
 

How to add & manage user 
profiles in your EziOnline 
business account 
 
We know it can be helpful for some of your employees to have access to your business 
account on EziOnline. That’s why we’ve enabled functionality that allows you to add more 
user profiles to your EziOnline business account.  
 
Best of all, you can set up users with different access levels and permissions, so employees in 
your business have access to only exactly what they need! 
 

Types of users and their access  

Branch Administrator 

A Branch Administrator has unrestricted access to all features of the EziOnline portal, 
including the ability to add other users and set permissions. Please note that your account 
can only have one Branch Administrator.  

Super User 

A Super User has the same access permissions as a branch administrator, minus the ability to 
create new user profiles. 

General User 

A General User is able to view the profiles of your customers (payers) and their scheduled 
payments. However, they do not have access to edit any data or access financial reporting. 

Finance User 

A Finance User has access to view your customers (payers) profiles, and their payment 
schedules and history; however, they cannot edit any details. Finance Users have full access 
to reporting, including settlement summaries and tax invoices.  

 



 

Payer User 

A Payer User will only be able to add new customers (payers) and manage their profiles. 
Payer Users do not have access to financial reporting or have any administrative access to 
user profiles.  
 

How to add new users to your EziOnline business 
account 
Step 1: To add new users or edit existing user profiles in EziOnline, select the ‘Admin’ tab at 
the top of your dashboard, and click ‘Manage Users’ from the drop-down menu. 
 

 
 
Step 2: To add a new user, select the ‘Add User’ button in the bottom right corner. 
 

 
Step 3: Enter the new user’s details in the appropriate fields.  

HOT TIP  

The login name field will be the username used to access EziOnline. You can choose to make 
their business email address their login name too, if that makes it easier for them to 
remember. 

 



 
 

 
 
Step 4: Once you have created a new user profile, next assign their permission level using the 
pencil icon next to their User Role section. Note: this is also where you can change the 
permission settings of an existing user. 
 

 
 

 
Step 5: Once saved, the new profile is created, and an automated email is sent inviting them 
to join EziOnline, with a link and instructions on how to generate a temporary password. 
Once logged in, they can update their password to something secure and memorable using 
these instructions - How to reset your password.  
 
Looking for something specific? Look for this icon in the bottom right corner of EziOnline, 
search for what you need, and we’ll walk you through a  simple step-by-step on more than 30 
topics. 

 
 
We hope you have found this guide helpful. If you would like to know more about this topic 
or have further questions, please email support@ezidebit.com.au. 
 
Alternatively, if you are looking for information or instructions about other topics, please visit 
our Knowledge Base. 

 

https://assets2.brandfolder.io/bf-boulder-prod/qexqqm-8qz53s-8k3q2z/v/26127179/original/EziOnline%20-%20How%20to%20reset%20your%20username%20and_or%20password.pdf
mailto:support@ezidebit.com.au
https://brandfolder.com/globalpayments-aunz/ezidebit-knowledgebase

