiternet
8 Banking

Csasswes | Hey: | Signow

User adminismation

Account admi

Approvads administesiion

Modify User Services

The user was updated suicessfully.

Sefect the serices Lo which the user will have sccess and click “Save changes.” Changing User Senices could affeet the
of sched

user's atcess and lunctionality, i ing the

requests.

To retum o the user’s profite, go 10 User Profle,

User 10: 999XYZ
Name: Ursula User

Daselect 3il
T

‘Accuun[ Reparting g‘lﬁ
ACH Callection ) o] )
ACH File Upload £
ACH D.:'aymem ) .
Book Transfer b
Express Transles B
Federal Tax &)
File Download =7 7
Fite Upioad i
‘Etge Foim Wi Entry =R
Loan =

‘Loz Advance . )
Loan Payment : B
Pns‘i‘rw Pay )

7 Répnr:ing
LATP P o /l'-’_i' N

4. Click the User Profile link to return to the User Profile page:

Bushess nternet
- Banking

Dwoosizes | oMep | S

Uset administration
Arcount adminisitation

Apprevais adinistration

45 Pootihis zage

User Profile .

To edit the user's profite infarmation or security setiings, click “Modify user profils™, Te copy this user, click "Copy user”. To
delete this user, click "Delete user”. To view a differant user profile, return to Uszpr Adminish .

User Information

User iD:

First narme:

Last name.

Primary a-mail address:
Secondary e-mail address:
Additicnal information:
User stalus:

Roles:

Deigte uger

Assigned Ssrvices

XYL

Urzuia

User
ursula@work_biz

No secondary s-mail address o file

Enablad

Administration
Setup
Approval

bl yeer senvices

To modify the senices to which this user has aceess, click on “Modify uger servces.” To add or modify the service’s accounl or application
access, click on the associated details link.

Account Reporing

ACH Celtection

ACH File Uplead

ACH Pa):ment

Book Transfer

Express Transfer
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5. Inthe list of Assigned Services, click the Add link for the appropriate service
to assign accounts along with functionality to the user. The Add Account
Access page appears:

Business Internet
sl Banking

Discloswres | rielp | Signoer

User admiristratiae
Account administestion
Approvais administrazion

g

53 Pontthis soge

Add Account Access

Select the accounts to which the uger will have access and click “Save thanges.” To retum Lo the user's piofile, go to Ussr
Erofiie.

User ID: $99X¥Z
Name: Ursula User
Seivice: ACH Collaction

Hection service

Tt

4ID4IBL2  BAGS122000 CHEGKING § a}

BH1B41542  GAGSI2ON! © ceckNGz 2y e
gang 695130 Thioney Mit £ £l

| | A e .

How Dot Tegms EAQs

g2

e

6. Select the accounts to which the user will have access and decide what type

of capabilities he/she will have using those accounts.

7. Click Save Changes. A confirmation message appears:
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Drscicoures | Hel | Signoft

Basiness Interne:
—esBE Ranking

Adaiinisistion ‘

User adminishagen =5 Ponl this nagn
Ancsint agminisiation

Approvals admiristration Add Account Access

A t access upidated .
Select the accounts to which the user will have access and click "Save changes.” To retun 10 the user's profile, go to Hsar
Profiis.

User 1D 998XYZ

Name: Ureula User
Semvice: ACH Collection

Accounts availaple for the ACH Celisction service

B41B41842  5EDSIZ000 CHECKING 1 B El
BAIG41812 6895122001 CHECKING 2 7 =] ) ' Bl
G41B41B 6895132000 IMorey Mid 2} ) ) Fl

{_Savechandes 1[.. Dona saverhanges - |

8. Continue {o select the services by clicking the User Profile link and assigning
additional accounts to services as reqguired.



Copying Users

To Copy a users access, complete the following:

1. Access the User Profile of the user to be copied:

Business intemes tsoiosres | welp | Signaos
Ring

i eime j Regane

s | o

iser adminishaten £51 Pontthis peye
Account adroinisiration
Approvals adrnistratian User Profile

To edit the users profle infermation or security settings, click "Madify uger profle To copy mls user, click "Cepy user”. To
delste this nser, click "Delele usar”, To wiew a different user profile, retum o § i

User Information Ietodify usernodiled - Loy usst

User I0: BRIKYL

First name: Ursuta

Lasgt name: YUger

Frimary e-maff -address: ursula@@work bz

Secondary e-mail address: No secondary ¢-mait addresE on file

Additianal information:

User stalys: Enabled

Roles: Adrministration
Satug <
Approval ¥

Delate uss: .

Assigned Sarvices oy . 5

To modify the senices to which this user has acoess, click an “Modify yser services.” To add or modily the semvice's actount or appfidation
sccess, elick on the associated details {ink, .

Account Reporting

ACH Caliaction ) ) .. .. mthence
ACH Fie Upload )
ACH Payment

Book Transfer .
Express Tranfer o o T T Ak o @

2. Click the Copy User link. The Copy User page appears:
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User adminisiragen
Accaunt adminisiration
Appravals sdrinistraiion

Copy User

User 10 being copied: $99XYZ

Enter the new user's information and click "Save yser.” The roles, servicés and account access rom user 999X¢Z will be
copied o this new user. Ta return 1o the onginal user's profile, go lo User Profile

User Information

User :

Password:

Confirm password:
First name:
Lost name:

Primary e-mall address:

i

(Pesswards are not cass sencltive, are § 112 charatters long end must contein at lsast 1 letter snd ©
rumber.)

Secordary e-mail-addrezs

Additional iformation (ootional):

3. Enter the information for the new user you are creating. Click Save. A
cenfirmation message appears:

BusinessInternet
bsiness Intern

User administeation
Account atimmisiation
Approvais adminivteation

£ i ihis sag

User Profi le

i,

User %9915 was clb;neci successfully. To review the appepval settings, which may be snpacred by this change, 48

1o Approvals Administratian.

To edit the us=i's profle information br secumy settings, click "Madify uzer profile”. To nnpy Ihls user, click "Copy user”. To
delete this user, click "Delete user. To view s difflerent user profile, st to User Adm H

User infermation

pqeify woet peofile + Capywusar

User D

First ;':ame.

Last name:

Primary e-mail address:
Secondary e mail address:
Additional infarmation:
User status:

Roles:

Assigned Services

GIOLMN

Eddiz

Employas

earriployse@work.biz

No secontary e-mail address on file

Encbled

Administralion
Selup
Appraval

dipdily user servicag

To maodify the semices lo which this user has access, cfick on “Modify user sevices.” To add or modify the senice’s account or applicalion
access, click on the assaciated details link,

Accournt Reporting

ACH Collection Migwithange
—ACH File Upload

ACH Payment

Book Transfer
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Tip:  If you are restricting access to any services or accounts, be sure to follow the
same steps of Changing a User.

Deleting Users

To delete user access, complete the following:

1. Access the User Profile of the user to be deleted:

Buginesd Iimtemnat. Gevotursa § Hem | Sigs ot
a8 Banking

h i H :
i Weicome i Reponts i Translers and Payments |f Account Szneces

User adminisTatosn #51 Print this page

Aceoint administation
Appusale administration Usar Profile

To edit the vzer's profile information or secusily seltings, click “Modify user profile”. To copy this user, click "Copy user”. To
delete this user, chck "Delet2 uses”. To view & different dser profile, retum to User Administration,

User Infarmation Madify ueer proile » Copy wesr
User ID: SIBLMN
First name: Cddie
Last name: Employee
. Pr'im;ry e-mall address: . eemployee@wurk biz
Secondary e-mail address: Ne gecondary s-mail address on file
Additional information:
User status: Enabied
FRotes: Adrinistration
. Satup
Approval
Delste nger )
Assigried Ssrvices Magify yoer cewines

To modify the serices to which this user has access, chick on “Medify user senices.” To add or modify the senice's account or application
access, click on the associated details link.

Azeount Repoding . Add

ACH Collactios _' - _- X ' L . L . " WiewThange
ACH Fiile Uplaatt ) T

AEH Paymsnt ’ . o . 7. ’ o t ’ ._ . ) ‘_ V\I'iewfl'lhange
Book Transfer ) ) g
Express 'I'_rar.lgfer ) . ) ’ ’ ) ’ L T i Agd

]

2. Click the Delete User link. The Delete User page appears:
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Business Internet,
Banking

Ciscienizes | Hek | spoost

User administraden

Account athnk
Apprevals sdrnistration

Delete User

You have requested to dalete the fliowing user. Ta continue, click “Delete user.” Once deleted, the user cannol be recovered,
To relurn to this user's profile, go to Liger Profle.

ikger Infermation

User ID:

SE9LMN
First name: Eddie
Last name: Employee

eemployee@work.biz
HNo secondary e-mail address on filg

Primary e-mail address:
Secendary e-mail address:
Additiona! information:

User status: Enabled

Roiles: Administration
Selup
Approval

Asgigned Services

To modify the senites 1o which this user has access, click on "Modify user sevices ™ To add or modify the senice's account or applicalion
access, click on the associated delails link:

Accourd Reporting

ACH Collection
ACH File Upload
ACHPayient .

Book Transfer

Express Transfer
Federsl Tax

File Download

#|

3. Review the user. Click the Delete User button at the bottom of the page. The

User Administration page reappears and the deleted user is removed from
the list of users.
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BusinessThtamet Disctiesires T Help | Sign0n
B Banking

Us=s administragon

User Ad ministratioﬁh'

Account acmivish

Appsavals administ The user was deleted successtully, Ta review the approval settings. which may be impacted by this change. go 1o

Approvals Administration,
Ta view, edit, copy or delete 3 user's profile, ciick the comesponding us=riD. To satyp a new yser, go to Setup New Liser

leﬂa User
ADNN Daee .. Deposits " ADMIN ]
ATNENG Ken SAVINGS ADMIN BACK UP
ADEINEO Ciape ) Banker o _- )
TR Jirr Morgen hackup
TRANERD " Mary Cosper na .

BowDol. Isane EAQS

3
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