Getting Started: How to Create or S
Give Access to a Sub User e o

1 Step 1: Log into Your Business Account

1. Log into your business account using your credentials via the online
banking.online.vermontfederal.org

2. Navigate to and click on "Business Banking" then select "Business Admin" and click on
"Users."
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Step 2: Add a New User

Click on the + (plus) icon
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3  Select the "New User" box.

Create New User

Select Type of User

Step 1of 6

ew User
I want to create a brand new user.

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

Cancel




4 Fill out the required information, including creating a username for the sub user.
(The username should be provided to the sub user by the person who is
creating the new sub user profile)

Create New User X

Secondary Phone Number {Optional)

Office Phone Number (Cptional)

Username

Address 2 (Optional)

City (Optional

5 Click "Check username availability"
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6  Step 3: Set Permissions and Limits

1. On the "Permissions and Limits" page, assign the appropriate access for the sub user.

Create New User

Step 3 of 6

Administration Select All

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 Select All
View eDocuments

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

Access Card Management Y
Ability to manage card

View Account Analysis Statements ®

Ability to view analysis statements.




7 1. You can assign access in the following areas: (open each area to see what access is
included)

+ Administrative Access

* Feature Access

* Payment Type Access

« Payments Destination and Receivables

* (You also have the option to grant full access to the sub user.)
External Account Aggregation

Allows a sub user to aggregate external accounts to view .
balances and transactions.

Payment Types
Select transaction access [imits

Internal Transfers
WO ACCESS

External Transfers

NO ACCESS

Bill Pay

NO ACCESS




8  Click "Select Accounts"

Create New User x

Accounts

Step 4 of 6

You have added 0 accounts to Eddie. Add at least one account.

+ S§ Accounts

9 Select the accounts you want to grant access to the sub-user, then set the
account permissions.

Q, Account Number Or Nickname
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10 step 4: Review and Submit

1. After assigning permissions, click "Next."

2. Review all the entered information to ensure accuracy and click "Submit."

Create New User x

Review Information

Step 6 of 6

Basic Information /

Name

Eddie Hall

HallTest

Email

digitalsolutions@vermontfederal.org

Address

No address

Primary Phone Number

No phone number

Secondary Phone Number

No phone number

Back




11 Select your preferred verification method (via email or SMS) and verify your
identity

Create New User

Please verify your identity before completing this action,

Text Call

The verification code will be emailed to b***e@vermontfederal.org.




12 step 5: Manage Sub User Profiles

1. Once your identity is verified, you can view the newly added user profiles.

2. From this page, you can edit, manage access, or change permissions as needed.
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13  Sub User Login Setup -STEPS

1. The sub user will need to receive the username from the master business user.

2. The sub user will receive a temporary password via email that will expire within 24 hours.



14  step 7: Sub User First-Time Login

1. The sub user need to open the Vermont Federal Credit Union website or downlead the
mobile app and select "Login."

cookie will be used in your browser to remember your preference not to be tracked

Accept Decline

s & Home Loans ~ Credit Cards ~ Insurance Services Investment Security 2 Login

Online Banking

Username*®

H -

Password*

DEPOSIT RATES

(As of 8/27/2024)

15 They will verify their identity via a code sent to their email
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16  They will then create a new password and gain access to online banking.

Create your password

Your password must be at least ten characters in length, contain at least one
lowercase letter, at least one uppercase letter. at least one special character, and
at least one number. Only the following special characters are allowed: ~ @ # §

b dd - S TR D S
Password ~
) @
sesseanans
Password Strength Is Fair
Confirm Password *
& o @

sensensnne

Matches



17 New added sub user can now access online banking.

Note: If you encounter any issues, please contact member support for assistance
(888) 252-0202. Thank you!
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