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Step 3 – Select Services
Select the services that the Secondary User can use

Step 4 – Signature Group
Assign Signature group and Daily User limits

The new user’s Electronic Banking Number will appear on the acknowledgement 
page online once a user has been created. 

The new user created online will be sent an Internet Banking PIN / Password to 
his company address.

The Security Token would have already been handed to the Primary user at the 
time of application. 

The new user will now have to follow the Registration and Logon steps as 
detailed in the previous sections.

Please note: Creation of a new user is an admin related task and would need 
authorisation if you have selected Dual Admin Control as explained in the 
Admin Control section under Key Concepts. For details on how to authorise this 
transaction refer to section VII.
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b. Delete existing Secondary user

Go to ‘Existing user’ under ‘Access and Security’ menu.

1. Click on the existing Secondary user you wish to delete.

2. Click on delete at the right hand bottom corner of the page

Please note: Deletion of an existing Secondary user is an admin related task and 
would need authorisation if you have selected Dual Admin Control as explained in 
the Admin Control section under Key Concepts. For details on how to authorise 
this transaction refer to section VII.
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c. Modify profile of existing Secondary user

Go to ‘Existing user’ under ‘Access and Security’ menu.

1. Click on the existing Secondary user whose profile you wish to modify.

2. Click on the ‘Change ‘button at the right hand bottom corner of the page.
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3. The next screen allows you to modify the list of accounts and services that the 
secondary users can access. Once you have made the changes required (or if 
you have nothing to change in this page) click on the ‘Proceed’ button at the right 
hand bottom corner of the page. 

4. The next page allows you change the signature group and daily transaction 
limits of the secondary user. Make the necessary changes required click on 
‘Proceed’ at the right hand bottom corner of the page. If you wish to go back to 
the previous page now and make any changes, click on ‘Change’.
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5. The next page shows you the new profile of the user and asks you to confirm 
the changes. Once you review the details, click on the ‘Confirm’ button at the 
right hand bottom corner.

6.  On the next page you need to authorise the change by entering the number 
displayed on the token in the given space and click ‘Confirm’.



 Business Internet Banking / USER GUIDE34 Business Internet Banking / USER GUIDE 35

7. The acknowledgement page appears.

1. Go to Authorisation, then Access and Security. This will show you a list of 
pending transaction awaiting authorisation.

Please note: Modifying the profile of an existing secondary user is an admin 
related task and would need authorisation from a second Primary User if you have 
selected Dual Admin Control. For details on how to Authorise the transaction 
refer Section VII

VII. Authorisation (for Dual Admin control only)

This section applies only to customers who have selected Dual Admin control. In 
this scenario the creation a new Secondary user, or any amendment in the user 
profile of an existing Secondary users, have to initiated by one Primary user and 
authorised by another Primary user, for the changes to take place. Section VI 
explains how these requests can be initiated by a Primary user. Once a Primary 
user initiates the requests, a different Primary user can log on and authorise the 
transaction as shown below.

a.	 Authorisation for Adding, Deleting or Amending Secondary user
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2. Click on the transaction to see full details of the transaction. Review the 
transaction and click ‘Proceed’ on the right hand bottom corner of the page.

4. The system will ask you to enter the security code from your token to 
authorise the transaction.

3. A confirmation page is shown next. Click on the ‘Confirm’ button on the right 
hand bottom corner of the page.



 Business Internet Banking / USER GUIDE38 Business Internet Banking / USER GUIDE 39

5. The system now shows an acknowledgement of the transaction completed. b. 	 Authorisation for Financial Transactions

 To authorise financial transaction
	

	 1.	Go to Authorisation, then go to ‘Instructions Pending’. This will show you a
		  list of pending transaction awaiting authorisation.

	 2.	Click on the transaction to see full details of the transaction. Review the
		  transaction and click ‘Proceed’ on the right hand bottom corner of the
		  page.

	 3.	A confirmation page is shown next. Click on the ‘Proceed’  button on the
		  right hand bottom corner of the page.

	 4.	The system will ask you to enter the security code from your token to
		  authorise the transaction.

	 5.	The system now shows an acknowledgement of the transaction
		  completed.




