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Adding Users and Services

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

1. Inthe Administration tab, click Manage Users in the Company Administration section. The User
Administration page will appear on screen:

Business eBanking

Welcome Reports w  Transfers and Payments w  Account Senices v  Administration w
[

» User administration

User Administration

Review the options listed below for available user administration tasks.

User administration
approval

Account administration

To quickly entitle a new account for company users, go to Express Account Management

Approvals administration

View invalid login report Create New User

View user setup report s 3 E
BIepo To create a new user. click on the button below. You will have an opportunity to copy an existing user during the process

Express account

management Create new user

Manage Existing Users

To manage a user's profile, roles, senices & accounts, system access, or change limits, click on the appropriate user ID

2. Click the Create new user button. The New User — Profile page will appear:

Disclosures | Help | SignOff

Business eBanking

Welcome  Reports w  Transfers and Payments w  Account Senices w  Administration w

——— St

_

Profile Rol services & unt imit

New User - Profile

Enter the new users information below, and click "Continue”. To save this new user as a draft 1o be completed at a later time, click the link "Save as Draft™

User Information

User ID:

Password
(Passwords are not case sensitive, are 8 1o 12 characters long and must contain at least 1 letter and 1 number )

Confirm password

First name:

Last name

Primary e-mail address:

Secondary e-mail address (optional)

Additional information (optional)
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3. Complete the field as required.

Fields Description
User ID Enter the ID that the user will use to sign on Business eBanking
Password Enter a starter password that follow the on screen instruction. (Passwords are

not case sensitive, are 8 to 12 characters long and must contain at least 1
letter and 1 number).

Confirm Password

Enter the same starter password again.

First Name

Enter the new user’s first name.

Last Name

Enter the new user’s last name

Primary e-mail

Enter the email address of the new user.

User Telephone Number

Enter the DIRECT telephone number of the new user. If no direct telephone

number available, please contact Cash Management Services.

4. Click Continue. The New User — Roles page will appear on screen:

Discliosures | Help

Business eBanking

Welcome Reports w  Transfers and Payments w  Account Senices w  Administration w

l

Profile Roles

L

New User - Roles
Select roles for this new user, and click "Continue. " To save this new user as a draft to be completed at a later time, click the link "Save as Draft."

New user. Tom Banker (TBANKER) Edit
Copy Existing User (optional)

To save time in creating a new user, copy roles, senices, and accounts from an existing user. Select the appropriate option and link below. Roles, senices. and accounts wall be selected to match the
copied user, and can be edited as required

@ Do not copy user

Copy user. Select user
User Roles (optional)

Allow this user to setup templates
(This entties the user to template setup capabilties for only those services and accounts to which the user has been entiied

Allow this user to approve transactions.
(This entgies the user 1o ransmi capabiities for only those services to which the user has been enttied )

Grant this user administration prmaleges
(This wil slow the user to add, modify, copy and delete users, modify ther roles, sences and account access, rename accounts, and modily the number of approvers required for requests.

Continue

How Do | Terms FAQs
5. Optional — Check the boxes under the User Roles column that you want to assign to the new user.
6. Click Continue.
7. The New User —Services & Accounts page will appear on screen.
8. Select the services you want to enable and accounts you want to entitle to the user.
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Deictasres | Hew | Gan O
Business eBanking

Wecome  Rapois w Tonefersand Paymants » fccounl Savaces »  Admnsieton »
R

Predil Hulis Barvices & Accodnls Limiis Warilicagan

MNew User - Services & Accounts

Bl sardeis and acooiis for 1his new usar end click "Continid.” To S s naw usEr s 2 deal b Be complaied of a labar fime, click the link "Sew o
Crahi.”

K pser- Arthur Sdmin (BDMRN2E]  Edi

Senices & Accounts (eplional)

T anable 3 Servicio and as2ign accauwms. clik on tha asprapiae Nk To dsable all sevicid and Looaunts, dick "Char al.”

9. Click Continue.
10. The New User — ACH Limits page will appear on screen.

Disclosures | Hep | SignOff
Business eBanking

Welcome  Repots w  Transfers and Payments w  Account Seices v Administration w
—

|

Profile Roles Services & Accounts Limits Verification

New User - ACH Limits
Enter or make appropriate changes to ACH limits for this new user, and click "continue”. To save this new user as a draft, to be completed at a later time, click the link "Save as draft

New user. Tom Banker (TBANKER) Edit

ACH Daily Maximum Limit

Enter the maximum daily amount allowed for the sum of all user's ACH transactions. The limits must be no greater than the company limit set by the bank. View Company Limits

Userdaily imt: ¢~ 1500,000.00

ACH Daily Maximum Service Limits
Enter the maximum daily amount for each of the user's ACH senices or select the No limit checkboxes The limits must be no greater than the company limit set by the bank. View Company Limits

ACH senvice Mo Limit_ User Daily Sorvice Limit
ACH File Upload v
ACH Account Limits

No accounts are currently entitled for the semices that utilize ACH user limits

S.M_E_M

How Do | Terms FAQs

11. Set the ACH Daily Maximum Limit, ACH Daily Maximum Service Limits, and ACH Accounts Limits.

12. Click Continue.

13. The New User — Wire Limits page will appear:

14. Set the Wire Daily Maximum Limit (top left empty box), Wire Daily Maximum Service Limits (two
empty boxes, mid right), and Wire Account Limits (bottom section).
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Business eBanking

Weicome  Repots w  Transfers and Payments w  Account Serices w m

e ——————————————————————————

T TR T SgTOTT

Profile Roles Services & Accounts Limits Verification

New User - Wire Limits

Enter or make appropriate changes to Wire limits for this new user, and click “"continue™. To save this new user as a draft, to be completed at a later time, click the fink "Save as draft."
New user: Tom Banker (TBANKER) Edit
Wire Daily Maximum Limit

Enter the maximum daily amount allowed for the sum of all user's Wire transactions. The limits must be no greater than the company limit set by the bank. View Company Limits

User daily limit s 1.000.000.00

Wire Daily Maximum Service Limits
Enter the maximum daily amount for each of the user's Wire serices. The limits must be no greater than the company limit set by the bank. View Company Limits

Wire Domestic One Time s 1.000,000.00
Wire USD Intl One Time $ 1.000,000.00
Wire Account Limits

Enter limit amount for each of the user's Wire accounts

*1166 - south account ) i
*1346 - corporate ) 2
*2244 - checking 8 v v

*2518 - expense account

<
<

*2910 - OPERATING ACCOUNT

<
<

2911 - CHECKING 2

15. Click Continue.

16. The New User — Verification page will appear on screen:

17. Review & finalized the information on this page before clicking submit.
18. Click Submit.
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Dackasss | Wep | Siga 0
Business eBanking

Wecome  Rapots +  Tronsiers nd Paymesis ™ Accoum Sersces | Adminswstion =
——

r—

Profile Finlas Sapdicas & Accoums Limis Verification

MNew User - Verification
The rew sxsr you heve smisred is now complete. Bevies summany islomation Belaw ang click “Seberit ~ T save (s new user s o drd S0 be compleied a1 2 e fame, click the ink “Soave oy Diafl =

To malca changes. click on thit Sechian i The pogress bar ai 1he tap of P page, or e appropnate kak beiw.

Profile Changn Prgliy
Ham Tars Bankes
Ueeris: TRANKER
Py e-mai addass 1oy e by e £om
Telaphine numier. ETR: =+ ebr]
Roles Chasgs Aoles
Esbind 2k Aedrirataton

Setp

Approval
Serdices & Accounts: Ghawge Serates § Accons
Enabivd conscas: Bod 37 aaalabis
Limits: niigs Lirsd
Limity compleisd ACH

[

Submi | Syt i Dink

Haw Do | Teme Fade

Note: For companies that do not require multiple approvals for Administration, clicking Submit creates and
activates the user. For companies that require multiple approvals for Administration, clicking Submit submits
the user profile for approval by other Administrators in the company.
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Copying Users

To copy a user’s access and create a new user, complete the following:

1. From the User Admin page, click the Create new user button. The New User — Profile page
appears:

[T wes | Mol | Signon
Business eBanking

Walcoms  Raperts »  Trenshes and Paymants = Accoum Senvces w | Adminisiation -

|

Profile

New User - Profile

Entar tha new esars information balow, and click “Cantinue”. Ta sava this now user s a drt 10 ba compiatad ot 3 kstar Sme. click tha ink “Save a5 Draft”
User Information

User 1D

Pasmword
(Passivards are ot cose senste are 6 18 12 charesiens ng and must eoelin ot las! | iter 598 1 sumber )

Cantern pasaword

Fiest name:

Last nama:

Primary wemail addess:

Sacondary a-mal address jopsisnall

additicnal information {optiosal)

User Telephone Number

The taiephons number is used ta contact er notify the userfor security reasans. An extension is equised when needed to reach the user within an office phone system
Label CountryRegion ArealCity Code & Number Extension
Wok v LUMITED STATES

fad addtional tek:phont mumzer

Sexas0o

How D | Terms Fiis

2. Complete all the fields on this page.
3. Click Continue. The New User — Roles page appears.

Dmeessren | mew | sgnon

Business eBanking

Welcome  Repoiz w  Transhwsand Payments »  Account Senices w  Adminisirsation. »
—

Piofils Roles fces B Accoun is rifica

New User - Roles
Salect miaa for thia N usl. and clek "Contnin " To SIS INA W UAAT 38 B daf 1o B2 complatad 8 A late time. chok the Ik Save ae Ot
New user: Tom Bankes (TBSNKER) Edt

Copy Existing User (optienal)

To save time in crealing a new user, copy roles, senices, and accounts fom an existing user. Select the appeoprate option and fink below. Rcles, sendces, and accounts will be selected to match the
coped wser, and can be edied o3 recuired
@& Donot copy user

Copy wser Selact ysed
User Roles (optional)

Allow this user to setup templates
[Tris endiies s wser o bemplade webip £apatiies Jor iy Fiose services. and aconaris 3 which e user s een entied

Allaw (Ris User 10 approve tmneactions
[This. secion the ser 10 Erasurmd capebBtan for 0oy FOus BArVCHS 1o shich e uar bas baen itied |

Grant Thes: LiAaT SEMinArMGn pranges
[Thin il mlows tha wnar iz w8l by, ecpy ard delete cumrs, reebly Sur roies, Sarvems ass Kessus socews, rasarms sezsunss, and medhly tha rumser of nsproeers ragured o recurs |

Contams | spe gy Ogn

Haw Dol Terms FAQs

4. Under the Copy Existing User section, click the remote button next to Copy user.
5. Click the link Select User. A pop up window will appear:
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Copy Existing User

Select the appropriate existing user to copy, and click “copy user”.Roles, senices and accounts will

be selected to match the user selected, and can be edited as required.To return to the new user roles
pages, click "Do not copy user”

Copy user Do not copy user

6. Select the existing user that will be copied.

7. Click the Copy user button. The window will close. The User Profile page will appear with the
selected user to be copied:
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Cmcire ey iy | Gagnon

Business eBanking

Velcome Repars w Transiess and Payemants v Accoumt Sennces w Admarestiabon v

New User - Roles

Salect imles fof thig new uses, and chek "Tonbrus ” To ame the naw Usar 35 5 draf 1o Bs complatad 84 5 lsbes time, chok tha [mk "Save a8 Dial "
Hew uger: Tom Bankes (THANKER) Edt

Capy Existing User (optianal)

To save time in crealing a new usern, copy roles, sendices. and accounds flom an wosting user. Sekect the apgeopniats eption and link below. Roles, senicas, and accomts will be selected to maich the
coped user, and can be edied a5 required.
@ Donot copy usar

@ Copyuser Tom User Changs user
User Roles (optional)

Blow this used 1o setup lampleles
Tris entlies e user 1 Dempiane Selup COPALEGES Tor Enly ThO48 BENACEs 4nd SECOSES 13 wHHeE The 88! NS Deer entiid

Allow this user 1o appove transachions
[This entties the user 10 rassrTa capebies for oaly NOSE Senioes 10 which e bner Las been enitied |

Grant thes uisar sdman isirsten praeges

(Thin. wil slzw (b weer iz msd modfy copy snd debsis cusr, modily Fur riss, VervCsE B30 RCCEUT! RCTRON, FnSTe BrosErRy, nd modfy he nemser of spprosens regured dorregusain |

Continue % 5 Do

Haw D | Terms Fidis

8. Click Continue.

9. The New User- Service & Accounts page will appear.

10. Add, enable, and modify the services and accounts on this page.

11. Click Continue.

12. The New User ACH Limits page will appear.

13. Set the ACH Daily Maximum Limit, ACH Daily Maximum Service Limits, and ACH Account Limits.
14. Click Continue.

15. The New User — Wire Limits page will appear.

16. Set the Wire Daily Maximum Limit, Wire Daily Maximum Service Limits, and ACH Account Limits.
17. Click Continue.

18. The New User — Verification page will appear.

19. Review the information on this page.

20. Click Submit. The New User — Confirmation page will appear.

Note: For companies that do not require multiple approvals for Administration, clicking Submit
creates and activates the user. For companies that require multiple approvals for Administration,
clicking Submit submits the user profile for approval by other Administrators in the company.
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Deleting Users

To delete an existing user, complete the following:

1. From the User Administration page, click the User ID of the user you wish to modify. The User
Profile page will appear.

Ducosaren | %0 | Sion O
Business eBanking
Wecome  Repots w | Translers snd Payments v Account Senices u
» Usar administration
User administration User Profile =) Pont thia page
Aecoust g To edit the user's profile, click the appropnate edit fink To delete this user, chick "Delete user.” To medify the user's system access, click "Edit User
PPPIIGES SORSS I, To view a differord user profle, return to User Administration
View invahid logn repant
View user setup report User Information Edt User Information + Delate user
Expross account Name: Tom User
oz User ID TOMUSER
User status Actve
Contact Information Eda Contact Information
Primary e-mail adcress tom uses@bank com
Secondary e-mal address No secondary e-mail address on file
Telephone number Work: 41 (414) 9621651
Roles £t Roles
Ademistraton
Setup
Approval
Services & Accounts Edit Senices § Azcounts
Account Repots Semce enabled, accounts not appheabie
ACH File Upload Senice anabled, accounts not applicable
ACH Pasitve Pay Senice enabled, accounts entitled
Wire USD Intl One Time Semce enabled. accounts entiled.
Wire USD Intl Tempiate Based Senice enabied. accounts enttled
Limits
ACH Edit
Wire Edit
ba O L IO

2. Click the Delete user link. The Delete User page appears:
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Business eBanking

Dmclosures | Halp

Welcome  Repods =  Tanslers and Paymenis = Accound Serdces = | Adminisiraiien w
L

b Usor administration

iaed administration
appraal

Ascount administration
Appeavals administration
Wiew invalid login repor

Wiaw user sstup repon

Haw Da L. Tarms

User Administration - Delete User

Wou have requested to dalete the followng user. Once deletad, the user cannet be recovered. Schaduled ragquests s81 up by this user will be delatad.
T dalate this uger, chek “Dalsle used, of rebum to User Profle.

User Information

Hama: Tom Banksr
User ID: TBANKER
Uiser siatus A tive

Contact Information
Primary ¢-masl acdrass: torn banker@abebank com

Sacondary #-mail address Ho secondary s-mail address on file
Telephone mumber Work +1 (414) 862-2222

Roles

| Roles:

Sign Off

Admarasiration
Satup
Approval
Services & Accounts

Service

Account Repons Service enabled, accounis net applicable
ACH File Ugload Serice enabled, accounts not applicsbla
ACH Positive Pay Sandce enabled accouvms emitled
Daposit Account Repoting Serdce enabled, accounts not applicabia.
Pasitra Pay Sarate anabled, accouats catitlad
Rovarsa Positive Pay Serace enabled, accounts entitled.
Wirs Domestic Ona Time Sarnce anabled, accounts eetitlad
Wire USD kil One Tirme Serace enabled, accounts entitiad.

Deleie users Do mot ezt

FAlls

3. Click Delete User. The User Administration page appears, the deleted user is no longer listed.
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Express Account Management

Company users with administrator roles also have access to the Express Account Management page.

This page allows company users to quickly entitle a new account for multiple company users without

having to go through the entire account for multiple company users without having to go through the

entire account setup process.

To get to the Express Account Management page:

1. Inthe Administration tab, click Express Account Management in the Company Administration
section. The Express Account Management page will appear:

Discosures | Heop

Business eBanking

Walcome Hepods w lranstas and Payrments v Account Sevces v Adminsbabon w

User ademmsteation

Express Account Management

User admenstration

FpEr Select the usel and account to manage and click "Go™. The avalable services for the account wil be Gisplayed below
Account administrotion .

Select ths servces that the selacted account will be assigned to, and click “Save changes’. Saved changes will override curent antitlemants for the
Approvals admanistration selected account and semces. To resew changes. oo to User Adminstraton

View nvalid loge report
View tses setup eport

» Express accoun

nnnageman:
User - Accourl.  CHECKING 3.Chocking-*2912 -  Sexch Go

fow Do | Tems FAQs

Sign Oft

2. Find a user by clicking the User drop-down list and clicking on the name.

Note: If the company has more than 20 accounts, a Search link appears next to the Account

drop-down list.

3. Click Go.
4. The Express Account Management page will appear, showing the service entitled for the user.
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Desciosures |
Business eBanking
Welcome  Reporis »  Transfers and Payments = Accourd Sendces »  Adminisbiation w
Manage users
Approve e chepes Express Account Management
Manags account Salect the user and account to manags and cick "Go®. The avalable serices for the accourt will be deplayed balow.
rmeten Salect the sarices that the selected account wil ba assigned 1o, and click "Save changes”. Saved changes will svemida
Manage approval seltings cumant emitlemems for the selected account and services. To reviey changes, go to User Admnisiration.
Irnvalid login report
Ugar setup report
» Exprass account
e Uzer  KEW STUDENT.ADMIN104 ol ACCOUNE  CHECKING 3-Checking-"2912 *  Seaich
Manage SEC codos: -
ACH files
gervices for KEN STUDENT (ADMIN104) - Checking - *2912
Entitla Accomnt Alboer Transmit
[ CCO Coll=ction il B
[#  CCD Payment il &l
[#  Faderal Tax B ]
| Full Account Recon |
¥ Information Reporting vl
¥ Intemal Transfer £l &l
¥ Kultigs Account Transfar = [l
| Fartial Account Racon |
| Fositive Pay
Fositive Pay Exception
Maintenanca -
Poaitive Pay lzsua
Maintanance -
|+  PPD Caollection o |
[#  PPD Payment Eil &
[#  Siate Tax il F
[ Elop Paymant El
|+ Wire Domestic One Time - |
= 'é".lalge-ag:mmast-; Temgplale B m
[0 Wire FX Inil One Time ] ]
[T Wire FX intl Template Based ]
[0 Wine LISD Intl Oine Tima - O
2 'é".:r:E;ISD Intl Temglaie — o
Do mait save changes
How Do .. Tarms FAQs
‘ El v

Note: The services that are displayed will depend on the services that are enabled for the account
by the bank. If the service does not have the Transmit functionality, the check box in that column will
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not be shown. If the service is not enabled, the entitlement check boxes are disabled. If the user does
not have the Approval role, the Allow Transmit column is not shown.

5. Once changes have been made, click Save Changes. A confirmation message will appear on the

top of the page.

Note: If multiple approvals are required for Administration, modified user profiles will be submitted

to the User Administration Approval queue.
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