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Online Banking

User Management Quick Start Guide  
Create New Users in Midland Business Access
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Accounts Home Page
To create a new user, click the 3 dashes in the upper left-hand corner.

#  |  Name of Presenter



3

Accounts Home Page
Click on ‘Business Banking.’
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Business Management Screen
Click ‘Users.’
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User Management Screen
Click ‘Add User.’
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New User Details
Fill out ‘Personal Details’ and ‘Login Details’ for the new user.
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Add New User Role
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To add a new user role, click ‘User Roles’
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Add New User Role
Click on ‘Create Role.’
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New User Permissions
Assign Transaction Rights, Feature Rights, and Accounts. Click ‘Save.’ 
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New User Permissions
To Edit an existing user find that user and click the pencil.
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• Click Manage User Roles to assign or update a user's permissions.
• To assign the same permissions as another user, click the Current Role dropdown, 

select the user whose role you want to mirror, and then click Update Role.

Locate the user you 
want to edit and 
click the pencil icon 
next to their name.
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New User Transaction Permissions
Transactions: Set transaction limits for the various services available to the user.
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New User Feature Permissions 
Features: Enable or disable the features the user can access.
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New User Accounts Permissions
Accounts: Select the accounts the Primary Admin wants the user to access.
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Micro Businesses
To create a new user, click ‘Users.’
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Micro Businesses
To edit a new user, click the pencil icon.
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Micro Businesses
When edits are complete, click ‘Assign Rights’ at the bottom right.
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Micro Businesses
Assign rights for new users.
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Micro Businesses
 Assign rights for new users.
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