
 

BUSINESS ADMINISTRATION 
\\\\\\\ 

The Business Admin menu provides you with the tools to set up, maintain, and manage the 

various aspects of your digital banking experience. It is the foundation for all other Business 

menus, such as Business ACH, Business Wires, and Business Reports. The Business Admin 

menu also serves as the hub for Authorizations, Payees, and User Management. 

 
Users 

 
From the Users tab, you can view your business account users, their account access, and the 

types of payments utilized. From this tab, you can also control and assign user permissions. 

Assigning the permissions will control what users can view, change, navigate, and execute within 

the system. Users must have permissions defined to access business-specific services. You can 

assign permissions and limits at the same time when creating a sub user. 
 



 

 
After clicking on a user in the Users tab, you will see a summary of their account access and 

permissions. To manage any users’ permissions and accounts, you can do so by clicking on 

Manage Accounts or Manage Permissions from the summary page or by clicking any of the 

tabs at the top. You can also assign a new sub-user from the Users tab and assign permissions and 

limits at that time. 
 

General Permissions, Payment Permissions, Account Access 

 
From these tabs you can edit any existing user’s permissions and account access. You will select 

the Manage Permissions button next to the area you wish to update. From there a drawer will 

open with the areas of the page to update. You will update by turning the toggles on or off. For 

limits under the Payment Permissions tab, you will enter the limits as well as adjusting the 

toggles if needed. 



 
 

 
Limits  

 
Limits can be assigned with permissions at the same time as creating a new sub user. 

 
To assign limits to a user, in the Business Admin menu, you will select the user and click on the 

Payment Permissions tab. After clicking the Manage Permissions button you can edit the 

Access Level and Limits for that user. 



 
 

 

Access Level Description 

No Access 
User is unable to access any information. User does not have the 

ability to submit or authorize related transactions.  

View 
User is able to view information for the corresponding payment 

type. No other authority is granted.  

Submit* 
User is able to initiate transactions. A second level of approval is 

required. User is additionally able to access transaction history.  

Authorize* 

User is able to approve previously initiated transactions. Another 

user with submit access is required to initiate the transaction first. 

User is additionally able to access transaction history. 

Submit and 

Authorize 

User is able to initiate and approve transactions without additional 

approval. User is additionally able to access transaction history.  

 

In the Daily, Weekly, and Monthly fields enter the maximum cumulative dollar amount that can 

be submitted during the corresponding timeframe. To grant the user full limit access, enter the 

desired daily limit and enter all 9’s for the weekly and monthly values.  

 
*Users with only Submit or Authorize access levels require additional configuration. Toggle on 

Dual Authorization Above and enter a value of $0.00 into the Daily, Weekly, and Monthly field.  

 
 

 



 
Create a User 
You will need to login from a desktop to add, edit or delete users. 

 
1. Navigate to the Users tab within the Business Admin menu 

2. Click the plus sign (+) to add a user. The add a new user drawer will open. Select if you 

are adding a New User or if you would like to Copy a User.  

a. Copy a User is time saving if you want your new user to have the exact same 

permissions and accounts as an existing user. 

3. Then select Next.  

4. For Copy a User select a user to copy and what permission you want from that user.  



 

 
5. For both a New User build and Copy a User fill in the various user information on the 

following screens: 

 

 

 



 

  

 
 

1. You will enter the basic 

information for that user 

and select a username. The 

system will tell you if that 

username is available.  

 

2. Next you will select the 

permissions and limits for 

the user you have created.  

 



 
 

  

 

3. You will then add the 

accounts that you would 

like to be associated with 

the new user. 

 

4. Lastly, you will assign 

account permissions and 

then review the information 

for your new user.  

 

5. When you are finished, you 

will click Submit. 

 

6. Please provide the user 

their username. Their 

password will automatically 

get sent to them by email. 

 



 
 

User Status  

 
A primary administrator can edit a user’s contact information (name, email, phone, and address) 

and role by clicking the Info (ellipsis (3 dots) next to Personal Information section. Additionally, 

a primary administrator, or a user with the Manage Users and Roles permission, can edit a user’s 

status or reset a user’s password. 

• Active - Users in an Active status are able to log in and access digital banking. If a user is 

Active, a primary administrator can change the user’s status to Frozen.  

• Locked - Users in a Locked status have locked themselves out of digital banking due to 

excessive unsuccessful login attempts (for example, a forgotten password) and must be 

unlocked to log in and access digital banking. If a user is Locked, a primary administrator 

can change the user’s status to Active.  

• Frozen - Users in a Frozen status have been set to Frozen by a primary administrator and 

are unable to log in or access digital banking. If a user is Frozen, a primary administrator 

can change the user’s status to Active.  

• Disabled - Users in a Disabled status have been set to Disabled by Tradition Capital Bank 

and are unable to log in and access digital banking. Users in a Disabled status will not 

display in Business Admin. Once a user’s status is changed to Disabled, the user’s status 

cannot be changed by a primary administrator. 

 

Reset a User’s Password 

 
Under the Users tab of the Business Admin menu, find the user from the user list. 

 



 
1. Click the ellipsis (three dots) next to the sub user.  

2. Select Reset Password. 

 
3. Give an email address where the sub user’s password will be sent. 

4. Enter an optional reason for why the password is being reset.  

5. Click the Send New Password button to send the temporary password.  

 

NOTE: A disabled user account cannot be used, and the password will not be able to be reset. If 

the user status is Frozen, please set it to Active before their password can be reset. 

 

 

Authorize or Reject Transfer Request 

 
The Business Admin menu defaults to display the Authorizations tab.  

 



 

 
1. Select the transaction type to view transactions that are in the Needs Authorization 

Status.  

2. Decision the transaction submitted by selecting authorize or reject as applicable.  

3. Recent transaction history displays below the pending requests to give a snapshot of the 

recent history. 

 
Payee Management 
 

From the Payees tab, you can view established Payees, maintain the payment instructions, and 

add new Payees. 

 

Creating a new Payee 

 
Select the plus symbol that notes “Add New Payee” 



 

 
Complete general information on the Payee including, but not limited to: 

Personal vs Business 

Full Name 

Address 

 
Select “Add Payee” 



 

 
Select “Add payment method” 

 
Indicate ACH vs Wire. 



 

 
Fill out the instructions and select “Save” 

 
 

 

 



 
Payee Profile and Maintenance 

 
Selecting a Payee from the Payee List opens the details currently established.  From this snapshot 

you can review or edit recent activity, current contact information, and payment methods.  

 
 

To edit the information, select the pencil icon associated with the area you are performing 

maintenance. 

 
To add more payment methods, select the plus symbol. 

 
 


