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Modify Contacts

When converting existing recipients to Commercial Advantage, duplicate recipients may be created.
This is primarily because the data transfer of required fields in Commercial Advantage and the previous
online banking platform may not carry over one-for-one. The same Contact may have converted both
as a Business and as an Individual.

Why is Contact Maintenance Important?

Modifying the Contact list to remove duplicates is highly recommended and can be completed over
time.

When processing Consumer Payments and Collections in Commercial Advantage, only the Individual
Contacts will appear in the Beneficiary name list.

However, when processing Corporate Vendor Payments in Commercial Advantage, an Individual who
has also been added to Contact Center as a Business Contact may be listed in the Beneficiary name
list, creating the potential of selecting an Individual recipient for a Corporate Vendor Payment.

Differences Between a Business and Individual Contact

To open the Contact Center from the Home page, select Administration & Settings. Then select
Contact Center.

Locate a Contact and select View.

FirstCitizensBank Home Payments & Transfers Reporting Administration & Settings | Help A ‘

Preferences:
‘Contact Center

Contact Ganter Ee)
Impart
Alerts Center

@ Add New Contact @ Import opainly iiee ol B [ O 100520220438 P
User Agreements

Ly
Fier | Select fields - All Cortacts v | Drres

Oa Actions Name Contact Type Contact Name Contact Emal Contact Phona Contact Mobla Sutus o3

o view - Acme Senvices Busnets Acme Senvices Approved
m} View Ace Testers Inc Business Ace Testers Inc Approved
Alex Sample Businass Another Sample Approved

View Alex Sample Indbvidual Another Sample Anpeoved]
View = Company Test 1 Business Company Test 1 Fopanad

o View * Company Test 2 Busness Company Test 2 Agproved

Company Test2 Company Test 2
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Business Contact Type

The Contact Type is identified at the top of the screen. In this example, Business is checked, and
both Individual and Employee are locked out.

&« Modify Contact

*Contact Type(s)
Business @ Individual @@ Employee

Contact Information
* Name (Business, Individual or Employee)

| Alex Sample ‘

Continue to scroll down to the Account xXXXX (USD) section. Click on the action arrow to open and
view.

The Services Available for a Business Contact may include Corporate Vendor Payments, Corporate
Collections and Wires, both Domestic and/or International, if applicable.

Verify the appropriate Services Available are selected for the surviving Contact.

Note: List of Services Available depends on the types of services subscribed to by the Company.
Not all available services may be listed.

@ Enter Bank Information () Use IBAN (@)

Services Available for this Account

Account Type @ * Account Number

‘ You may assign this Account to each selected service.

‘Checkmg V‘ ‘ x0001

Corporate/Vendor Payments

* Bank Routing Code Corporate Collections

‘ - JPMORGAN CHASE BANK, NA v ‘

JPMORGAN CHASE BANK, NA
PHOENIX , AZ

us

* Currency

USD - US DOLLAR ~
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Individual Contact Type

When an Individual Contact type is selected, the Business option is locked out. The Employee check
box is open to select if this person is both an Individual and an Employee.

e Modify Contact

*Contact Type(s)
& Business Individual O Employee

Contact Information
* Name (Business, Individual or Employee)

Alex Sample

Contact ID Number

Alex Sample

Contact Address Contact Person
Address Line 1 Contact Name

Alex Sample

Continue to scroll down to the Account xXXXX (USD) section. Click on action arrow to open and view.

The Services Available for an Individual Contact may include Consumer Collections, Consumer
Payments, Consumer Collections/Payments, Payroll and Wires, both Domestic and International, if
applicable.

Verify the appropriate Services Available are selected for the surviving Contact.

Notes:
e Payroll is only listed when the Contact Type selected is both Individual and Employee.

e With converted data, it is likely any Domestic and International Wire Services were assigned to
the Business Contact type. If the intention is to delete the Business Contact and retain the
Individual Contact, you will need to update the Individual Contact with Domestic and/or
International Wire Services as needed.

@ Enter Bark Information () Use IBAN (@)

Services Available for this Account
Account Type () ~ Account Numbsr

You may assign this Account 1o each selected service.

‘ Checking v‘ | 0001 ‘ u may assign this unt to ea lected senvice.
Consumer Callections

* Bank Routing Code Gonsumer Payments

‘ - JPMORGAN CHASE BANK, NA v ‘ (] Whe - Domestic
O wire - International

JPNORGAN CHASE BANK, NA

PHOENIX , AZ Consumer Callections/Fayments

us

* Currency

USD - US DOLLAR v
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Modify a Contact
In Commercial Advantage, the existing Contact can be easily modified.
1. From the Home page, select Contact Center.

2. Click on the column heading to sort by Name to identify any duplicates. When reviewing for
duplicates, look for identical/similar names with a Contact Type of Business and Individual.

3. From the Action column, select View. Verify each Contact and identify the correct Contact type
— Business or Individual. Verify the appropriate Services Available are selected for the
surviving Contact.

Note: With converted data, it is likely any Domestic and International Wire Services were
assigned to the Business Contact Type. If the intention is to delete the Business Contact and
retain the Individual Contact, update the Individual Contact with Domestic and International Wire
Services as needed.

4. Once the surviving Contact is identified, select Modify from the Actions menu, if applicable.

FirstCitizensBank Home Payments & Transfers.  Reporting Administration & Setiings | Help g ‘
Preferences
Cantas Contr h
Contact Center o
Impon
Alerts Centar
@ Add New Cortact (@ Import R & [ O 10052022 04:38 PM
User Agreements
L
Fter | Select fields - Al Cormacts v | D Enes
Oa Actions: Nama Contact Type Contact Name Contact Emal Contact Phione Contact Mobla Status £
e v Acme Services Busness Acme Senices Approved
a Vigwr - Ace Testers Inc Busness Ace Testers Inc Approved
o Vigwr - Alex Sample Business Another Sample Appraved
# View > Alex Sample Indevicual Another Sample Approved
- Madif
=] view % est1 Bugness Company Test 1 B
Delete
m] Viewr v Company Test2 Business Company Test 2 Rpproved
o - Company Test2 Incevictual Company Test2 Approved

5. Scroll down and click on the Add Payment Account Information to access the Account View.

FirstCitizensBank Home  Payments & Transfers  Fraud/RiskManagement  Reporfing  Administration & Settings  Help Lot oo 1008022 0515 P

& Modify Contact

*Contact Type(s)
@ Eusiness Individual Employes

Contact Information
* Name (Business, Individual or Employee)

‘ Alex Sample ‘

Contact ID Number

Cghtact Address Contact Person
ent Information

> Add Payment Account Information

[Payments and Templates used by this Contac
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6. Click the action arrow to open the Account xXXXXX view. Make the needed adjustments and
select Save Contact. A confirmation message will display, and the user is returned to the
Contact Center.

@ EnterBankInformation () Use IBAN @)

Services Available for this Account

* Account Type (® - Account Number

You may assign this Account to each selected senvice.
Checking ~ %0001
[ Teleshone Initisted Caliections:
* Bank Routing Code Consumer Collections
‘ - FIRST-CITIZENS BANK TRUST CO v | Payrol
Consumer Payments
FRSTCTIZENS BANK TRUST CO
PASADENA , CA
us
* Currency Consumer Collections/Payments
USD - US DOLLAR ~ (O Internet Initiated Collections

> Secondary Payroll Account
> Intermediary Bank Information

Make this the Primary Account for this Contact

[Payments and Templates used by this Contac

B& FirstCitizens Bank Heme  Payments & Transfers  Fraud /Risk Managemnent ~ Reporting  Administration & Settings  Help Lt Lo 01052022 0415 P
Contact Center Add Widget v I
Contact Center =3
(@ Add New Contact (D Import & O O 10/17/202206:52 PM
/' Contact Auto Approved N\ Detals
Name Alex Sample
1D 107464
O ‘ Actions ‘ Name ‘ Contact Type Contact Name Contact Email Contact Phone ‘ Contact Mobile ‘ Status. §
(] View - Alex Samgle individual, Employes Approved

7. If the modified Contact is used within a Template, a system message will display, along with a
list of templates. The impacted templates will be placed in a ‘Needs Repair’ status and require
maintenance and re-approval. For information on how to repair a Template, see the Modify a
Template with a Needs Repair Status (firstcitizens.com) Quick Reference Guide.

Make a note of the Templates and Payments needing repair. Click on Continue to return to the
Contact Center.

) Changes to this Contact will impact Payments and Templates

This contact is used in the following payment(s) that have not been released. Modify the payment after this contact is approved to update the
payment details.

ID Beneficiary

Payment Type

Value Date

Last Update Date/Time

Status

6119 Alex Sample

Payrol

10/19/2022

10/17/2022 13:44:19

Entered

When this contact is approved, the following templates will be updated with the changes, which will need to be re-approved after the update.

Template Code I Template Description Beneficiary Payment Type Last Update Date/Time Status
RepairTest Modify Contact Test Alex Sample Payroll 10/17/2022 13:45:58 Approved
Payroll Expense Reimbursement Alex Sample Consumer Payments 00/21/2021 11:21:07 Approved

Do you want to continue with these changes?
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https://www.firstcitizens.com/content/dam/firstcitizens/pdfs/commercial/commercial-advantage/modify-international-wire-template-needs-repair-status.pdf
https://www.firstcitizens.com/content/dam/firstcitizens/pdfs/commercial/commercial-advantage/modify-international-wire-template-needs-repair-status.pdf

Note: Other Contact error messages may display and require adjustments prior to saving the
modified Contact. For example:

& Modify Contact

A Value exceeds maximum length of 22 for Field: Name, Payment type: Corporate Gollections

A Value exceeds maximum length of 22 for Field: Name, Payment type: Corporate/Viendor Payments

Delete a Contact

Once the surviving contact is identified and maintained, if applicable, the duplicate contact can be
removed.

1. From the Home page, select Contact Center.

2. Click on the column heading to sort by Name to identify any duplicates. When reviewing for
duplicates, look for identical/similar names with a Contact Type of Business and Individual.

3. From the Action column, select View. Verify each Contact and identify the correct Contact —
Business or Individual.

Note: With converted data, it is likely any Domestic and International Wire Services were
assigned to the Business Contact Type. If the intention is to delete the Business Contact and
retain the Individual Contact, modify the Individual Contact with Domestic Wires and
International Wires Services as needed.

4. Once the duplicate Contact is identified, select Delete from the Actions menu.

& First CitizensBank Home  Payments&Tmansfers  Fraud/Risk Management  Reporfing  Administration & Settings  Help

Last Legin: 10/05/2022 04:15 PM

User Maintenance
Add Widget ~
Preferences

Contact Center <

Contact Center Import Y
Alents Center
Audit Information

@ Add New Gontact (@ Import User Agreements & [ O 10/17/202208:17 PM

Fiter ‘ Select fields - G

Oan | Actions ‘ Name ‘ Contact Type Contact Name Contact Email Contact Phone Contact Mobile Status ﬁ
] | View + I Alex Sample individual Approved
O View  Modity Indvidual, Employee Approved
Delete
(m] View— — indiviciual Approved
(m] View w Test Business Business Approved
(m] View - Test Company Business Test Name Approved
(m] View v Test Three contact Individual Test Three Approved
Viewing 1-6 of 6 records D,Sp‘ql 50 - ‘FamN page‘ 1. |D, >

5. A confirmation message will display. Click on Yes to delete.

Confirm Delete

Are you sure you want to delete this item?
hc
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6. If the deleted Contact is used within a Template, a system message will display, along with a list
of Templates. The impacted Templates will be placed in a ‘Needs Repair status and require
maintenance and re-approval. For information on how to repair a Template, see the Modify a
Template with a Needs Repair Status (firstcitizens.com) Quick Reference Guide.

When applicable, make a note of the Templates and Payments needing repair.

@ Changes to this Contact will impact Templates

When this contact i approved, the following templates will be updated with the changes, which will need to be re-approved after the update.

Template Code Template Description | Beneficiary | Payment Type Last Update Date/Time Status.

SamplsTemplats Sample Template Alex Sample Cansumer Collections/ Payments 10117/2022 18:17:13 Entered

«

Do you want to continue with these changes?

m Gancel

8. A confirmation message will display, and the Contact is deleted.

FirstCitizensBank Home  Payments & Transfers  Fraud/RiskManagement  Reportng  Administration & Settings  Help Lt Lo 10052022 0415 P
Contact Center Add Widget v I
Contact Center E+3
@ Add New Contact (@ Import & [ O 1017/202208:19 PM
" 1 Contact Deleted /\ Detais
Name Alex Sample
1D 107461
(mpl | Actions ‘ Neme ‘ Contact Type Contact Name Contact Emel Contact Phone ‘ Contact Mobike | Status Y
O View w ima Sample. individual, Employes Approved
(m] View « Sam Sample Indivicual Approved
O View w Test Business Business Approved
(m] View « Test Company Business Test Name Approved
O View w Test Three contact individual Test Three: Approved

Questions?

We’'re here to help. Contact Customer Support with questions at 866-322-4249 (866-FCB-4BI12Z).
Our team is happy to assist you. For more information visit our Commercial Advantage Learning
Center.
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https://www.firstcitizens.com/content/dam/firstcitizens/pdfs/commercial/commercial-advantage/modify-international-wire-template-needs-repair-status.pdf
https://www.firstcitizens.com/content/dam/firstcitizens/pdfs/commercial/commercial-advantage/modify-international-wire-template-needs-repair-status.pdf
https://www.firstcitizens.com/commercial/commercial-advantage-center/learning-center
https://www.firstcitizens.com/commercial/commercial-advantage-center/learning-center
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