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AdelFi’s
Business

Banking User
Guide:

Getting
Started

Welcome to the AdelFi Credit Union Getting Started User Guide!

We’'re excited to introduce our upgraded online banking platform, designed
to enhance your digital banking experience. Our goal is to provide you with a
convenient, user-friendly environment that allows you to manage your
personal and business finances anytime, anywhere.

This guide will help answer your questions as you navigate our new banking
platform. Thank you for being a part of the AdelFi community!
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Business Banking Overview

Our new Online Banking platform is focused on providing a digital banking experience to seamlessly review, monitor and
manage finances. Business Online Banking offers advanced features like multiple users, ACH and wire transfers, transaction
limits, and transaction approvals

Existing Members

When logging in for the first time after the online banking update, enter your existing username and password, then select Log
In.

When prompted to reset your password, a one-time temporary passcode will be generated and sent to you via SMS, voice call,
or email. After entering the one-time temporary passcode, you will be prompted to create a new password, which must also
meet the minimum requirements listed below.

Password Criteria

e At least 10 characters _ o
e One lowercase letter Business Administrator
e One uppercase letter | Want To
e One number
e One special character
Hewrt my personal Reeet my business
pasiword administrator
15 redat razywaord
Ensure you select the our busine
correct user tile when B
resetting a password.
Reset my busl lﬂb*_

uper pasvword —

Sub User

Business Administration

The Business Administration menu option is your central hub for managing

your business' online banking experience. From here, you can access business
reports and analytics. Create, edit, or delete users, and manage their permissions
and transaction limits.

|Business Ad mmistratic\nl

Business Administration

Manage User & Business Card
Permissions Management
Reporting Business Analytics

Create aUser

The Online Banking Administrator and those assigned to manage user permissions will be able to create new users for the
accounts. From the Users tab, click the (+) button to add a user. Select New User or Copy User, then select Next.
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Accounts Move Money Account Services Tools Business Administration Pilot Feedback & Issues

Business Admin @

Authorizations  Payees E

All Users Q. Search By Name (First Or Last
Create New User .
usER ACCOUNTS PAYMENT TYPES STATUS
Select Type of User
ACH Collections, ACH Payments,
2 & ACTIVE
Wires, Internal Transfers, External... o
few User

 weant 1o create s brand new user

Copy A User
ACTIVE Copy permissions and accounts from an existing user

ACH Collections, ACH Payments
Wires, Internal Transfers, External...

2 ACH Collections, ACH Payments, s
Wires, Internal Transfers, External...

Wires, Internal Transfers, External
2 ACTIVE
Transfers

Wires, Internal Transfers, External
2 ACTIVE
Transfers

Cancel

Enter the user’s information and create a username. Use the arrow to check username availability.

Assign permissions and limits.

Select the accounts the user can access.

Review the user’s settings and permissions.

Click Submit.

The user will receive a verification code by email or phone and must complete the identity verification to activate their access.

Create New User o— Create New User g Create New User g— Create New User g

Basic Information Permissions and Limits PR

U A WN

Account Permissions

Adeinistrati Seect Al ou have ad counts 1.4¢ ac
Personal Information cveibon] Yost have acied 0 accodnis o Taet S - ALKt least ot account These will be applied to all eligible sccounts within each

! rf' 1t type. You can change the permissions individually in
First Name: + Select Accounts o crestian.
[| ] A ® 1 after creatio
B E 7
=
it Business -
ke e b o
Feature Access slact Al
ositive Pay
ey kv . °®
View eDocums
v o ” .
°
ndiary Phane Number (Optional uUpSWOT Business Anatyt -
e o View Statements
b °

“ ==
Back
Back
Back - ) * D
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Accounts Maowve Money Account Services Tools Business Administration Pilot Feedback & Issues

Manage Users &
Permissions

Business Admin e @

Authorizations  Payees E

To manage and view your business sub users,
click Business Administration then Manage
Users and Permissions. Sub-users must have
permissions defined to access business-specific
services. You can assign permissions and limits at
the same time when creating or managing a user.

All Users Q, Search By Name (F

USER ACCOUNTS FATMENT TYPES STATUS

ACH Collections, ACH Payments,
2 - ACTIVE
Wires, Internal Transfers, External...

ACH Collections, ACH Payments,
2 " ACTIVE
Wires, Internal Transfers, External...

ACH Collections, ACH Payments,
2 . z ACTIVE e
Wires, Internal Transfers, External...

Wires, Internal Transfers, External
2 ACTIVE e
Transfers

Wires, Internal Transfers, External
2 ACTIVE
Transfers

After clicking on a user in the Users tab, you will see a summary of their accounts access and permissions. To manage any
users’ permissions and accounts, click Manage Accounts or Manage Permissions from the summary page or by clicking any of
the tabs at the top. You can also create a new sub-user by clicking on the “+” icon from the Users tab and assign permissions
and limits at that time.

General Permissions

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. Use the slide-out menu to turn options on or off, the select Save to save your
changes. Under Payment Permissions, set transaction limits and turn options on or off as needed.

Manage Permissions

Payment Template Management

CH Template

o creste ACH templates,

Delete ACH Templat
Ablity to delete ACH tem)

Import ACH Templates

template or create pass-thru template
usi s

Create Transfer Templates
bty o creats Transfer templates within the transfer
widget.

Modify Transfer Templates

Abdity 1o madify tranfer templates within the transfer

Cancel
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Li m its ACH Collections

Set limits when creating a new sub user, or update limits later from the Payment Permissions feauest timit increases for ACt Colections

Allows user to request limit increases when submitting ACH
Collection transactions that exceed the limits set for the
overall business relatianship by the financial institution,

. . . . Limits
Limit Description
Submit Up to

The maximum limits this user will be able to submit
Submission Limit The maximum cumulative dollar amount that can be
Daily. Weekly Monthi
submitted by the user. $50,000.00 $9,999,099,99 $9,099,999.99
Dual Authorization When toggled on, this permission sets the limit the user can Dl Authoriaation Ab
lelt Subm|t Wlthout dual authorlzat|0n. Require approval on all submissions above a specified amount
Authorization The maximum cumulative dollar amount that a user with I it te, s
Limits authorization permission can approve. — —
$50,000.00 $9,999,999,99 !999§999,99
From the Business Admin page, select a user, then choose Payment Permissions.
Select Manage Permissions to edit users’ transaction limits.
Cancel .
Permissions (0 of 10) Selact Al -
Account Access
View the account, and view the account's balance and the .
To update general account access, go to the All Accounts view, select the ellipsis then SHEBEIsRe anisctans i ihe My Aceeunis widget
Edit Permissions. Toggle the needed account access to the “On” position. ACH
Provide ability to submit ACH Batches from this account, .

and View scheduled and orical ACH submissions from

this account,

" Wire Funds Out From
All Accounts Q  Account Number Or Nickname = Proyide abiity to submit Wire requests and View Scheduled &

and Historical Wire submissions from this account,

ACCOUNT 4 ACCOUNT TYPE PERMISSIONS View Statements
View images of state is account. NOTE — this ®
could display other statement his account's statements
are combined witl er accounts.
@® MINISTRY CHECK i i i L
Checking No permissions have been assigned to this account E

View Draft Images Y

View images of chacks and drafts drawn on this account

Edit Permissions
® MINISTRY SAVINGS Transfer Funds Out From
The ability to transfer funds out from this account and view .
assaciated transfer history using the Transfers widget.

Savings No permissions have been assigned to tl
Remove Account

Transfer Funds Into
The ability t transfer f
aciated transfer b

nto this account and view [ ]
ing the Transfers widget.

Stop Payment

The ability to submit a stop payment for checks on this o
account,
Balance Peek &

Use Balance Peek from this account.

Desktop RDC Funds Into 5SSO

8ub.User status ot 7 iy 5 D e i )
desktop S50,

Online Banking Administrators and users with Manage User permissions can update a sub-user’s contact information, reset
passwords, and manage user status. To update a user's information, select the user from the Users list, open the ellipsis (3
dots) menu, click Edit Details. If possible, users should update their own contact information under Tools>Contact
Information.
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Administrators and authorized users can reset a sub-user's password or change their status by selecting the user from the
Users list, opening the ellipsis menu, and choosing change status. The following statuses may be assigned to a user:

¢+ Active - The user can sign in and access online banking

¢ Locked - The useris temporarily locked out after too many unsuccessful login attempts. Change the status to
Active to restore access.

* Frozen - Administrators can freeze a user's profile when needed. Users with a Frozen status cannot sign in or access
online banking. To restore access, change the user's status back to Active.

¢+ Disabled - The user has been disabled by AdelFi and cannot access online banking. Disabled users do not appear in the
Users list and can only be reactivated with assistance from AdelFi.

Reset a Sub User’s Password

To reset a sub-user's password, go to the Users tab, select the user, and open the ellipsis menu. Verify the email
address or phone number where the temporary password will be sent, optionally enter a reason for the reset, and
then select Send New Password. The temporary password is valid for 24 hours.

Personal Information e

\ Edit Details

ACTIVE

SubUsernamel July 23, 2026 \
Change Status
No address .
SubUsernamel@company.com Create Similar User
(800) 444-5566
Delete User
Account Access VIeriae Accomnts

1 Account 1 Account

Sub User - First time Log In

Sub Users are created by the Online Banking Administrator or an existing Sub User with Manage User permissions.
See the Business Admin page above, for steps on creating a user.

Once the user receives their User ID and the temporary password, they can go
to: https://secure.adelfibanking.com/Authentication

Next Steps:
e Sub User will enter the User ID and temp password provided to them
e  Select the Reset Option, Reset my business sub user password
e  Verify your identity
o Required:
= Username
= Mobile Phone
=  Email
= last Name
e  Select your password reset method
o A Multifactor Authentication (MFA) code is sent to the member’s selected contact method. Text messages come from 478109
Enter the MFA code and click Verify
Create a new password (At least 10 characters, One uppercase letter, One lowercase letter, One number)
Verify Contact Information & E-Statements
Read and Agree to the Online Banking Terms and Conditions (Do not continue if you do not agree)

**The temporary password is good for 24 hours; Admin can reset if needed.
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