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Toggle and Unified Account Summary Set up for Business Profile to 
Personal Profiles 
Primary Admins will need to enable Secondary Admins and Business Users for the new Toggle 
functionality. This will allow for any enabled Business Admin or Business User to toggle between their 
business and their personal accounts. 

• Any business user can use the toggle function.  
• Only that user can set up their toggle to their personal account.  
• Admin users will not have access or have any visibility to any business user’s personal accounts.   
• Users can easily access and switch from their personal or business profiles – no need to log out 

and log back in. This also works on the mobile app as well.  
 
For Primary Admins 

1. Log in to online banking. 
2. Select the Manage Users link under menu Account Services. 

 
3. Select a user and open the Options (three dots on the right side). 

 

 
4. Select Edit User Access. 
5. Under Set access for all accounts, check the following two boxes 

a. Business/Retail Toggle 
b. Unified Account Summary 

6. Then click Save. 
7. Depending on your setup, this may need to be approved by a Secondary Admin before the user 

has access to it.  
 



 

2 | P a g e  
 

 
 
 

For all Business Users to set up Toggle 
1. Log in to online banking. 
2. Select the Link Personal Profile at the top of the screen. (This entitlement must be granted for this 

option to show).  

 
3. The user will be prompted to enter their User ID and password, then select Add Profile. 

 
 

4. The user will be prompted to complete their verification.  
5. Once successful, the user will have the ability to switch between their personal and business 

profiles. They can also view their Unified Account Summary page. 
6. To make this page their landing page (home page) when logging in, the user will need to toggle 

the Make Landing Page button at the top.  It will turn green with a check when toggled on.  
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