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This document is intended to operate as a guide to facilitate the easy use of the products it discusses. It does not 
and is not intended to alter, modify, waive, or change any agreements between users of the product and First 
Citizen’s Bank & Trust Co., or any terms and conditions imposed by First Citizen’s Bank & Trust Co. for use of the 
product. In the event that there is any conflict between this document and any applicable agreements or terms 
and conditions imposed by First Citizen’s Bank & Trust Co., those applicable agreements or terms and conditions 
shall control.
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Overview  
Learn how to navigate to Payment Automation, view the state of your file transmission, and 
alternate methods of accessing the transaction details.  

User Maintenance 
To add a new reporting permission for Payment Automation users: 

1. Log into Bank Admin. Select the down caret next to Menu, then select Client Company 
under the Client Company section.  

 

 
 

2. Filter by Company by typing in the company name in the search bar, then select Go. 
Select the down caret under the Actions column and click on the VIEW option.  
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3. Select the View link in the Client Users row. 

 

 

 

 

 

 

4. You’ll be routed to the User Maintenance page. Navigate to the item that you’d like to 
open, select the down caret next to View under the Actions column, then select Modify. 
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5. Select Set Permissions, then Reporting tab.  
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6. Scroll down to Payment Automation File Manager where you’ll see the new entitlement 
options.  

 
 

 

 

 

7. Route to the User Maintenance page. Navigate to the item that you’d like to open, select 
the down caret next to View under the Actions column, then select Simulate. 
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8. A pop-up will open. Click on Yes.  

 

 
 

 

9. You’ll see Payment Automation listed as an option under the Reporting tab.  

10. You can view all the files received. Select View to see error details.  
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11. You’ll be routed to File Import Details.  

 
 

 

Download a File  
To download a submitted file: 

1. Select the down caret next to View, then select Download.  

2. A pop-up on the top right corner will display the downloaded content. Click to open.  
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3. Review the content of the file.  

 

 

 

 
 

Import File Manager 
To access an alternate method to view file transmission status: 

1. From the home page, navigate to the Administration & Settings tab, then select Import.  

2. Select the drop-down caret next to My Imports menu, then select All Imports.  
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3. Click on the View link for the row you’d like to see.  

 
 

 

 

 

 

 

 

 

4. You can see the status details.  

Questions?  
We’re here to help. Contact Business Engagement Center with questions at 866-322-4249 (866-
FCB-4BIZ). Our team is happy to assist you. For more information visit our Commercial 
Advantage Learning Center.  

https://www.firstcitizens.com/commercial/commercial-advantage-center/learning-center
https://www.firstcitizens.com/commercial/commercial-advantage-center/learning-center
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