How to Create a User with View Only 4 cHoice sank

Access

Learn how to manage your business banking team by adding new authorized users to
your company account. This guide simplifies the user creation process to help you
quickly grant access to your financial dashboard. This access would be for view only

access.

Administration Access

1 Login to your online banking platform.
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2  Click "Company Administration"
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User Profile Creation

3  Click "Create New User"
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User Administration
Review the options listed below for available user administration quickly entitle a new account for company users, go to Account Administration.
New User

You will have as-apnortunity to copy an existing user during the process.
&« )

Manage Existing Users

To manage a user's profile, roles, service & accounts, system access, or change limits, click on the appropriate user ID. Disabled users can only be unlocked by contacting your financial institution.

User ID First Name Last Name Status

AEBENSTEINER Active System Access
AYOULE Active System Access
BLINGEN Inactive System Access
CMURPHY Active System Access
CSATTER Inactive System Access

DAFNEG6459 Inactive System Access



4  Complete the User Information and User Telephone Number sections.
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New User

User Information

User ID

Please enter User ID

Password

Confirm Password

First Name

Last Name

Primary E-mail Address

Secondary E-mail Address (Optional)

Additional Information (Optional)

| Address (Optional)
\ation (Optional)

Number

nber used to contact or notify the user for security reasons. An extension is required when needed to reach the user within an office phone system.

Country/Region Area/City Code & Number Extension
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5  Click "Continue" to save user information and proceed to user roles.

First Name
Last Name

Customer

Priman F-mail Addraee

Secondary E-mail Address (Optional)

Additional Information (Optional)

User Telephone Number

The telephone number used to contact or notify the user for security reasons. An extension is required when needed to reach the user within an office phone system.

Label Country/Region Area/City Code & Number Extension
Label et Baninn ‘Area/City Code & Number
work - - 7013569700 Extension

@ Add additional telephone number
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Disclosure ‘ Privacy Questions? We can h

Service and Role Configuration

6 Select desired User Roles, such as template setup permissions, and click
"Continue".
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Profile 74

Name: Jack Customer
User ID: jcustomer
Primary E-mail Address:

Telephone Number. Work:

Roles

Copy Existing User (Optional)

(®) Do not copy user.

(C) CopyUser:  Select User
“Useffoles (Optional)

[] Allow user to setup templates

(This£ntitles the user 1o template setup and template approval capabilities for only those services and accounts 1o which the user has been entitled )

[ Allow this user to approve transactions

(This entitles the user to transmit capabilities for only those services and accounts to which the user has beenentitled )

[] Grant this user administration privileges

(This will sllow the user to add, modify, copy and delete users, modify their roles, services and account acoess, rename accounts, and modify the number of approvers required for requests.)
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Profile =

Name Jack Customer
User ID: jcustomer
Primary E-mail Address:

Telephone Number. Work:

Roles

Copy Existing User (Optional)

(®) Do not copy user.

(C) CopyUser:  Select User

User Roles (Optional)

Allow user to setup templates.

(This entitles the user to 1emplate setup and 1emplate approval capabilities for only those services and accounts 1o which the user has been entitled.)

[] Allow this user to approve transactions

(This entitles the user to transmit capabilities for only those services and accounts to which the user has been entitled )

[] Grant this user administration privileges

(This will sllow the user to add, modify, copy and delete users, modify their roles, services and account acoess, rename accounts, and modify the number of approvers required for requests.)
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7 Enable required reporting services and configure specific account entitlements for
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8 Progress through the Services and Limits review screens by clicking "Continue".
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9  Click "Create User"
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