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Visit www.citizenslc.com
Welcome to Citizens Bank’s Small Business Treasury Management 
Services (SBTMS)! SBTMS is a portfolio of  electronic banking prod-
ucts that allow businesses to manage their cash more effectively.

What do I need?
• Make sure you know your log-in credentials. Face ID and Touch 

ID won’t work the first time you access the site.
• Ensure you have a compatible browser downloaded on your com-

puter. Our new online banking platform is supported by most 
browsers: Google Chrome, Microsoft Edge, Firefox, or Safari. It 
is NOT supported by Microsoft Explorer.

• Please be sure we have your latest email address for communica-
tions.

• Please note that you will be asked to set up Two-Factor Authen-
tication, to help safeguard your account. Once this information is 
entered, you’ll choose to receive a one-time verification code by 
either
 ° Text Message to the mobile number entered
 ° Automatic phone call to the phone number entered, or
 ° Authy or other authenticator app.

Download Our Mobile App
The convenience and self-sufficiency of  online business banking is 
also available on your smart phone or other mobile device. Plus, you 
can use any mobile device - regardless of  make, model, or service pro-
vider - that is web-enabled and has a wireless data connection.

In your device’s app store, search “Citizens Bank LC Mobile”.
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Main Screen
SBTMS features are found in the payments section of  the Menu. Depending on the number of  payment permissions, payment types may display individ-
ually or in the Payments drop-down.
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ACH

1. Depending on the number of  payment permissions, 
ACH may display individually or in the Payments drop-
down. Select ACH option

2. Click Create ACH

Creating an ACH Batch

1

2

Note: Batches must be initiated by 3:00pm the business day 
before the effective date. ACH Transfers are not processed on 
Federal Bank Holidays.
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3. Enter a batch name & select your ACH Company
4. All ACH companies tied to the online banking ID will appear

3

4Note: 
CCD = A single entry or reoccurring ACH credit or 
Debit originated to a corporate account
CTX = Corporate Trade Exchange is an ACH system 
used by companies and government agencies to track 
and automate recurring payments, can include more 
than one Addenda Record
PPD = Prearranged Payment & Deposit Entry is a 
Credit or Debit to a consumer’s bank account
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Note: 
Be sure to add an offsetting account as a recipient 
during this step. 
i.e. If  sending payroll, the offsetting account should 
be your business account as the Debit.

5. Complete the necessary fields
6. Now add the recipients
7. Enter the recipient’s information
8. Create a separate prenote batch for this transaction or hold it 

to prevent it from processing
9. Select Optional fields to add an ID number or addenda
10. Click +Add another recipient
11. Continue adding recipients as needed
12. Click Save recipients when finished
13. Select Create batch

11

6

12

7

13
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5

10
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14. The batch was successfully created
15. The batch is now ready to be initiated, edited, or deleted

14

15

Note: Credit and Debit amount totals must 
match.
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1. From the ACH page, select Upload ACH
2. Drag and drop or browse for file
3. Click Upload
4. Review the confirmation
5. Click the icon to review statuses

Uploading a NACHA File

1

3

4

5

2

Note: 

Note: Please make sure your NACHA files 
include, Company Tax ID, routing and ac-
count information, as well as ensuring the 
Company Name matches Citizens Bank 
records.
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6. Navigate back to the ACH page to see your uploaded batch
7. Select the batch to review and edit details
8. Select Edit to update the batch header

7

8

6

11
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9. Edit the batch name or other details as necessary
10. Click Save
11. Select the recipients to view, edit, or add
12. Click the pencil to edit
13. Click this icon to add another recipient
14. Your changes have been saved

12

13

14

9

9

9

10

Note: Additional Recipients will be listed here.
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1. Select a batch
2. Click Review and Initiate

Initiating an ACH batch

1

2

Note: Batches must be initiated by 3:00pm the 
business day before the effective date. ACH 
Transfers are not processed on Federal Bank 
Holidays.
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3. Select Show details to see batch header
4. Choose an effective date and offset account
5. Click Initiate
6. Enter your password to authenticate
7. Review the confirmation & click Done

6

7

3

4

5
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8. The batch now shows an Initiated status
9. You can also initiate multiple batches at once
10. Choose the batches to initiate
11. Enter an Effective date and Offset account for each batch
12. Select Initiate

11

12

8

9

10
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1. Select the initiated batch
2. Click Uninitiate
3. Select Uninitiate again to confirm

Uninitiating an ACH batch

1

2

3
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4. Review the confirmation and exit out
5. The batch is back to a Ready status

4

5

Note: Batches must be initiated by 3:00pm the 
business day before the effective date. ACH 
Transfers are not processed on Federal Bank 
Holidays.



SBTMS Guide

17

1. Click the icon to filter batches by type
2. Select a batch
3. Click the icon to delete the batch
4. Select Delete again to confirm
5. Review the confirmation below

Additional Features
1

2

3

4

5
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Wires

1. Depending on the number of  payment permissions, Wires may dis-
play individually or in the Payments drop-down

Creating a Wire

1

Note: Wire Transfers must be sent to the bank no later
than 1:00 PM Mountain Time, Monday through Friday, for 
same day funds.

Wire Transfers are not processed on Federal Bank Holidays.
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2. Click Create Wire
3. Enter a wire name & select the account to debit
4. All accounts tied to the wire company will appear
5. Click add recipient

2

3

4

5
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6. Enter the recipient’s information
7. Enter the receiving financial institution’s info
8. Look-up institutions if  needed
9. Click here to add an intermediary if  applicable
10. Click Save

6

9

10

7 8
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11. Enter the amount and Add notes if  necessary
12. Check this box to save the wire as a repetitive template
13. Please note: The template flag must be selected to set 

up a recurring wire
14. Click Create wire
15. Click Done

11

11

12 13

14

15
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16. The wire is now ready to be initiated
17. An approval status means it is a dual control wire
18. Any wire flagged as a template will be available here
19. Switch accounts here to see associated templates

16

17

18

19



SBTMS Guide

23

1. Select the wire
2. Click Review and initiate

Initiating a Wire

1

2

Note: Wire Transfers must be sent to the bank 
no later than 1:00 PM Mountain Time, Monday 
through Friday, for same day funds.

Wire Transfers are not processed on Federal Bank 
Holidays.
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3. Select Initiate
4. Enter password to authenticate
5. Review your confirmation and click Done

3

4

5
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1. Select the wire or template
2. Click the icon to delete
3. Click Edit to modify
4. Click Save when finished

Editing Or Deleting A Wire

2

3

4

1

Note: Once a wire is initiated and/or in 
Approval Status, you will be unable to delete.
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Positive Pay

1. Depending on the number of  payment permissions, Positive Pay 
may display individually or in the Payments drop-down

Upload Checks Manually

1

Note: Uploads are instant.
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2. Click Add checks
3. Click Add your checks manually

2

3
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4. Select the account the check was issued from
5. Complete the necessary fields
6. Type:
     - Select Debit
7. Select the Check date
8. Click Save
9. If  more entries are needed, click Save and enter another, re-

peating the above steps
10. When finished, click Review

6

7

8

9

10

4

5
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11. Review your items
12. You may edit:
13.      The Account
14.      The Check Information
15. Make any necessary edits and click Save
16. When done, click Approve
17. Click Approve again
18. Click Done

11

12

16

13

14

18

15

17
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19. Your Pending, Unapproved, and Successful 
uploads appear on this page 19
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1. Click Add checks
2. Take note of  formatting guidelines for the .CSV file
3. Columns 1 and 2 are required. the rest are optional

Upload A .CSV File 1

2

3

Note: Uploads are instant.
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4. First, choose the associated account
5. Drag and drop or Browse to locate your .CSV file
6. Select the .CSV file you want to upload and click Open
7. Click Review checks

6

7

4

5
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8. Review your items and click Approve
9. Click Done
10. Your upload appears on this page

8

9

10
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1. Exceptions appear if  a check attempts to clear the 
account but does not match the list of  issued items

2. Click Work exceptions
3. Toggle between accounts here
4. The number of  available exceptions to work shows 

here
5. Select the account to decision the exceptions
6. Select to review details

Working Exceptions
1

6

2

3

45

Note: Positive Pay Exceptions must be de-
cisioned and submitted to the bank no later 
than 10:30 AM Mountain Time, Monday 
through Friday.

Exceptions are not processed on Federal 
Bank Holidays.
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7. Review the check details and any included 
check images

8. Some accounts may also show Pay checked 
by default

9. Select the box for items you wish to pay. 
Uncheck the box for items that you wish to 
return.

10. Click Submit
11. A confirmation message shows if  successful

11

7

8

9

10
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Autobooks Invoicing
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ACH Authorization-Credits - OPTIONAL
Bank provided form: to be used to obtain permission to electronically 
credit an account. 

These are not required to be sent to the bank. If  you as a SBTMS user 
have a pre-existing system in place, you are free to continue following 
your current practice.
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ACH Authorization-Debits - OPTIONAL
Bank provided form: to be used to obtain permission to electronically 
debit an account. 

These are not required to be sent to the bank. If  you as a SBTMS user 
have a pre-existing system in place, you are free to continue following 
your current practice.
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Contacts

Rhena Leitermann
Vice President, Treasury Management Services Department Manager
rleitermann@citizenslc.com
575-647-4129

Michelle Cone
Treasury Management Services Specialist
mcone@citizenslc.com
575-647-4193

Treasury Management Services Department
treasurymanagement@citizenslc.com
575-647-4193
Visit www.citizenslc.com/business/treasury-management-services
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Thank You For 
Banking With 
Citizens Bank!


