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Purpose: This QUICK REFERENCE Guide was created to help you manage Business Users 

 Logging in to Digital Banking  

a. Select your profile name at the top  

right side of the homepage  

 

b. Select “Settings” 

  

c. Select “Users” 

 

 

 

 

 

Adding New Users  

1 Select the “Add User” button on the “Users” home page  

  

2 Enter the user’s information in the required fields on the “User Details” 

screen  

a. User ID ***enter user id requirements Not Case Sensitive (9 – 26 characters must 

not contain the users name)  

b. Temporary Password (12 – 32 characters and must contain lower and upper case letter, a 

numerical digit and a special character)  

c. Confirm Password  
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d. Confirm Status is set to “Active”  

e. First and Last Name  

f. Email address  

g. Mobile Phone  

h. Complete other fields, as necessary  

3 Select “Save”  

 

 

 

 

 

 

4 Set entitlements for the user 

a. Select the “Copy Entitlements from” drop-down menu to copy entitlements from an existing 

user, if applicable.  

b. Check/Uncheck appropriate Entitlement permissions.  

• Accounts  

• ACH  

• Bill Pay  

• Transfers  

• Wire  

5 Select “Save” 
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Editing User 

a. Select the “Edit” (pencil) icon on the “Users” homepage for the desired user.  

b. Edit entitlements, as necessary.  

c. Select “Save.  

 

Editing Entitlements 

a. Select the “Key” icon on the “Users” home page for the desired user.  

b. Edit the entitlements, as necessary.  

c. Select “Save”  

 

Deleting Users 

a. Select the “Delete” (trashcan) icon on the “Users” home page for the desired user.  

b. Select “OK” on the confirmation popup.  

 




