Getting Started: Create A New s
Business Sub User ot

Create A New Business Sub User

1  LogIn to Your Account

 Navigate to the Login Page: Vermont Federal Credit Union
* Navigate to the Business Banking tab.

* Click on Business Admin
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2 Adding New Business Users

* Click the Users tab

* Click the + button to Add a New User
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3  Adding New Business Users

« Select the New User option

» Then click the Next button

Create New User X

Select Type of User

Step T of 6

New User

| want to create a brand new user.

Copy A User

Copy permissions and accounts from an existing user.

& Warning! You will need to verify that the username is not already in use. You do
this by entering the text of the username, then pressing the arrow on the right
side of the field. If you do not complete this step the "Next" button will not be
selectable and you will not be able to move forward in the process.

Username

Usarname @
test123a

Check username availability




5 Adding New Business Users

« Fill out all Required fields
* Fill out any Optional fields if needed

* Click the Next button

any wEEpnue 1umat

Username
Username
test321 @

Username available

Address
[ Address 1 (Optional) ]
0/30
Address 2 (Optional)
/30

City (Optional)
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6

Setting Business User Permissions

« Select which permissions are applicable to your user using the sider buttons

« If all the permissions in a section apply, you can use the Select All button

Create New User

Step 5 o1'd

Administration

Manage Users

Add, edit, and delete business users to access banking
features and accounts. Users with this permission may also
add and edit transaction limits.

Edit Business Contact Information
User is able to edit the contact info.

Feature Access



7

Setting Business User Access Levels

* No Access - User cannot make actions
» Submit - User can submit transfers
» Authorize - User can authorize transfers

» Submit & Authorize - User can submit and authorize transfers

< Internal Transfers

Select Access Level

No Access ”
No Access @
Submit

Authorize

Submit & Authorize



8

Setting Business User Limits

« Users with Submission and Authorization access require limits to be set
» Limits are set Daily, Weekly, and Monthly

* You can also require Dual Authorization

¢ Internal Transfers Close

Select Access Level

Submit & Authorize

Limits
Submit Up to
The maximum limits this user will be able to submit
rf\‘ Weekly Monthly
$1,808.00 $5,000.00 $10,000.00
Dual Authorization Above @

Require approval on all submissions above a specified amount
Authorize Up to
The maximum limit this user will be able to authorize

Weekly Monthly

$1,000.00 $5,000.00 $10,000.00



9  Setting Business User Limits

* Note: The system will display a warning message if you fill out limits left to right as Daily
limits cannot be lower than Weekly or monthly limits

» This message will clear once all fields have been properly defined

* Once you have defined all applicable limits select Apply

Limits

Submit Up to

The maximum limits this user will be able to submit

(@ Submission Limits K

Weekly must be less than or equal to monthly.

Daily Weski Monthly
$1,000.00 [ $5,000.00 j ( $T0,000.00‘ j

Dual Authorization Above ®

Require approval on all submissions above a specified amount

Authorize Up to

The maximum limit this user will be able to authorize
Daily Week| Monthly
$0.00 $0.00 $0.00
Y
) @ lotstalk

( Cancel )




10 setting Business User Limits

« Once you have selected all applicable permissions select Next

usfng'NAC HA or .csv files.

Receivables Unselect All

Remote Deposit Capture e

Ability to capture deposits.

Next @ etstalk!
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11 Adding Users to Business Accounts

« Next you will need to grant the user access to the individual accounts that they will need.

Create New User X

Accounts

e
g
14
‘3
I8
(%]
=
(a3}

You have added 0 accounts to Add at least one account.
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12 Adding Users to Business Accounts

» Select all the accounts the user should have access to

« Once complete, click Select Accounts

< Select Accounts

Q, Account Number Or Nickname

Checking (0 of 2)

D t.i. Free Business
®

Savings (0 of 1)

@ Business Primary Share



13 Adding Users to Business Accounts

« Select all the accounts the user should have access to
» Once Complete, click Select Accounts

* Note: The number in parenthesis indicates how many accounts you selected

< Select Accounts

Q Account Number Or Nickname

Checking (2 of 2) Unselect All

O o iisc niisiviass o,
\!/0 Free Business 7410

B @ Mountain Traders ****0798

Savings (1 of 1) Unselect All

B @ Business Primary Share ****7401

Select Accounts (3) @ letstalk

Back



14  setting Business Account Permissions

« Select the account permissions using the sider buttons
« If all the permissions in a section apply, you can use the Select All button

» Once complete, click Next
Create New User X

These will be applied to all eligible accounts within each
account type. You can change the permissions individually in
the User Details section after creation.

Checking (1 of 12) @

[}

([ ]
Wire Funds Out Fr
Pro o
View Statements
Vies ®
View Draft Images ®

@ Letstalk!

Back

Tip! You can change the permissions for accounts individually in the User Details
section after you have finished creating the user's account.



15 Creating a New Business User

* Review all user account information
« Select the pencil icon next to any section if you need to make updates

» Select Submit when complete

Address
No address

Primary Phone Number
No phone number

Secondary Phone Number

No phone number

Permissions V

Back



16 Verifying Your Identity

» Click "Send Code"
« This will send the master user a two-factor authentication code to verify
* Select either Email or Call

Create New User x

Please verify your identity before completing this action.

Email  Call

The verification code will be emailed to i@i.com.

(. e e




17  Verifying Your Identity

» Enter the code that was sent to via Email or Call
« If you have an issue, can click Resend Code

» Once complete, click Verify

Create New User

Please verify your identity before completing this action.

Email  Call

pire in 5 mirutes,

Enter code

@ Let's talk!

Cancel )




18 Reviewing New Business Users

« Click View Details to navigate directly to the new user's account

* Click Done if you are finished creating the account.

Create New User x

@

New User Created

Success! Test New User has been created.

. tetsiald

Do

@ Tip! If you need to change the permissions for accounts individually use the view
details section here, which selects the user you just created. Alternatively, if you

need to do this at any time after user setup you can navigate to Business

Banking > Business Admin > Users > Select User's Name > Account Access.



Copy An Existing User to Make A New User

19 LogIn to Your Account

« Navigate to the Login Page: Vermont Federal Credit Union
* Navigate to the Business Banking tab.

« Click on Business Admin
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20 Copying Existing Business Users

* Click the Users tab

* Click the + button to Copy a User
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Authorization Requests

ACH .
Sort By: | Date
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21 Copying Existing Business Users

* Select the Copy a User option

» Then click the Next button

Create New User %

Select Type of User

O New User

I want to create a brand new user.

OC:p,

Copy permissions and accounts from an existing user.

User

. Let's talk!

Cancel



22 Copying Existing Business Users

* Select the Copy a User option
« Select the user you would like to copy from the dropdown menu
* Then click the Next button

Select Type of User

Step 1of &

New User
| want to create a brand new user.

. Copy A User

Copy permissions and accounts from an existing user.

What permissions do you want from this user?
Permissions & Limits

Account Access



23 Copying User Permissions, Limits, & Access

« Select if you would like to copy Permissions & Limits and/or Account Access of the
selected user.

* Click Next

Create New User x

Select Type of User

New User
| want to create a brand new user.

@ copy A User
Copy permissions and accounts from an existing user.

Select 3 user to copy o
Test New User
What permissions do you want from this user?
Permissions & Limits
Account Access
@ Letstalk

Cancel



24 Copying Existing Business Users

« The only required fields you will need to fill out for a copied user are First Name, Last
Name, and Username
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& Warning! You will need to verify that the username is not already in use. You do
this by entering the text of the username, then pressing the arrow on the right
side of the field. If you do not complete this step the Next button will not be
selectable and you will not be able to move forward in the process.

Username

Username
test123a \ :}

Check username availability




26 Copying Existing Business Users

« Fill out all Required fields
« Fill out any Optional fields if needed

* Click the Next button

Secondary Phone Number (Optional)

Office Phone Number (Optional)

Username

Username

test3211 @

Username available

@ Let'stalk!

Back



27 Setting Copied User Permissions

» Review the user permissions and make any necessary changes

* Then select Next

Edit Business Contact Information
User is able to edit the contact info.

Feature Access Unselect All

View eDocuments
View statements, notices, tax forms, and annual credit card
summary.

Access Card Management
Ability to manage card,

View Account Analysis Statements
Ability to view analysis statements.

External Account Aggregation

Allawe 2 suh niger $n annaranate evternal arrninte ta view

Back



28 Adding Copied Users to Business Accounts

» Update any account access by clicking Add/Remove Accounts

* Then select Next

Create New User X

Accounts

Step4of 6

You have added 3 accounts to Test

Add/Remove Accounts A/

Checking
® Free Business **"**7410

® Mountain Traders ****~ 0798
Savings

® Business Primary Share ***7401
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29 Ssetting Business Account Permissions

» Make any necessary updates to the account permissions.

» Once complete, click Next

Ihese will be applied to all eligible accounts within ach
account type. You can change the permissions individually in
the User Details section after creation.

Checking (12 of 12) Unsetect All

View Account
account, and view t
ed transactions in the

< account's balance and the
ly Accounts' widget

ACH
Provide ability to submit ACH Batches from this account,
and View scheduled and Historical ACH submissions from

ccount.

Bill Pay From

Ability to pay bills from this account.

Wire Funds Qut From
ity to submit Wire requests and View Scheduled
and Historical Wire submissions from this account

View Statements

statements for this account. NOTE - this
y other if this account’s st
are combined with other accounts.

. Lt tall
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30 Copying a Business User

* Review all user account information
» Select the pencil icon next to any section if you need to make updates

« Select Submit when complete

MU EDD

No address

Primary Phone Number
No phone number

Secondary Phone Number

No phone number

Permissions V4

@ otstalkl

Back



31

Reviewing Copied Business Users

« Click View Details to navigate directly to the new user's account

* Click Done if you are finished creating the account.

View Details

@ Let'stalk!

Done

Tip! If you need to change the permissions for accounts individually use the view
details section here, which selects the user you just created. Alternatively, if you
need to do this at any time after user setup you can navigate to Business
Banking > Business Admin > Users > Select User's Name > Account Access.





