Business Banking Quick Reference Guide

Manage Users

The Manage Users tab allows business administrators to add, edit, and delete business
sub-users and add. edit. and delete sub-user roles in Digital Banking.

Users
The Manage Users tab opens on the Users page by default. The Users page displays a
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User Details
When you click View on a user, the Details page opens by default. The Details page displays
the name, contact information, and login history for the selected user.

On the Details page, your business account holder can:
1. Edit a user's details
2. Delete a user
3. Reset a user’s password
4

. Unlock a user's account
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Edit User Details

Click the Edit User Details link to update a user's name, title, phone numbers, username, email,
and role. Click the Save button to retain the changes.
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Delete User

Click the Delete User button to remove a user from a business account. As a precaution, a
pop-up appears and asks the user to confirm whether they truly wish to delete the selected
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When a user forgets their password, the business account owner clicks the Reset Password
button to reset the user's password.
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Unlock User

When a user attempts too many unsuccessful logins or fails security, this locks the user’s
account from accessing Digital Banking. A business account owner can click the Unlock User
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Activity Log

The Activity Log page displays a user’s Digital Banking activities such as logins, logouts, and
password resets, transfers and business ACH activity. Click the Activity Log tab to access the
page.
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The Activity Log allows a business user to search for specific activities in the Search bar or
make a selection from the Filter by Device drop-down menu to filter the activities by the device
on which the user accessed the system. When you click an activity, additional details appear
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