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New Sub-Users and Assign Account Permissions

Setting up new sub-users and
assigning account permissions.

1. Log into your business primary
account in Educators Online Banking.

Educators

CREDIT UNION

Accounts Transfer 8t Pay Open & Apply Cards Financia | Tools Settings & Contact

2. Under “Financial Tools,’ select
“Business Administration.”

Financial Tools

Dashboard Business Administration Savings Goals

Investment Services Spending
Accounts

Financial Health Survey

Dashboard ~ Transfer & Pay ~ Open & Apply  Cards Financial Tools  Settingg

3. Select “Users” tab.

Business Admin

Authorizations = Users

4. In the slide out, enter in the
sub-user’s information.

5. Create a username by
filling in the field.

6. Once all the fields are filled in,
select “Submit.”
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Permissions and Limits

Create New User

o e 7. In “Permissions and Limits,’
set the desired access.

Administration

Edit Business Contact Information
User is able to edit the contact info,

Create New User

8. In “Accounts,’ select which shares
the sub-user will have access to.

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

+ Select Accounts

Create New User

Account Permissions

9. In “Account Permissions,’ select which
features the sub-user will have access

account type. You can change the permissions individually in

e e secton e ton to on the specific share. Different

Checking (1 of 8) Select Al

o permissions can be set for each share.

Bill Pay From
Abity 10 D2 ilsfrom s account.

Back @ Let's Connect!

Create New User

10. The profile is not created unless the
“New User Created” confirmation
appears.

©

New User Created

1 Victorla Memberton has been created.
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Business Admin

Authorizations  Users

All Users Q. Search By Name (First Or Last)

Victoria Memberton 2

< Back to User Listing

Summary ~ General Permissions

Personal Information

(000)1

Account Access

Sub-Users: First Login

Business Admin: Sub-Users

New sub-users will show in the Business
Admin Screen.

Selecting the username will open the view
details and permissions of the sub-user.

1. To login as a sub-user for the first
time, choose the “Forgot Password”
link in the login account section.

Then choose “Reset my
business sub user password.”

2. Next, fill in the fields requested.

Step 10f4

1 Want To

Reset my password Reset my business sub
Choose this if you're an user passwnrd
individual or a business and Choose this if you are a
forgot your password business sub user and you

forgot your password

Step 2 of 4

Verify Your Identity

The following information is used to verify you have an account with Educators
Credit Union and that you are the owner of the account. We match your answers
against our records. You must provide your Userame and Social Security Number,
and answer one of the two optional questions to continue.
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3. After entering the information

on the Verify your Identity Page,
you will need to select a method

of two-factor authentication.

4. Once you receive your
authentication code, enter it
into the spaces provided.

5. Once you have entered your
verification code, create a
password of your choosing that
meets the required criteria.

Once your password is created, you
will now have access to the
Sub-User profile.

Step3ofd

Password Reset Method

O SMS Text
A one-time code will be sent to your mobile phone.

O Voice Call

You will get 3 call that reads a one-time code to you.

Verification Code

A 6-digit code has been sent to your phone number (***) ***-*946. PLEASE NOTE:
Do not share this code with anyone. This authentication code is used to protect

your account, and Educators Credit Union or any credible company will never ask
for this code.

Enter Code

Code Will Expire In 1441 Minutes

Resend code or Change method

Create your password

Your password must be at least eight characters in length, contain at least one
lowercase letter, at least one uppercase letter, and at least one number.
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