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Federal Credit Union
We care about what you care about.”

Business Administration

Online Banking User Guide

Get started with

4

Additional Users

Need to give access to
another user?

Follow the steps on
pages 1-4



Additional User Setup

Step 1

Select the Business Admin widget
from the left menu. (If you do not see
the widget, select More, then

select Business Admin)

Step 2

Click the Roles tab, and then click
Add a Role.

Step 3

Enter the Role Name & Description,
then click the Create Role button.
You may be required to provide
additional verification.

MSM Business Admin
E Payees e
BUSINESS %
ADMIM e
2
©
Authorizations Payees Roles s
—

You have not created any roles.

Add a new role X
Role Name * Name this role
Description * Describe the role

200 character max limit

Create Role

Verification Needed x

Please verify your identity before completing this
action.

o @

Questions Email




Additional User Setup

Steps 4 - 7 will explain how to setup roles, assign permissions, link accounts and
assign dollar limits. Note: To create additional roles, repeat steps 1 - 3.

Step 4

With your role saved, you can now
customize the permissions for this
new role. Click the Pencil Icon #
S0 you can enable authorizations
needed for this specific role.

Note: The pencil icon can be selected
to make future changes.

Step 5

Next, scroll down and click
Add Accounts.

Step 6

Select the account permissions for
this role, and which accounts to
assign to this role. Then click
Assign Account(s).

Treasurer 4
Financin o 0 Users

© AddaRole

DESCRIPTION Financing

PERMISSIONS E

ADMINISTRATION

ALLOWED TO AUTHORIZE

Accounts & Limits

ACCOUNTS

This rcle has no assigned accounts.

Add Accounts

Assign Accounts to this Role

Savings Goals INTERNAL ACCOUNTS

One-Time Payment I Basic Business Chec...
PeoplePayFrom
+/ Stop Payment
Transfer Funds Into
Transfer Funds Out From
View Account
View Draft Images

View Statements

Wire Funds Out From

l Business Savings

ACCOUNT PERMISSIONS Select A Select accounts you want to assign to the Treasurer role.
ACH
Internal External Selected
BalancePeek

Q search Accounts

Select Al

Cancel

Assign Accounts




Additional User Setup

Step 7

Next, click Edit Limits to set the
dollar limits on each account.
Once you have your settings in
place, click Save Changes.

Note: Permissions must be
assigned before editing limits.

ACH Collections

ACH Payments

External Transfers

v Internal Transfers

v Wire Transfers

LIMITS e
You have not configured limits for your accounts.
Edit Limits
METHOD DESCRIPTION DAILY WEEKLY MONTHLY

Authorized limit { 0\| { 0 D]
Max limit [ o] { 0“ [ D;|
Authorized limit ‘ 0 | [ 0’ 0.1|
Max limit [ o] { o“ [ g-|

Authorized limit: Max amount that can be submitted without additional authorization or approval,
Max limit: Max amount users with this role are able to submit.

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

Steps 8 - 10 will explain how to create a user. Note: To create additional roles,

Step 8

Click on Users tab, then click
Add a User.

repeat steps 2 - 7.

Authorizations ~ Payees

All Users

Roles

© Addauser

Users

You have not created any users. Click on "Add a User” to create a new user.




Additional User Setup

Step 9

Enter the following information:

e Username

e First Name

e Last Name

* Email

* Assign the role you wish this
user to have, that you created in
steps 1-7

Then click Create User.

Step 10

Enter as much information about
your authorized user as possible
including phone number and
address:

* Name

e Contact Info (optional)

Then click the Save Changes
button.

Username *

First Name *

Last Name *

Add a new user

l BusTestJohnl

‘Check Availability

lJohn

l Doe

Email * l john@businesstest.com l
A temporary password will be sent to the above email address.
Role * Treasurer v
Cancel Create User
Authorizations Payees Roles Users
All Users
John Doe
‘ Tressurer ‘ John Doe
’ e Add 3 User ] USERNAME BusTestlohnl
NAME John Doe

CONTACT INFO

EMALL *

john@businesstest.com

PHONE

Home Phone

Mobile Phone

Work Phone

ADDRESS

I Address Line 2 (optional)

E )

Zip Code

et




