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Guide to Secondary Users
This document provides an overview of the different user types available within Business Internet
Banking and walks through the process of setting up a new user. 

Who is a Primary User?
▶ Primary Users must be authorized signers of the Company in accordance with the

Company's Corporate Resolution. 
▶ Primary Users may be allowed full use of the Business Internet Banking service.  They can

view account information, initiate payment instructions and authorize the creation of
additional users (Secondary Users).

Who is a Secondary User?
▶ Secondary Users are employees or other individuals who have been selected by the Primary

User to use Business Internet Banking. 
▶ The Primary User defines which accounts and services the Secondary User may access. 
▶ Secondary Users may be limited to data entry capability only, if desired.

Who are Empowered Secondary Users?

▶ Empowered Secondary Users are Secondary Users who have been authorized by the
Primary User to create and authorize the setup of new Users.

Each company must have at least one Primary User.  

Companies do not need to create Secondary Users or Empowered Secondary Users.
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1. _Creating a Secondary User

Log on to Business Internet Banking.

Navigate to Access & Security > User Access using the left-hand menu.

▶ Click Create New User.
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▶ Enter the name of your new Secondary User.

▶ Each new Business Internet Banking user will be sent a Security Device*. This is a small electronic
device (see image), which automatically generates the single-use Security Codes required to logon to
Business Internet Banking.  Each user only needs one Security Device, even if they use Business
Internet Banking to view accounts from multiple companies.  

▶ If your Secondary User already has a Business Internet Banking Security Device, please check the
Yes box.   Otherwise check the No box.

Security Device:

▶ Please create an Activation Code and enter it twice. The Activation Code must be 8 characters.  You
will need to give this to your Secondary User so that he may complete the registration process.

* More information can be found at us.hsbc.com/business/faqs



Business Internet Banking - Guide to Secondary Users

Member FDIC.  Issued by HSBC Bank USA, National Association.  © HSBC Bank USA, N.A. 2005

5

▶ Using the checkboxes, select the Accounts that the Secondary User will be allowed access to.  If your
Secondary User may access all accounts, you can use the Select/Deselect All link at the top of this
section.

▶ Scroll down to the Services section.

▶ Select the Services that the Secondary User may access. 

Note:  If User Access and Account Control is selected you are giving this user the right to set up
additional users.  This type of user is known as an Empowered Secondary User.

▶ Click Proceed.
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▶ Enter a Daily Authorization Limit.  You may specify a Dollar amount or select the box for Unlimited.  

Note:  If you do not want this user to be able to authorize any financial transactions, please enter 0 in
the box.

▶ Click Proceed.

▶ Review the details for your new user.  If they are correct, click Confirm.  Otherwise you may click
Change to amend the details shown.
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▶ This acknowledgement screen contains unique identification details that the Secondary User needs to
finish the set-up of his Business Internet Banking service.  For security reasons this screen is not saved
within Business Internet Banking after the user has been created.

▶ Please PRINT this acknowledgement and advise the Secondary User of his Business Internet Banking
ID and Activation Code.
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2._Set-up Instructions for the SU

If the Secondary User does not have a Security Device

▶ Once the instruction to create a new Secondary User has been Confirmed, a Welcome Kit
containing a Security Device will be mailed to the Secondary User.

▶ The Secondary User should follow the instructions provided in the Welcome Letter to
complete the set-up of his service.

▶ A guide to completing the process can be downloaded from
us.hsbc.com/business/online/welcome.html

If the Secondary User has a Security Device

Follow the instructions below once your Primary User has provided you with your new Business
Internet Banking ID and Activation Code.

▶ Log on to Business Internet Banking

▶ Click Add another Business Internet Banking ID
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▶ Select United States of America from the drop-down box.

▶ Click Continue.

▶ Enter the Business Internet Banking ID and Activation Code as provided to you by your Primary User.

▶ Enter the Company Name.

▶ Click Continue.
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▶ This page confirms you have successfully added the new Business Internet Banking ID.

▶ Click Finish and take me to my personal page.

▶ To view your accounts select the business name from the drop-down menu and click Go.
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General Help and Technical Support

If you need help setting up a Secondary User, telephone support is available between 06:00 AM 
ET - 12:00 AM (Midnight) ET, seven days a week via our Customer Relationship Center.

Just call 1-877-HSBC BIZ (1-877-472-2249).

For your security, our Customer Service Specialist must verify your identity each time you call.
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