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LOGGING ON FOR
THE FIRST TIME

Clients accessing a new Online Banking profile will
need to complete their first-time log in. —

Click the “Join” button in the “Organization
User Invitation” email received from
info@notifications.bakerboyer.com.

Note: If the link has expired, due to seven calendar
days passing or a subsequent email invalidating the
selected link, you will receive the following message:
“Invitation link failed. Contact an admin at your
organization to request another invite.”

v

Create your Username, enter a password,
confirm password, then click “Create”.

Note: Please view Username or Password rules if
any errors prompt.

Click “Sign in” to enter your new login

v

credentials.
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LOGGING ON FOR
THE FIRST TIME o

Choose a verification method to set up

CONTINUED (o]
& u Authenticalor app
Protect your account with 2-step v o sutheniicaior sep Ko penerate  wniue
verification VRIS Oota. 'y A Tl Bappoeis Al code

E&Ch time you Sign IRt yOUr SCCOENT 0N &N unfeoogniTed ceice,
we fequine your password and a verification code. Never share

@ Security key
Click “Get Started” to select your preferred PP —— b b om & e comprtr o Gokcn.
two-factor authentication method > 8 teovetsdpeoeon
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Gel started

Choose between an Authenticator App,
Security Key, or Symantec VIP.

Note: Cash Management clients with specific
permissions may be required to enroll in the
“Security Key” option only.

Once two-factor authentication is set X You're all set!
up, you will receive the screen to the From now on, you can use this method when
rlght Click “Done” prompted to verify
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LOGGING ON FOR
THE FIRST TIME

CONTINUED

Review the terms within the User
Agreement using the Scroll bar. Then, check
the box acknowledging that you agree to the
terms of service and click the blue “Accept”

button to access Online Banking.
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ADDING A USER

Enter new user’s name, email and role.

Then click the “Create user” button.

Note: after creating a new user, you will be prompted to verify
your two factor authentication (2FA) method. For security
Purposes, an email will also be generated to the Admin’s email
alerting them to the new user creation.

User = The User role is for organization members whose jobs
involve performing day-to-day banking activities that don’t
require user management rights. They can move money based
on their entitlements and permissions, but they don’t have
access to use or view the User management screen.

Viewer =The Viewer role gives an organization user access to
view information in User management. They have the same
access as an organization admin, but they can’t edit
entitlements or set permissions. This role is ideal for auditors
your institution works with. User management must be enabled
for each organization viewer.

Admin = The Admin role gives an organization user access to
view or modify entitlements, set permissions for all
organization users, and manage organization users (create,
delete, etc.). They can also edit an organization user’s profile
details. Organization admins cannot change their own roles;
however, they can update a fellow admin’s role.
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< Create user

First name

Katniss

Last name

Evergreen

Emai

katniss@email.com

User

. New users will be created using your organization's default set of permissions
) vou can edit a user's permissions at any time by going to their user profile.




ADDING A USER

After verifying your 2FA method, the new
user will be in “Pending” status. The
Admin must select at least one account
for the user to access to continue.

Note: The Admin can select all accouts at once, or toggleon —n
individual accounts.

v

Click the blue “Enable accounts” button
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ADDING A USER

Once the account(s) are enabled, it is
recommended for the Admin User
continue to set up permissions for the new
user. On the Success screen, click “Edit
permissions” button.

Click the “Set permissions”
button.
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Permissions

Katniss Evergreen's

Success!

You successfully created an account.

KE Katniss Evergreen

Send Katniss2 Evergreen an email invitation to
accept their account and create credentials.

Send email invite

Edit permissions

Done



ADDING A USER

CONTINUED

The Permissions screen appears.

Note: Areas in yellow are NOT to be
edited. Those are for premium Cash
Management users only. For more
information on how to gain premium
user access, email
CMSupport@bakerboyer.com.
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ADDING A USER

CONTINUED

Click on each option you wish to
toggle on or off for the product.

Note: Clicking on the @ icon found in the
upper right-hand corner provides details on

v

what each permission does.
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ADDING A USER

CONTINUED

< Katniss Evergreen

To return to the user profile, click the — Permissions

“User name” back button.
A ACH

Enable

Show options

After all permissions have been

adjuSted) user’s account Wlll be Pending- _— (%) Haotniss2 Evergreen's account is pending. Invite them to complete set-up of their account, IFwite
To send invitation, so they may activate
the user, click on the “Invite” button.

Once the “Invite” button is clicked, a

message will appear in the lower left- -
hand corner stating the “Invitation sent

successfully.”
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TROUBLESHOOTING

« Some services like Bill Pay and
eStatements require cookies to be enabled.
Instructions on how to adjust your
settings can be found on our website at:
Verifying Cookies - Step By Step Guide.

« If you need additional assistance, please
contact Baker Boyer at:
info@bakerboyer.com

« Additional resources and tools available
for the app can be found on our website at:
Baker Boyer Mobile App

BAKER }=< BOYER

bakerboyer.com | (509) 525-2000
P.O BOX 1796, Walla Walla, WA 99362

Member FDIC
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