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User Management 
Welcome to Mission Bank! Our website is www.missionbank.bank. 

The optional user management feature of Online Banking allows businesses to have 
individual logins for multiple users using one company profile. 

If your company enrolls in this feature, one or more company administrators (“admins”) are 
initially established, and the admins can: 

• Add additional users 
• Manage the services to which the users are entitled 
• Determine the accounts for which the users have access 
• Set any dollar-limits that may be necessary 
• Reset user passwords in case of lock-out 

This guide provides an overview of setting up and managing users. There is a separate 
guide for users called the Online Banking Basics Guide that highlights some key features of 
Online Banking. 

Adding Users 
User Management is located under My Profile > Settings in a company admin’s profile. 

Any existing users are listed, and a new user is added by selecting + Create User. 
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[ First name 

Elroy 

[ Last name 

Jetson 

[Email 

elroyj @jet sonent.com 

Create user 

6/20 

6/20 

20/80 

CD New users will be created using your organization's default set of permissions. 
You can edit a use(s permissions at any lime by going to their user profile. 

MiihHM 

X 

{: MISSION BANK 

Confirm your credentials to continue 

Password 
......... ,1 

Confinn password 

r User 

Viewer 
Admin 

User 

The available roles in Online Banking are: 

• User: Can view and modify their own password information; cannot modify personal 
settings; if entitled, can view eStatements for their authorized accounts. 

• Viewer: Can access User Management to view entitlements for existing users; cannot 
modify passwords or unlock users; cannot modify personal settings; if entitled, can 
view eStatements for their authorized accounts. 

• Admin: Can access User Management to add new users and establish entitlements, 
can edit entitlements for existing users; can unlock and reset passwords for users. 

As a guard against unauthorized activity, the admin is required to authenticate the request 
by entering their password when adding a new user. 
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[J;) Accounts 

.b Remote deposits 

@] Bill pay 

""' Business ROG 

(1) Support 

EJ Elroy Jetson 
Role: User 

0 Pending 

Enable accounts 

Users must have access to at least one account. 

General Acct 
XXX9349 

EJ Elroy Jetson 
Role: User 

0 Pending 

Enable accounts 

IMP· ·111 11 

Cancel .. 

Users must have access to at least one account 

l-¥11HH:ii I 

Select > 

General Acct 

(XXX9349) 

________ _,J 

A newly added user is in pending status and accounts can be added to the user’s profile. 

Click Enable Accounts once more to verify selections. 

Please note: Accounts and Permissions can also be added in Manage Users. 
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□~ Dashboard 

El Messages 0 

[];) Accounts 

d, Remote deposits 

~ Bill pay 

Bal Business RDC 

(1) Support 

< All users 

Elroy Jetson 

0 
Success! 

You successfully created an account. 

EJ Elroy Jetson 

Send Elroy Jetson an email invitat ion to accept 
their account and create credentials. 

--•@th~ I ! permissions I 
Done 

0 Elroy Jetson's account is pending. Invite them to complete set-up of their account Invite 

E 

Elroy Jetson 

® User 0 Pending 

Contact info 

Email 

elroyj@astroent. com 

Permissions 

E'rox ietSA□'s □errniss]n< and account level abilit ies are below. Adjust permissions and abilities as needed. 

1@·11:::IHHS 
Q Searcn accounts 

ACCOUNT 

General Acct 
xxxoooo 

-0-
--<>-

ACCESS 

The new user is ready to have permissions added to the accounts that have been enabled. 
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•~MISSIO BANK 

DB Dashboard 

s Messages 0 

[g Accounts 

d, Remote deposits 

[!] Bill pay 

Bal Business RDC 

(V Support 

< Elroy Jetson 

Permissions 

'rill • I •.I•• 

Enable 

Hide options 

Card management 

~ Stop payments <D 

Enable 

Hide options 

View stop payment a) Add stop payment 

D User management <D 

Enable 

< All users 

Elroy Jetson 

0 Elroy Jetson's account is pending. Invite them to complete set-up of their account 

Permissions 

E Elroy Jetson's permissions and account level abilit ies are below. Adjust permissions and abilities as needed. 

El roy Jetson 

® User 0 Pending 

Contact info 

Email 

elroyj@astroent.com 

M·ii:::IHHI 
Q Searcn accounts 

ACCOUNT 

General Acct 
xxxoooo 

-0-
--<>-

ACCESS 

a) 

* 

* The User Management permission should only be activated for users with the Admin or 
Viewer role. 

The final step in adding a user is to invite them to complete the setup of their account. 
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: ,v11ss10 BANK 
< All users 

□~ Dashboard 
Elroy Jetson 

El Messages 0 0 Elroy Jetson's account is pending. Invite them to complete set-up of their account. Invite 

I]) Accounts 

.b Remote deposits [] Permissions 

@:I Bill pay r:J Edit user 
Elroy Jetson's permissions and account level abilit ies are below. Adjust permissions and abilities as needed. 

Eel Business RDC @ Hold account access M-11:::ihiHS 
CV Support Send password reset link 

Q Search accounts -0-
--<>-

® Delete user 
ACCOUNT ACCESS 

General Acct 

Password Resets 
If a user tries more than three times to log in using an incorrect password, that user will be 
locked out of Online Banking.  A company admin can reset locked users. 

In User Management, select the … next to the locked user’s name to send a password reset link. 
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ml Dashboard 

El Messages 

[]) Accounts 

.!, Remote deposits May 2023 < > 
Q, Search payments 

~ Bill pay 
SUN MON TUE WED THU FRI SAT 

DATE PAYEE STATUS AMOUNT 

Eal Business RDC 2 5 6 
MAY 

CV Support 
16 test x7878 ✓ Paid $1.00 > 

7 8 10 11 12 13 

Business Bill Pay 
Within Business Bill Pay, company admins can control which users have access, which 
payments the user can make, and assign maximum payment amounts. User entitlements 
for Business Bill Pay are managed separately from user entitlements in Online Banking. 

Business Bill Pay also has an optional direct deposit feature that is ideal for companies with 
only a few employees – you can send wages and reimbursements electronically at a very low 
cost. If you are interested in adding Direct Deposit, contact Mission Bank. 

Enrollment 
Mission Bank enrolls customers that wish to use the optional Business Bill Pay service.  
After users are enrolled by the bank, a company admin can assign appropriate entitlements 
to the user by going to Manage Payments. 

At their first login, the company admin will establish a Business Bill Pay profile for 
themselves, including: 

• Challenge Questions and Answers – when performing certain activities, such as 
adding a new payee, you will be presented with one of your challenge questions, 
which you must answer. 

• Security Key – this is not a password, only an authentication method.  Must contain 6 
characters with letters and numbers. 

• Disclosure acceptance – some key features of the site are listed and the “I accept” 
button needs to be clicked to proceed into Business Bill Pay. 

A primary, or default, account will be set up during enrollment.  Other accounts can be 
added to Business Bill Pay by going to Options > Manage Bill Pay Accounts. 
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,~ MISSION BA K 
- Home Payments "' Payees · Transfers · Payroll calendar Options • 

Welcome: George Jetson TMDEPARTMENT@MISSIONBANK.COM Last login: 1:28 PM PT 5/22/2023 

:. Profile • Bi Messages ( 0 ) 

DB Dashboard 

Reminders ID Payments 
B Messages 

@ View ID Make payment 

[]) Accounts 

.!, Remote deposits 
Payroll 

@ View 

~ Bi ll pay 

Eal Business RDC Scheduled to process in the next 3D days 

G) Support 
Processed within the last 30 day~ 

© Copyright 2023 Version 2 o 

/: MISSION BA K 
Home Payments • Payees ... Transfers .. Payroll Calendar Options ... 

Welcome: George Jetson TMDEPARTMENT@MISSIONBANK.COM Last login: 1:28 PM PT 5'22/2023 

:. Profile • B Messages ( O) 

DB Dashboard Manage users 

B Messages Last name First name User ID Last login 

[]) Accounts Jane Jetson 30104990 5118/2023 #' Edit .:. Permissions 

.!, Remote deposits 
ASTRO ASTRO 9094000257 NIA ,• Edit :, Permissions 

ENTERPRI ENTERPRI 97 

~ Bill pay 
SES INC SES INC 
PnmaryUser 

Eal Business RDC 
George 30104994 5122/2023 , .. Edit .:. Permissions 

Jetson 

G) Support 

© Copyright 2023 Version 2 0 

The home screen provides a snapshot of all Bill Pay activity and there may be alerts if any 
actions are needed. There is a comprehensive Business Bill Pay tutorial under “FAQ” in the 
upper menu bar. 

Managing Users 
Bill Pay users are managed under Options > Manage Users. When performing activities in 
Manage Users you will be presented with challenge questions prior to being allowed access. 

The master company profile appears (shown in CAPS below), along with the profiles of users 
that are enrolled in Business Bill Pay. 

Do not edit or delete the company profile. The admin’s profile automatically allows them to 
perform all functions. 

Users may need permission adjustments, depending on the requirements of your company. 
There are options at the user level where the admin can edit the user profile or manage user 
permissions. 
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ed it permissions: Use the tabs below to add or remove permissions. The current permissions will be pre selected. 

5:us::.:ae Payments & payroll 

Current Permissions 

➔ Payments 

~ Schedule Bill Payments (all) 

v Schedule Email Payments(all) 

X Establish Payment Caps 

X Tax Payments 

X Designate Pay From Accounts 

v Payment History 

➔ Payroll 

x Payroll Deposits 

X Add Employees 

➔ Transfers 
X Add Transfer Accounts 

v Schedule Transfers (all) 

x Establish Transfer Caps 

v Transfer History 

➔ Payees 
X Manage Payees 

FEW PHI F+i+♦ ldffHH:1¥ ii+H·% 

➔ options 

v Access Reports 

X Update Company Info 

X Manage Billpay Users 

X Manage Pay From Accounts 

v Schedule Reminders 

➔ Message Center 
<../ Access Message Center 

➔ Approve Authority 
X Approve Transactions 

The example below shows the default settings that are automatically applied to any users 
that are added after the admin user. 

To adjust user permissions, click the desired category from the tabs at the top, and make 
any needed changes (for detailed instructions, see the tutorial located under FAQ on the 
upper menu bar). 

Please note: If a new account is added to Business Bill Pay after the initial set-up, you must 
go to Manage Users > Permissions > Payments & Payroll > Designate Pay from Accounts 
and add the account to all users authorized to make either payments or transfers from that 
account. 

There is a separate Business Bill Pay Guide for users that covers the features and process 
for making payments through Business Bill Pay. 
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f: Ml SION BA K Documents 

□B Dashboard 

B Messages 

[]) Accounts 

.!, Remote deposits 

~ Bill pay 

15a) Business RDC 

CD Support 

You may choose to receive your statements for your account(s) delivered via email and 

made available online through this site. To enroll your account(s} please follow the steps 

outlined below: 

1. Account(s) and Document Enrollment 

All available documents for all active accoun~ . Deta ils I 
2. Please review the following email address. If not correct please update it in the space 

shown. 

TMDEPARTMENT@MISSIONBAN K.COM 

3. Please read the disclosure below. You must scroll to the bottom of the disclosure before 
agreeing to the terms listed. 

Mission Bank 

Electronic Banking Account 

Statement Disclosure and Agreement 

This Electronic Banking Account Statement Disclosure and Agreement "Agreement" 

I 

Click here to see a sample document. 

E;+MQf,ifiiMM 

eStatements 
Enrollment 
As an alternative to paper, and to eliminate the risk of mail theft or loss, notices and 
electronic statements with images are available online. To enroll, a company administrator 
must click on the eStatements tab and complete the enrollment screen. 

Accounts to enroll may be selected by clicking on Details, as shown below. 

After successfully completing the enrollment screen, an Enrollment Confirmation will appear 
and you will receive your statements electronically, beginning with the next scheduled 
statement. 
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MISSION BANK 

ml Dashboard 

B Messages 

[]) Accounts 

~ Transfers 

~ Bill pay 

Eal Business RDC 

"" 

Documents 

eStatements/Not1ces Sign Up/Changes Email Settings Additional Recipients Disclosures 

Username Email Address Access PIN 

Save 
Cancel 

Additional Recipients 
eStatements can also be sent securely to outside email addresses, such as to an 
accountant or other interested party.  You choose which accounts and documents should go 
to outside recipients and you create their Username and Access PIN, which you provide to 
the Additional Recipient. 

Statements are generated after the cycle closes and an email is sent to additional recipients 
notifying them the statements are ready for retrieval. The additional recipient then logs into 
a secure site using their assigned credentials and can save or print statements and check 
images. 
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