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Adding Users – Business Online Banking 

 

 
To create additional users, follow the below steps: 

1.  Once log in hover over “administration” and select “company administration.  

 
 

2.  Click on the “Create New User” button to create a new user profile.  
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3. Enter the new user’s information. A user ID (we recommend first initial and last name), including 
their name, email address (required to receive their log in credentials), and cell phone number 
(this is only utilized to send the security code verification at their initial login, and a login from a 
new device).  

 

 
 
 
 
 
 
 

 

 

 

 

 

 

The initial password 
entered will be changed 
at the user’s first log in, 
so we recommend 
something easy to 
remember.  Cathay1, etc.  

Enter Mobile Phone of the user for the 1st time log in verification.  
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4. Set up the user’s access permission by selecting the appropriate account access levels and 
transaction limits.  Users can be copied based on already created users.  Please be aware 
copying the administrator will provide the user full access to add and remove all accounts 
and services. 

 
4a) To copy a user you will select from a list of created users already in place.  

 

 

Users can be copied based on an 
existing user or can have customized 

permissions, including view only 
access. (See Below) 



 
 

4 
 

 
 
 

 
 
 

Once the user has been 
selected you will click on 

“Copy User” 

Once you have selected “Copy User” 
you will select “Continue” button.  
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4b) Once you have clicked “Continue” you will see the Services & Accounts that were copied from 
the user created. 

 

 
 

 
  

You will select “Continue” button once again.  
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4c) Once you have reviewed and confirmed the user’s information and access permissions, click on 
the “Create User” button to create the new user profile.  

 
 
 
 

5a) Creating a new user profile for “View Only Permissions” follow steps 1-3 then you will do the 
following: 

 

 

 

 

  

Last step will be selecting “Create User.”  

Select “Do not copy user”  

Once you have selected “Do not copy user” you 
will select “Continue” button.  
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5b) Once you have clicked “Continue” you will click on “Information Reporting” and select the 
accounts you would like the user to view.  

 

 

 

 

 

 

 

  

You will select “Continue” button once again.  

You will select the accounts you 
would like the user to be entitled too.   
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5c)  You will see here the services and accounts that were selected to be view only by the new user.  

 

 

5d) Once you have reviewed and confirmed the user’s information and access permissions, click on 
the “Create User” button to create the new user profile. 

 

 

 

You will see the Enabled 
Services 1 of 36 as only 

accounts were selected to view.  

You will select “Continue” 
button once again.  

Last step will be selecting 
“Create User.”  
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Once you have completed these steps, you can provide the user with their Company ID, User 
ID, and Password.  They will have to change their password at their first login.  They will be 
able to access the accounts and perform transactions based on the access permission that 
you have set up for them.  

 
▪ For customized permissions please reach out to your service team or call the support line 

at (800) 922-8429, Press 1. 


