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My Settings BUSINESS BANKING

Online Banking My Settings Business Banking My Settings

User sees ID below first/last name User ID does not display

User chooses username during 
registration; can edit here

System assigns username; user should edit here

No section for Business Information Business Information displays

User has access to Rename & Hide 
accounts

Only Primary and Secondary Admins can 
access Rename & Hide accounts

The My Settings page in Business Banking is very similar to My 
Settings in Online Banking, yet there are a few key differences:

My Settings allows a user to manage their Business Banking 
personal information and preferences, including: 
• Contact information
• Username and Password
• Security settings
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Personal Information 

1. Update Email
• Used for system-generated notifications, user-elected alerts, and possibly MFA
• One allowed per user

2. Update Username
• For ease and security, users should update their system-assigned Username.
• Must be unique from all other business users and Online Banking users at the FI.

3. Update Password
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Business information is not 
editable here; the FI can update 
it in Admin Platform. 
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Login & Security

These settings impact MFA for login, and in-session authentication for approvals.

1. On the Overview screen, the user can enable a phone to receive the code via text.
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2. Update the phone or add
a second one (2 max).

3. Enter the credential ID for
a soft token (shows only if
FI offers tokens).

4. Toggle email on if desired
(shows only if FI offers
email as an MFA option).
Used for login only; i.e. not
an option for approving
users or payments.

5. When editing any of the
above, enter current
password for
authentication.

6. Click Save.
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Bill Pay Login
If your FI offers bill pay in 
Business Banking and has 
set up this business, enter 
the username and 
password for bill pay here. 
Detailed training for 
business bill pay is in the 
Online Training Library.

Tip: Hide an account on the 
Home page by unchecking 
“Show Account”.

Rename & Hide your 
accounts

Only Primary and 
Secondary Admin(s) see 
the “Rename & Hide your 
accounts” option, which 
allows business admins to 
assign account nicknames. 
Select the Tax ID to see 
all linked accounts. 
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