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HOW TO:
MANAGE DELEGATES



Delegates are account users (typically an accountant, 
manager, etc.) who have permissions to view and/or initiate 
transactions on the account. 

Signers can also decide which consolidated accounts a 
delegate can access.

What are account delegates?



From the left panel menu:

1. ADD A DELEGATE

• Select “Services”
• Select “Manage Delegates”

When the page loads:

• Click “Add New Delegate”



Add required information:

2. COMPLETE FIELDS

• First Name
• Last Name
• Role (select from the 

dropdown options)
• Email
• Mobile Phone

Check the consent box

Click confirm



Check the delegate’s 
information is accurate

3. REVIEW AND CONFIRM

Click Confirm



4. VERIFY THE CHANGE

Click confirm

Enter your One Time Passcode 
to complete 2-step-verification



Click “Back to Manage 
Delegates” to assign access 
levels to the user

5. MANAGE DELEGATE ACCESS



From Delegate Details:

6. ASSIGN ACCOUNT PERMISSIONS

• Click Manage Account Access

Click Confirm

• Select the accounts to which you 
want the delegate to have access

When the page loads:
• Select the Delegate

When the options load:



7. ASSIGN TRANSACTION PERMISSIONS

• Select the transactions you want 
the delegate to be able to perform

Click Confirm

From the left panel menu:
• Select “Services”
• Select “Manage Delegates”

When the page loads:
• Select the Delegate

When the options load:



Email the delegate and ask them to complete 
setting up their access. Mention:

8. NOTIFY DELEGATE

• Separate login and temporary password 
emails will be sent 15 minutes apart

• The temporary credentials will expire after 
24 hours

• Complete set-up during that window



Additional delegate 
management
From the “Manage Delegate” 
menu, you can:

• View delegates and access level

• Modify delegate access and 
information, including: name; role; 
contact information; active status; 
reset password; country; account; 
transactions; day and time

• Unlock delegate accounts

• Delete delegates
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FAQs

How many delegates can be 
added by a signor?
There are no restrictions.

Can I edit any delegate?
Signers may only manage the 
information and access for their 
own delegates.

Signers can delete any delegate.

What is “inactive” status?
Inactive delegates cannot access 
Business Online Banking.

What are the permissions for 
each delegate?
Read-only delegates are only able 
to view accounts/transactions. 

Initiator delegates can view 
accounts/transactions and initiate 
transactions. Delegate-initiated 
transactions must be approved by 
a signer prior to posting.

How does my delegate log-in?
Once successfully added, the 
delegate will be separately emailed 
a temporary username and 
password. These emails will arrive 
15 minutes apart.

The temporary credentials will 
expire after 24 hours.
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