Business Banking Quick Reference Guide

Add a New User

Your business account owners may wish to add additional users to their online banking, such as
their accounting department or payroll, to manage payroll transfers, pay bills, and handle other
business needs. The roles assigned to each user determine the accounts they can see and the
activities they can transact on an account.

To add a new user;

1. Access the Manage Users tab and click Add a New User.

Q. What are you looking for? View my Make a Pay my Manage Manage

Accounts Transfer Bills Users ACH

Manage Users
Users © AddaNew User
Users Share your Online Banking account access with others,
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Cortez Adams

Active cadams@lumindigital.com

Susan Barkley

Active Asabawi@lumindigital.com

Richard Fordham
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Active rfordham@business.com
You've reached the end of the st of users:
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Step One: Details
2. Enter the user's First Name, Last Name, Email, and Username.
a. The remaining fields are optional.
3. Click the Next button.

M User:
anage Users € Backto Users

Users

New User
Roles
o
Details Role Review
First Name Last Name
Penny Money

Title (optional)

Payroll Specialist ome Phone (optional)
Mobile Phone (optional) Work Phone (opticnal)
Email Username
pmoney@email.com PennMone

=

Step Two: Role
4. Select a Role from the drop-down menu.
5. Click the Next button.

Manage Users
anage Usern & Backto Users

Jsers New User

Roles n _o Z

Details Role Review
Role
Payroll Manager v
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Step Three: Review
6. Review the new user's information for accuracy.
7. Click the Confirm button.

M u
anage Users < Backto Users

New User

(K1) Roles a a a
Details Role Review E

First Name Last Name
Penny Money

Title Role

Payroll Specialist Payroll Manager
Email

pmoney@email.com

Username

PennMone

Confirm
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New User Added

8. Complete one of the following actions:

e C(lick Done to return to the Users page.

e C(lick View User to look at the new user’s details.

e C(lick Add New User to add additional users.

Man: Users
anage User: & BacktoUsers

Users

Roles

New User Added

Penny Money has been added as a new user. This user has been

sent a temporary password that will expire in 48 hours.

+; Fdten e

The new user now appears on the Users list.

% Sample b,
Financial - .

i " View my Make a Manage
£ Suyoul g for? Accounts Transfer Users

Manage Users
Users © AddaNew User
Users Share your Online Banking account access with others
@ Roles
- Last Name (4-2) v

Cortez Adams

Active cadams@lumindigital.com

Susan Barkley

View >
Active Asabawi@lumindigital.com
Richard Fordham

W >
Active  rfordham@business.com
Penny Money

View >

Active pmoney@email.com

You've reached the end of the list of users
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