
How-To
Add a Secondary User in Online Banking

Why would you want to add a Secondary User?
If you need to share access to your account with another person, a Secondary User gives you complete control 

on what that person will see and transact on in the account. A secondary user can be a partner, spouse, child, 

accountant, parent, or anyone you can think of. This eliminates the need to ever share your username and 

password. NEVER SHARE YOUR USERNAME AND PASSWORD!

Before you get started:
It is easiest to have the new user available by phone or even in the same room as you. You need the new users 

email address, mobile number, and they will need to be ready to complete the set-up process shortly after you 

create their profile.

Steps to Add a Secondary User

1 Login to online banking. Then click Profile -> click My Users

2 Click on + Add New Secondary User



3 You will need to create a 
username for this person 
and enter information 
including their email and 
street address. If you do not 
want them to receive text 
alerts, you can skip adding 
the mobile number.

4 Next you will have to choose either to 
Create a new profile for the user or 
Use the profile of an existing user. 
You need create a new profile if you 
don’t want this person to have access 
to all the information you have.



5 When you create a new profile you can limit many things such as which accounts they have 
access to, if they can transfer funds, write checks, etc.

6 Select if you want them to access your account through the Mobile App or Voice Banking.



7 You then can decide what features you want them to access. 

8 The last screen will confirm that the user has been set up. You need to send the user the 
activation code that is displayed on the screen. 

The new user will receive an email and will need to complete the set-up process from the email 
instructions in one hour of setting this up.


