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Welcome to Crossroads Credit Union Small Business Digital Banking for Businesses and Organizations

This user guide will help explainthe benefits of Crossroads Credit Union’s Small Business Online Bankingincluding How-To’s on
delegates, managing transactions, consolidating your personal and business profiles with just one signin, and settingup alerts.

The Benefits of Crossroads Credit Union Small Business Digital Banking

Crossroads Credit Union’s Small Business Digital Banking for businesses and organizations offers the same featuresas personal online
banking with the addition of some useful features to help yousave time and money.

Within Crossroads Small Business Digital Banking you can:

. Manage delegates as Initiator

o

Create and setup delegates as Initiator or Read-only. Provides delegates with their own login ID and passwordso
they can login separately. For example, you can select Read-only status for youraccountantand Initiator status
for an employee who pays bills.

Add/modify delegates securelyand easily within your account. You can add and edit delegates all yourself. You
can also temporarilydisable delegate access when employees are on holidays or leave.

Unlock your delegates. If a delegate’s account is locked through entering the wrong sign in information, you can
unlock them. You can also change the delegate’s password.

. Consolidate accounts

o

See personal and business accounts with just one signin.

. Setup dualsigners

o

For business or organization accounts that require two people to approve transactions. You can have as
many signers asyou require.

+  Manageyouraccounts anytime, anywhere

o

Mobile access through ourapp and mobile webbankingis available for signers. Delegates are required to
use the full website.

. Pay your federaltaxes online

o

Currentlyavailable for the Canada Revenue Agency.

. Create favourite transactions

o

Reduce the number of steps you needto take to make your regulartransactions.

. Manage youralerts

o

Stay informed whenyou need to approve transactions or if you have transactionsthat are about to expire. You
canview your business alerts by email or text message (messaging rates may apply). Set up is required before you
willreceivealerts.

1.877.535.1299
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Signing in For the First Time

1. Signinusingyour BusinessMember Card debit card.

2. Enteryour personal date of birth.

3. Enter your mobile phone number or email address youhave on file with Crossroads Credit Union.
4,  Setupa unique username (maximum 35 characters).

°  IMPORTANT: Choose something unique to you and something thatyou can easily remember because once
you create it, you can'tchangeit. Username CANNOT be your debit card number.

5. Setupa newstrongpassword(minimum 10characters with atleastone uppercase letter, one lowercase letter and one
number).

6.  Verify your identity. Enteryour personal mobile phone number oremail address. If it matches what we have onfile,
you’ll proceedto the nextstep.

o

If the contactinformation does not match what we have on file, a verification code will be sent to the mobile
phone or email address you entered. Enter that code in the verification pop-upand click ‘Confirn’.

7. Confirmsignin details. If everythingis correct, click ‘Create User Profile’ to finalize your new sign in information. Now
whenever yousign into online banking, use your new username and password.

DELEGATES

Delegates are people such as an accountant, bookkeeper or employee who can be granted limited access to digital small business
banking. Delegates can be created by any one of the authorizedsigners that have digital banking access.

Delegates will have their own username as a sign in and a password thatis providedto them by an authorized signer. Delegates will
be able to see the accounts and associatedtransactionsrelated to the Login ID the business signersets up for them.

Delegates can be set up with:
. Initiator access
°  Allows delegates to create transactions for the authorized signer(s) to approve without making the delegate an

actual signer on the account. Delegates with initiatoraccess can:

» Initiate transactions like a bill payment, transfer or Interace-Transfer®.

» Create asimilar transactionfrom previous transactions orrecall a transaction prior to approval.
Initiated transactions require approval by the signer(s) in orderto complete the transaction.
. Read-only access

o

Allows delegates to view account information but does not allow them to perform any transactions on the account.

1.877.535.1299
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Notes on Delegates

. There is no maximum number of delegates that can be setup.

. Once the usernameis selected it cannot be changed.

. The username will needto be communicatedto the delegate separately.
. Any accountsignercan add, view, oredita delegate.

. CrossroadsCredit Uniondoes not have access to your delegates; therefore, we are unable to add, edit, delete,
lock, or reset their password on your behalf.

l Note: Crossroads Credit Union has no control over delegate accounts, these are set up and controlled by authorized signers. I

How to Add a Delegate

1. Signinto digital banking via desktop or tablet (currently unavailablein the app)

2. Select‘Business Services’

w

Click ‘Delegate Management’
4,  Click Add Delegate
5. Create delegate username

o

Between 5-34 alphanumeric characters
®  Username shouldbe communicated to the delegate separately

6. Enterthe name of the delegate

7. Clickthe radio button to select the access level — Initiator or Read-only

8.  Clickthe radio button to select how the password will be received—email or mobile number
9. Enter the email

10. Enterthe mobile number

11. Typeinany notesthatapply to the delegate

12. Acceptexpressconsent

13. Click ‘Continue’

14. Confirmdetails are correctand click ‘Continue’

15. Anauthenticationcode will thenbe sentto you by email or text message. Enter the received codein the correct
field and click ‘Continue’

16. The delegate will now receive their temporary passwordvia email or text.

o

Your delegate will be promptedto change theirtemporary password when logging in for the firsttime. The
new password must be 10-30characters and containone upper case letter, onelowercase letterand one
number.

1.877.535.1299
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How to Edit Delegate Details

1.  Logintodigital banking

2. Select‘Business Services’

w

Click ‘Delegate Management’
4, Findthe delegate in the list

5.  Clickthe pencilicon under ‘Edit Details’

6. Make the necessarychanges

7.  Click ‘Continue’

8.  Verifydetails and click‘Continue’

9. Anauthenticationcode will thenbe sentto you by email or text message. Enter the received code in the correct field

and click ‘Continue’
How to Lock or Unlock Delegate Access

1.  Logintodigital banking

2. Select‘Business Services’

3.  Click ‘Delegate Management’
4,  Findthe delegate in the list

5. Toggle the lock access on or off

How to Reset a Password for a Delegate
1. Logintodigital banking
2. Select ‘Business Services’
3. Click ‘Delegate Management’
4. Findthe delegate inthe list
5

Click the icon under ‘Reset Password’

1.877.535.1299
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TRANSACTIONS

Transactions can be initiated by signors or delegates with Initiator access.

How to Initiate a Transaction
Transactions take place underthe Transfers & Payments section of digital banking.
1.  Selectthe transaction to be initiated suchas a paymentor transfer
2. Enterthe required information to complete the transaction
3. Confirmthe transaction whenthe details are presented
4, Submitthe transaction and it will go into a queue to be approved by a signor (You will receive a message that states: This step
was successful. Forthe transaction to be completed, it requires additional approval (s).
How to Find Pending Transactions that Require Approval
Login to digital banking
Select ‘Business Services’
Click ‘Pending Transaction’ to view transactionsthat require yourapproval orare pending a third-party approval.

Selectto approveor declinethe transaction

U oA W N R

Some transactions may require you to enter an authentication code whichis sentto you by email or text message. Simply
enter the received code and click ‘Continue’

I Note: Pending Transactions Expire after 7 days. l

1.877.535.1299
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CONSOLIDATE PROFILES
Profile consolidationallows you as a small business memberto add your personal account. This enables youto switch back and

forth betweenyourbusiness and personal account.

How to Consolidate Profiles

1. Logintodigital banking
Select ‘Business Services’
Click ‘Profile Consolidation’
Click ‘Add Profile’
Enter personal profile username
Enter personal profile password

Click ‘Continue’

© N o U kA W N

Confirmdetails and click ‘Continue’

How to Delete a Consolidated Profile
1. Logintodigital banking

Select ‘Business Services’

Click ‘Profile Consolidation’

Locate the profileto delete

Click on the trash binicon

Click ‘Continue’

N 9o v s wN

Verify details and click “Continue’
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ALERTS
Alerts are notifications that Crossroads Credit Union sends you by email or text message to keep youinformed of certain activities
that have occurredon youraccounts. We recommendyou setthem up so you will be notifiedif a transaction or action has

happenedthatyou didn’t conduct.

You can setup alerts yourselfin online banking or on the mobile app and choose how you wouldlike to be notified. It's another
convenientway to keepyourbanking experience safe and secure!

For certain alerts, email notifications are enabled by default and cannot be edited. This is an additional step towards providing youa
secure digital banking experience.

How to Set up Alerts

Online Banking
1. Logintodigital banking
2. Atthetopclickon ‘My Crossroads’
3. Choose betweensetting up ‘Account Alerts’, ‘Business Alerts’ or ‘Security Alerts’
4

Review the types of Account, Business and Security Alerts that available and toggle on/offthe types of notifications you would
like to receiveand how — text message, email, or push notifications

5. Click ‘Save’

1.877.535.1299
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