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User Management   
The standard access levels are Corporate Administrator and Corporate User. Additional groups may 

be present if your company has subscribed to other lockbox services (Client Decisioning or Virtual 

Lockbox). 

Prior to setting up a user in the Lockbox Online Portal, all users must have a Huntington Business 

Online User setup and Lockbox Online Viewing- FIS’ rights enabled by the Business Online 

Corporate Administrator.    

 

Corporate Administrator   

The Corporate Administrator is responsible for maintaining the Corporate Users. The Corporate 

Administrator also grants Corporate Users access to a specific lockbox or set of lockboxes.   

The Huntington Lockbox Support team will set up your company Corporate Administrator during the 

onboarding process, and the Corporate Administrator will have the ability to setup and manage 

additional users within the company.   

 

Setting up an Existing Business Online (BOL) User    
Step 1: The Corporate Administrator will set up the user in Huntington Banking Online.   

Step 2:  The Corporate Administrator will setup their company user on the Receivables Hub using the 

steps outlined below.        

 

Corporate Administrator logs on to the Huntington Bank Business Online portal.  The Admin 

selects the Receivables menu, then Online Lockbox Viewing – FIS, which takes them directly to 

the Receivables Hub dashboard.  
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Click on the Admin button in the upper right section of the screen.  

 

 

Select the User Admin Access hyperlink  

 

Adding a User 
Enter the Business Online Username in the UserID block (in the sample below, username is test1) 

and click on the Create New User button and click on Apply Changes.  

Note: The lockbox username is case sensitive and must exactly match the Business Online 

Username.  

 

The User will be added to the User list for this Business Online ID and can be enabled for the 

available features by checking the box beside each feature.  Click the Update button in the last 

column. 
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Click Apply Changes 

A list of lockboxes tied to the Business Online company ID will be displayed.  Click Allow to assign the 

user id to each of the lockboxes if your company has more than 1 box.   

Click Apply Changes 

Click User Administration to return to the previous screen or click Menu to return to the main 

landing page.  

Modify or Delete User 
From the User Admin Screen, locate the User, and Select the Modify hyperlink to change enabled 

features, Select or deselect User Admin Access by clicking on the check box, or Click on the Delete User 

button to delete the user.  Once your selections are complete, Click the Apply Changes button.   

 

  

 

 

 

 


