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CREATE A NEW USER

1. Selectyour profile and select Manage business
Note: Options in your menu may vary depending on your company’s setup.
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2. Under Settings, select Manage users under MANAGE BUSINESS
Settings

PERSONAL
@ Profile
@ Security
.Cl Alerts

[E user agreement

MANAGE BUSINESS

Profile

AR, Manage users

© Activity

3. Underthe Manage users list, all current users are listed. Select + Create user at the top to add your new
user.
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User management

© Securny
0 Aers
A Active
W Travel notices
E user agreement A Active
" MENT
n Actve
[ Profie
I AR\ User mansgement & Locked

4. Enteruser’s First name, Last name, Email address, and select a User role.
e User: can have customized permissions and account access but cannot manage other users
o Viewer: view only access on specified accounts
e Admin: can have customized permissions and account access as well as user management
Note: New users will be created using your organization’s default set of permissions. You can edit a user’s
permissions at any time by going to their user profile.

Select Create user

L4 Create user
First name
Kitty
52
- Last name
Kait
320
Email
test@barharbor bank
9/80
Admin v
. ~ User role
~ Mew users will be created using your organization’s default set of permissions.
" You can edit a user's permissions at any time by going to their user profile User N
User
Prasis Viewer
Admin

5. You will be asked to authenticate with your password. Enter your password and select Confirm password
r

X
)
BAR HARBOR

BANK & TRUST

Confirm your credentials to continue

Password

Confirm password

@ Confirm with a passkey
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6. Selectthe account(s) the user should have access to:
a.

b.

C.

7. You will receive a confirmation of the newly created user account.

Click on Select to enable accounts

< Enable accounts

oy George Washington

Role: User

@ Pending

Enable accounts
Select »

efs MUSt have Sccess 1o al least one account

Select Done

Account access

< Kitty Kat

Q. search accounts ‘

Enable all

ZBA
%2021

LOC 9333
x9333

8332019
%2019

ICs 2020

x2020

DDA 9333
x9333

ICS Shadow 2020
x2020

cance!

Select Enable accounts to continue

< Enable accounts
ke Kitty Kat

Role: Admin

(© Pending

Enable accounts
2 accounts >
Users must have access to at least one account

Select the toggle for each account you’d like enabled. The toggle will turn green when itis enabled.

Do not “Send email invite” yet. You will need to add the account level and user level service permissions

first.

Select Edit permissions to modify entitlements and account access prior to sending the email invite.

Success!

You successfully created an account.
KK Kitty Kat

Send Kitty Kat an email invitation to accept their
account and create credentials.

Send email invite
Edit permissions

Done
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8. USER PERMISSIONS
a. Select Set permissions to modify global entitlements for the user.

< User management

Kitty Kat

(©  xaty Kat's account is pending. invite them to complete set-up of their account

Permissions

Kitty Kat
Admin Pending
st
i [ o)
z8A
Additional services 0] 2021 -

ity Kat's ability to wew the DDA 9333

Accept Online Payments See more

b. Toggle access for each service as needed. The toggle will turn green when it is enabled.
Note: Options in your menu may vary depending on your company’s setup.
See Permission Options list for more detail.

< Kitty Kat

User permissions 2 Transfers

4, AcH

Enatic [ e} Hide cpticns

Hida optins

Trenafur ime:
[ 5 999,999,999.00
-SK‘I';?J - Allow transfars .:)

Inkiate ACH Ful ACH contral [ @]

IRzt sams day ATH

A, User management
4R Tracts ACH Comirsl
Full sdit/oreate

Ricurming ACH Impart reciplents Enabic ‘:}

Lgicad ACH fia [ ® - ERE [ @]
Fstrictod batch scoess "
2, Wires
ill
& s o)
Enabic () Hidz options

[E Documents Wik with wires

Wi b snsbled 1o sk oy cther wina

Enatis [ @] e aEIn
(5) Positive Pay Craatawire tamplates t} EdR wira tarmglates
Ensbiz - Craata one-ima wires .:} Ef one-Hme wires
Higk apticns

EdR recumring wires

Lgicad PastvaPay Downlad Positve Pay Dl wirm B

ek Pesnie PRy @D  vereacHemesns o) [ §3

Ji  Reporting

Enatis & [-3”51 _,__—I
T S I*:S.zuv.-.:,:__ ,_._—|

Enabia [ @]

Hida agons Tranomit wires Tranzmit recuming wiras
ol wira Comtrod .:} Transmit finur-tated wires

View stag payant @D  cosoooymen [ @] -

c. Select<“User Name” at the top of the page to return to the User management page

< Kty Kt

User permissions
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9. ACCOUNT PERMISSIONS
a. Select an account to adjust the global permissions at each account level.

€ User managemant

Kitty Kat

(T‘ Kamy Kat's socount is pending Invite therm 1o cormplste set-up of their scoount.

Permissions
Kitty Kat
Admin Prrceg
o ]
Adaetional services 0] m [ @)
5

DDA 5333

Accept Onling Payments

Account Opening
b. Toggle access for each service on this specific account as needed. The toggle will turn green when

itis enabled, and turn gray when disabled.
3

Caution: It is important to closely review the permissions for each account and make sure any
access that should not be enabled is disabled. The system will default enabling certain services.

Tip: Remember to enable “Documents” if you’d like your user to have access to electronic
statements. The business’online admin will need to enroll in electronic statements before a user
can enroll themselves into electronic statements. Once the admin has enrolled, the new user will
be able to enroll.

Note: Options in your menu may vary depending on your company’s setup.
See Permission Options list for more detail.

< Kiny Kat

2019
)

©  Account ©
e o)

@ Positive Pay ©
Upload PosivePay Dovriond PosivePey

Work ACH Excegtions @D Vo Posieray -
5 Stop payments 1)
Vi sap paymere [ o QT — -
2 Trans 0]
T @ et -

c. Select<“User Name” at the top of the page to return to the User management page

< Kitty Kat

User permissions
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d. Repeat Account Permissions steps for each account.
Tip: Select “See more” for additional accounts to manage.

Permissions
Set Kitty Kat's user permissions and adjust account level permissions as needed
Set permissions
Sea nfs o=
_____ INT ACCESS
2019
- Ol
ZBA
3
o L OR
DDA 9333 R
x5333 '
See more

10. ADDITIONAL SERVICES PERMISSIONS
a. Under Additional services, toggle access for each additional service for your user. The toggle will
turn green when it is enabled, and turn gray when disabled.
Note: Options in your menu may vary depending on your company’s setup.
b. Select “See more” for additional services to enable.

€ Usad managemeart

Kitty Kat

(5 Kitty Kat's scoount is pending. Invite them 1o complete set-up of their scoount.

Permissions
Kitty Kat
Adrin Pendng
ACCESS
.
10 ) '
ZBA
o | -
Mamgog Kits Kats asiimt h DOA 9333
See mde

Accept Online Payments

Areoms Dpaning
Lk Type: Aoz umDpmang

Cash managemen

Sacumens (@]
Mamage payments

Opeen am Acooant

Drder CRacks

Refar a Friend

See mare

Remember to enable “Documents” if you would like your user to have access to electronic
statements.

If your user should have access to Business Remote Deposit Capture, select Remote Deposit
Capture so they can access this service.
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< Kitty Kat

Additional services

©

Manage Kitty Kat's ability to view the additional services enabled by BHBT Treasury Test.

Documents ‘)

Accept Online Payments

Account Opening
Link Type: AccountOpening

Cash management
Manage payments
Open an Account
Order Checks

Refer a Friend

Remote Deposit Capture ‘)
SmartPay Business

c. Select<“User Name” at the top to return to the User management page
¢ Kitty Kat

User permissions

11. USERINVITE TO ENROLL
a. Selectinvite to send the user an email with a link to set up their login credentials and enrollin
business online.

< User management

GI Kitty Kat's account is pending. Invite them to complete set-up of their account. Invite I

Permissions
KK Set Kitty Kat's user permissions and adjust account level permissions as neaded.
Kitty Kat
Y Search accounts o
@ Admin () Pending

ACCOUNT ACCESS

Email

b. You will receive a notice at the bottom of the screen next to your User profile picture and name
“Invitation sent successfully.”

becca ) Invitation sent successfully.

[ BHET Treasury Test

c. Select<User management at the top of the screen to return to the Manage users page.

I L User managememl
Kitty Kat

12. The new user will appear as © Pending on the Manage users page. Their status will change to " Active
once they set up their credentials.
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Note: You can modify permissions, account access, or manage the invite at any time by clicking the user’s
name. See the Editing or Deleting a User section for more information on permissions

Settings

PERSONAL Manage users + Create user
@ Profile 2 Searsh users ® =
© security NAME ROLE STATUS
E] Alerts

User ~ Active ’

[E] Useragreement

Admin « Active ¥
MANAGE BUSINESS
Profile
Admin v Active  *
Mg, Manage users
(&) Activity e e
ACCOUNTS
>
s Bar Harbor Bank & Trust Admin + Active

4 Add account

Addian account Kitty Kat Admin
Admin ~ Active '
a Admin " Agtive >
User (%) Pending >

EDITING or DELETING a USER

1. Selectyour profile and select Manage business
Settings

PERSONAL
@ Profile
@ Security
Q Alerts

[E] user agreement

MANAGE BUSINESS

Profile

AR, Manage users

© Activity
2. Under Settings, select Manage users under MANAGE BUSINESS
3. Selectthe useryou’d like to edit

08 Dashboard
PERSONAL User management + Create user
£ Messages
@ Profile
(8 Accounts
© securty = : z
2
Transfers
Lot 0 Aerts
3 T TestUser ’ pending
ks Remoss degosis ¥ Travel notices
[§] Payments N (B user agreement A Active
%) Desktop remote deposits:
BUSINESS MANAGEMENT 8
@ Reports e
E Profile
@ Support
A, User management c " & Locked
© Actvity
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4. EditUser

a. Selectthe ellipsisicon
i. Select Edit user to change the user name, role, or email address
ii. Select Hold account access to temporarily prevent them from logging in
iii. Select Send password reset link to email them a link
iv. Select Delete user to remove their access permanently.

< User management
(8 Dashboard
Messages (©  TestUsers account is pending. Invite them to complete set-up of their account.
[@ Accounts
2 Transfers
T t Test er t 1 ns a: & Edituser
&, Remote deposits needed
Bt S Pl (@D Hold account access
e v
! Test User
«++ Send password reset link
51 Desktop remote deposits ® user ® Pending P
Reports Emai ACCOUN AC [ Delete user
Support 1CS DDA 4278
@ v [ O]

b. Select Set permissions to modify global entitlements.

T p—
Test User

i. Toggle access for each service. The toggle will turn green when it is enabled, and turn gray
when disabled.
ii. Select>User Name to return to the Permissions page

PERMISSION OPTIONS
Note: Options may vary depending on your company’s setup.

ACH

Enable: Activates this feature for the user.

View ACH: Must be enabled to edit any other ACH permission.

Daily ACH limit: Maximum amount the user can initiate per day.

Initiate ACH: Allows user to transmit ACH payments to the bank.

Initiate same day ACH: Allows user to transmit same day ACH payments to the bank.

O O O O O O

activated, the user cannot initiate a payment they created. A second user must initiate it.
o Edit/Delete ACH Control:

= Full edit/create: Allows the user to edit everything within a payment.

= Partial Edit: User can only change the dollar amount of a transaction, debit or credit

indicator, add a prenote, or hold the transaction.

= None: User cannot Edit an ACH payment.
Recurring ACH: Allows the user to set a recurring frequency for a payment.
Upload ACH file: Allows the user to upload a NACHA formatted file.
Restricted batch access: User can view payments that have been flagged as restricted.
Import recipients: User can import a file containing recipient data to create a payment.
Batch delete: User can delete an ACH payment.

O O O O O

Bill Pay
o Enable: Activates this feature for the user.
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Full ACH Control: Allows a user to initiate an ACH payment that they have created. If this is not

10|Page



Documents
o Enable: Activates the ability for the user to enroll in electronic statements and notices.

Positive Pay

o Enable: Activates this feature for the user.
o Upload Positive Pay: Allows user to upload an issued items check file to the bank.
o Work Positive Pay: Allows user to pay or return issued item check exceptions.

o Download Positive Pay: Not applicable.

o Work ACH Exceptions: User can pay or return ACH exceptions items.

Reporting
o Enable: Activates this feature for the user.

Stop Payments
o Enable: Activates this feature for the user.

o View Stop Payment: User can only see existing stop payments.
o Add stop payment: User can create a stop payment.

Transfers
o Enable: Activates this feature for the user.
o Transfer limit: Maximum amount a user can transfer per day.

User Management
o Enable: Allows user to create, modify, and delete other users.

Wires
o Enable: Activates this feature for the user.

Select an account to modify the global permissions on a per account basis.
i. Toggle access for each service. The toggle will turn green when it is enabled, and turn gray
when disabled.
ii. Select>User Name to return to Permissions page
Select User management to return to the Mange users list
For users who have not yet logged in, select invite to send them the enrollment email. They will receive
an email with a link to establish their credentials
Select the back arrow to return to the Business Management page.

Unlock a Locked User

1.
2.
3.

Select your profile and select Manage Business

Select the locked user

Select Unlock and review the confirmation

Note: You can email the user a link to reset their password if they continue to have trouble. Otherwise,
select I’'m done.

Reset a User’s Password

1.

Select your profile and select Manage Business

2. Selectthe user to reset
3. Selectthe ellipsis (...) icon and select .... Send password reset link to email the user

Documents Enrollment (electronic statements)

Documents must be turned on in the user Permissions section —refer to the EDITING or DELETING a
USER section to toggle on as needed
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