B CIiTIZENS

BUSINESS BANK

A Financial Services Company

Your New Business Online Banking

User Administration

Business Online Banking Company Administrators have greater control over your company’s Online
Banking services, including user access rights, entitlements, and limits. The information below outlines
some of the common tasks a Company Administrator will perform.

Manage User(s)
A user who has Manage User assigned can create other company users.

Add a User
From the left-hand menu, select Commercial then User Management, then select Add User.

New User Details

PERSOMNAL DETAILS

First Name Last Name Email Address

Phone Country Phone

LOGIN DETAILS

LU_EIII ([n] Password Confirm Password

User Role

Discard Mew User Details Save New User Details

Enter fields as required:
 In the Login ID field, enter the preferred login ID for the new user.
* In the Password field, enter a default password, and re-enter in the Confirm Password field.

* Inthe User Role drop-down list, select a role. If a new role will be created, leave the role Unassigned
for now.

e Click Save New User Details to save.
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Unlock User(s)

When a user enters their password incorrectly several times, they will be locked out of Online Banking

and receive the notification below.

B CITIZENS

BUSINESS BANK

A Finaonclal Services Company

AN
{"'_\. This Login ID is currently locked. Personal Cnl

Banking users can call Client Support at 888.228 2
Business Online Banking users can contact their
Company Administrator or call Client Support for
assistance

Login ID

Password

1.  To unlock a user, under Commercial, click User Management. |dentify the locked user and select the

Edit (pencil) icon to edit.

Home
User Management

Messapes

Add User
Transactions
Commercial User Email Address Role Status Lastlogin
User Roles
" AWITNG ACation Approva 5 months ago Prd
User Management 3
ACH & Wires Company Adm AcTive 23 minutes ago P d
Reciplents
ay! Login Locked Out 2 4 monchs ago Z
RDC
M3y Active P4
Centers
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2. In User Details, click the Actions ellipsis (three vertical dots), then select Unlock login.

User Details

Status
Active

Edit Status

PERSONAL DETAILS

First Name

Phone Country

United States

USER ROLE Manage User Roles

Current Role

Company Approver

USER LOGINS

Login Name Channel

Internet

Last Mame Email Address

Phone

Status Last Logon

Login Locked Out 8/5/2021

f Actions \

Unlock login

E
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Assign Account(s)

1.  Accounts added to Online Banking are added to the Company and entitled to the Company Administrator,
which allows the Company Administrator to add the account to other user(s) by enabling the user role to
that account.

2. Select Commercial then User Roles.

3. ldentify the user role to add the account to, then select Edit (pencil) icon.

User Roles ACCOUNTS

User Management

Company Policy Number Nams View Deposit Withdraw Labels

ACH & Wires

Reciplents

4. Click the Accounts tab, then select Show unassigned accounts.

5. Accounts not currently assigned to the user role will appear at the bottom of the account list. Identify
the row with the account to entitle to the user role. Entitlements can be set to any combination of View,
Deposit, and Withdraw.

6. Assign the appropriate entitlements to the account for the user.

7. Click Save to finish.
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