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User Management (Non-Corporate) 

Learn how to efficiently add a new user to your business banking portal and assign 
specific account permissions. This guide ensures you can set up role-based access 
control to keep your business transactions secure and organized.  

  

1. To manage users, select the "Business Banking" menu and then select "Users".  

  

  

  

 



   
 

If you need additional assistance, please contact our Client Services Team at (713)999-8875.   
                                                                                                    2 

 

User Management (Non-Corporate) 

2. Click the "Add User" button to create a new user.  

  

3. Enter all personal and login details on the screen for the new user.  The "Login ID" 
and "Password" requirements will be listed in the drop-down for reference when 
entering the information in the corresponding fields.  Please note that the 
password assigned is temporary.  The user will be asked to change the password 
upon initial login.  Click the "Save New User Details" button when done.  
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User Management (Non-Corporate) 

   

 

4. Click on each transaction type listed to configure the users entitlements and 
limits.  
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User Management (Non-Corporate) 

5. On the "Rights" tab, select the users "Draft", "Approve" and "Cancel" rights by 
toggling the checkmarks on or off.  "Draft" allows a user to initiate a 
transaction.  "Approve" allows a user to authorize a transaction.  "Cancel" allows a 
user to cancel a drafted transaction.  

  

6. Click the drop-down menu next to the "View" option to establish the necessary 
view rights.  "All" can view transactions initiated by any users within the 
company.  "Account" can view transactions initiated within accounts the user is 
entitled to online.  "Own" can only view the users own transactions.  "None" 
cannot view any transactions.  
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User Management (Non-Corporate) 

7. In the "Approval Limits" section, enter the users transaction dollar and count 
limits.  
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User Management (Non-Corporate) 

8. Click on the "Features" tab.  

  

 

9. Select the appropriate non-transactional features the user should have access to.  
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User Management (Non-Corporate) 

10. Click on the "Accounts" tab to designate the users account rights.  

  

 

11. Click the "Show unassigned accounts" link.  
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User Management (Non-Corporate) 

12. A circle with a slash means the access is disabled but can be enabled.  A 
checkmark means that access is enabled.  Click the "Save" button to complete the 
process.  

  

  

 

 


