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PROGRAMME ADMINISTRATORS: HOW TO REGISTER FOR CCIS

Before you start

You can register your programme as soon as you receive

a welcome email from us containing your company
name, ID and credit limit. You'll also need the device you Phone Number
use to verify your identity during sign in - your mobile,

landline or security token.

Company Name
- JF SCOTLAND

— -

If you don't have this email to hand, please call Corporate
Card Services on 0345 030 6270 (or +44 1908 544 059
from outside the UK).

Things to know

e When creating your CCIS Internet ID, Passcode and
Memorable Word, use details that you'll remember -

Credit Limit

we won't send you confirmation.

e For your security, we'll time you out if there’s no

activity for 9 minutes. This means you'd need to start
registration again. So give yourself enough time to Date of birth DD/MM/YYYY
complete this in one sitting - it shouldn’t take more

than a few minutes.
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Welcome to Bank of Scotland Commercial Card

Internet Servicing N —— Register your programme

online.

Whether you want to make or receive card payments or find an effective way to
reduce costs and cut down on time-intensive paperwork, we are able to help you. Our
Corporate Cards can give you greater control over business expenses, save time and

Sign In Register

money on administration and increase convenience for your cardholders. Our card -
Register now to manage your

programmes give you crucial information on what has been spent, where and by Corporate Card online 1 G _t .
whom. This, in turn, gives you the data you need to control costs, manage risk and : . O O .
> View your balance

> View satements https://www.commercialcards.co.uk/

> View outstanding authorisations
lloydsbank/

negotiate effectively with suppliers.

Your Programme

Manage your programme online.

2. Click Register in the "Your

Sign In Register
’ .
Register now to manage your PrOg ramme SeCtl on
programme onlime.
> Manage your card programme

» View card spend

3. Follow the on-screen instructions

to register your programme by

entering your:

———— ¢ Company Name
Register a Programme Administrator

rou haven't already done so

This is the company name as it appears

Please sign in to manage your programme online. If y

r programme and cardholdars under that

on your welcome email OR statement.
Your Commercial Cards CDM/RM can

also confirm this for you. Input is case

rogramme, amend cardholder authonsation parameters and onboard new

cardholders online I

If you already have an existing User |D then you can add ancther Programme using the

'Add Another Programme’ link after Sign in.

StepTof 3

Register your programme

sensitive

* Information required

Pleasze complete the following. Al fislds are required. [ ] CO m pa ny | D

Company Name* \

Enter exactly as found on your statement or on the subject of your welcome ema ThIS |S the 7 d|g|t Compaﬂy |D as |t

PenEn appears on your welcome email OR

Z statement. Your Commercial Cards

2. Can be folind on the subject line of your welcome email or Contact Us

CDM/RM can also confirm this for you.

Input is numbers only with no spaces
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Register a Programme Administrator

Please sign in to manage your programme online. If you haven't already done so
register for Internet Servicing to view your programme and cardholders under that
programme, amend cardholder authorisation parameters and onboard new
cardholders online.

If you already have an existing User ID then you can add another Programme using the
‘Add Another Programme' link after Sign in.

Step1of 3

neglster your pmgrammg * Information required

Please complete the following. All fields are required.

Company Name*

Enter exactly as found on your statement or on the subject of your welcome email

Company ID*

7 digit number. Can be found on the subject line of your welcome email or Contact Us

Date of Birth*
For example 30/01/1974

DD MM YYYY

Phone Number*

Enter the full phone number. No spaces or dashes, numbers enly.

Credit Limit*

Register your programme

N

This is your programme’s current credit limit. It can be found on your statement or Contact Us. \
Please enter it without currency sign

Password*

Created when you completed your application. This may be your mother's maiden nan(

e Date of birth

This is your date of birth as recorded on
the business application form in the
Programme Administrator section. Input
is in DD/MM/YYYY format

® Phone number

This is your phone number as recorded
on the business application form in the
Programme Administrator section. Input
is numbers only with no spaces, dots,
commas or dashes

e (Company) Credit limit
Your Commercial Cards CDM/RM can

confirm this for you. Input is numbers
only, with no spaces, dots, commas or

currency signs

e Password

This is your password as recorded on the
business application form in the
Programme Administrator section.
Please input any letters in UPPER CASE

only
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Create your unique CCIS
sign-in details

—— 4. Click the link to read our Terms
and Conditions. Tick the box to
&, BANK OF COMMERCIAL BANKING COﬂﬂrm yOU accept them, then C||Ck

e\ SCOTLAND
Next.

Register a Programme Administrator

For security reasons, the service

Please read and accept our Online Terms and Conditions to procead.
Step 2 of 3

Terms & Conditions

will timeout after 9 minutes of

* Information required

inactivity Please make sure you

Inline servicing Terms and Conditions

complete and review the

| have read and agreed to the Online Terms and Conditions*
& agreement within time to avoid
Canel restarting the registration

process again.

Legal Information Privacy Statement Terms & Conditions Cookie Policy

Bank of Scatland plc is registered with company num 000, Qur registered offica i ot The Mound, Edinburgh. EH1 1YZ. We are autharised by the Prudential Regulstion Autharity and regulsted by the Financial Conduct Authority and the
Prudential Regulation Authority under registration nu 28.
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N, BANK OF
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Register a Programme Administrator

Now you need 16 set up your Internet ID, & passcode for your online programme and a

memeorable word. You will not receive any emails confirming your login details so make a note

ot these.

Choosing your Internet

> This will be the ID you
usetolog on

> Between 6and 13
numbers and letters long

> Don't use spaces

» Avoid anything too
simple such as 'abc123,
which may be easy for

Choosing your
Passcode

> This will be your
passcode for log on

» Snumbers long

» Use at least 4 different
numbers

» Don't put three or more
consecutive I"IJITZbEI'E mn

ascending or descending

Choosing your
Memorable Word

Choose a word thatis

personal to you and that

you are likely to

remember easily.

> Your memorable word
must contain at least 1

number, 1 alphabetic

COMMERCIAL BANKING

Create your unique CCIS
sign-in details

5. Follow the guidance notes and
on-screen instructions to create

your:

® |nternet ID

This must be between 6 and 13

character and 1 special

orhersto guess. arder. - characters long and must contain letters
> tmust be between 8 and .
16 characters long and numbers but no spaces or special

» hmust have at least 4
characters. It is case sensitive (for future
use)

Step 3 of 3
e Passcode

* Information required

Set up account security

This must be 5 digits in length and must

Internet ID* .
o V4 be made up of numbers only with no
i b Iru yt ou log <

spaces. It must include at least 4
different numbers that do not

Passcode* .

e o y consecutively ascend or descend

S

e Email address

Confirm Passcode®

This is your email address as recorded

on the business application form in the

Email Address® Programme Administrator section.

Please input any letters in UPPER CASE

Confirm Email Address* on |y

N
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Confirm Passcode*

seees

Email Address*

Confirm Email Address*

Memorable Word*

special character.

Memorable Word Hint*

Reminder of the word in case you forget it

Cancel

Between 8-16 characters. It must contain at least 1 number,

1 alphabetic character and 1

Create your unique CCIS
sign-in details

Z
Ay

Register Now >

¢ Memorable word

This sequence of letters, numbers and
special characters must be between 8 &
16 characters long, containing at least 4
different characters including at least 1

letter, 1 number and 1 special character

Please DO NOT use any currency signs
(£/$/€) and ensure your memorable
word contains no more than 2 identical

characters in sequence.

It is case sensitive (for future use)

—— 6. Click Complete Registration once

you're done.

You're nearly there. You now need
to sign in to CCIS to complete your

registration.
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Sign In to Your Programme

Please sign in 1o manzge your Pragramme online. If you haven't zlready done so,

Register for Internet Servicing to view your programme and cardholders under that
programme, amend cardholder authorisation parameters and onboard new

cardholders online.
Step 10f 2

Slgl'l into your programme * Information required

Sign in for the first time

— /. To sign in to CCIS, enter your new
Internet ID and date of birth. Then

click Next.

Internet ID*

The user ID you setup upon registration
uatB2Bppauser Z
Forgotten your Internet ID?

Date of Birth*

For example 30/01/1974

Can:e'

Sign In to Your Programme
Please enter the requestad security credentials below.

Step 2 of Sign In

Enter your security details * Information required

Memorable Word*

Setup upon registration

LTI

—— 8. Now enter your new Memorable

Word and two randomly selected
digits from your Passcode. Then

click Sign in.

You have three attempts to enter
your sign-in details correctly. After
that your account will be locked. If
that happens, please contact the
Customer Service team for help.

Tel: 0800 096 4496 (or +44 1908

N

Memorable Word Hint*

1st Number of your Passcode *

1 -

5th Number of your Passcode *
3 v

Forgotten your Passcode?

544 059 from outside the UK).
Opening hours are Monday to
Friday, 8:00 am to 8:00 pm, and
Saturdays 9:00 am to 4:30 pm.



PROGRAMME ADMINISTRATORS: REGISTRATION AND SIGN IN USER GUIDE

¢ BANK OF
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Sign in for the first time

6 BANK OF SCOTLAND.

Signing In for the First Time

As this is the first time you've signed into your Corporate Cardprogrammes anline we'd

—— 9. As you are signing into CCIS for

just like to ask some additional security questions,

the first time, there is a final ‘once-

First Time Logon &
< , . .
Authenticate programme details " Information required Oﬂly Stage which you need to Input
o the various pieces of information
which you used before you are able
Date of Birth* to access the application. These are:
For example 30/01/1974
e Company ID
Credit Limit*
Tt s current credit limit. It can be found on your statement or Contact Us
i e Date of birth
U . . .
DL SOt AND COMMERCIAL BANKING e (Company) Credit Limit
— e Password

programmes

Yo fregpries & 10. Click Next to see a summary of
> View Programmes Due Cards Total N
. Billing Type Balance Limit Available Due Date > .
Update Details T R your programme details
> Change Memorable Corporate €1,540.00 €50,000.00 €48,460.00 06/09/2022 €680.00 1 1 View > )
word
> Change Passcode
Token Servicing
= ; ) I’ ]
et (NI Pagesize: 20 v 1temsin 1 page And that’s it. You're now ready to

Audit

i use CCIS.

> Audit Report

Need Help?

> Your Messages (4)

> FAQ

> Report Lost or Stolen
Card

> Contact Us

Sign Out

> Sign Out
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Signing in to CCIS

You'll need:
® your Internet ID
e your date of birth
letters from your memorable word

® your passcode

Date of birth DD/MM/YYYY

Memorable word

Passcode



PROGRAMME ADMINISTRATORS: REGISTRATION AND SIGN IN USER GUIDE

Home  Contact us

% BANK OF SCOTLAND

o7, BANK OF
e~ SCOTLAND

> %, BANK OF
o™ SCOTLAND

Getting Started

Welcome to Bank of Scotland Commercial Card
Internet Servicing

Whether you want to make or receive card payments or find an effective way to
reduce costs and cut down on time-intensive paperwork, we are able to help you. Our
Corporate Cards can give you greater control over business expenses, save time and
money on administration and increase convenience for your cardholders. Our card
programmes give you crucial information on what has been spent, where and by
whom. This, in turn, gives you the data you need to control costs, manage risk and
negotiate effectively with suppliers.

Sign in to your programme

Please sign in to manage your Pragramme online. If you haven't already done so, Register for Internet Servicing to
view your programme and cardhelders under that pregramme, amend cardholder authorisation parameters and

onboard new cardholders online.

Need help?

COMMERCIAL BANKING

Your Account

Manage your Corporate Card
online.

Sign In Register

Register now to manage your
Corporate Card online.

> View your balance
> View statements

> View outstanding authorisations

Your Programme

Manage your programme online.
Sign In Reyisien

Register now to manage your
programme online.

> Manage your card programme

COMMERCIAL BANKING

Will | be able to make a payment if |
don't have a mobile phone?

Internat ID /
Y

The user ID yeou setup upen registration

Fargetten your Internet ID?

Date of Birth

What happens if I don't have signal or
network coverage?

What ways can | verify myself? \'%

N

For example: 14/02/1984

Day Month  Year

Caneel m

Signing in to your programme
once you've registered

1. Go to:

Www.commercialcards.co.uk/
lloydsbank/

2. In the "Your programme’ section,

click Sign in.

3. Follow the on-screen instructions
to register your card by entering

your:

e |nternet ID

Remember that input is case sensitive.

e Date of birth

This is your date of birth as recorded on
the business application form in the
Programme Administrator section. Input
is in DD/MM/YYYY format

12
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56 BANK OF SCOTLAND
o~

Signing in to your programme
Sign in to your programme , .
once you've registered

view your progran

d cardholders under that programme, amend cardholder authorisation parameters and

onboard new cardholders online

Will I be able to make a payment if |

‘ o don't have a mobile phone? %
nternet
The user ID you setup upon registraon < e o— e Memorable word
networl CDV?[QQE?
TESTDATA144
What ways can | verify myself? v Remember Iﬂput IS case SeﬂSItlve
Forgotten your Internet [D?
Date of Birth
e ., — e 2 random characters from your passcod
Day  Month Year N\ o
B These are the specified characters from

your passcode.

5. Then click Sign in.

—— 6. Select a mobile number to

receive a text message on.

¢ BANK OF SCOTLAND.

Verify yourself with a passcode

- . . 7. Enter the passcode you received
fou'll get a text message from us with a passcode to verify yourself. Need help?
Which mobile number would you like us to send the text message to? i 'From ‘the text messag e. Th e n Cl iCk
D R Y b 373 / don't have a mobile phone? b
D e \ What hippens if | don't have signal or v S I g n I n °
network coverage?
Cancel Use a different way to verify yourself m What ways can | verify myself? W A n d th at’s I-t. YO u 7 re n OW re a d y to
use CCIS.
e e O COMMERCIAL BANKING

programmes

Your Programmes SEM (O - 0084987

> View Programmes

D d Total
Billing Type Balance Limit Available Due Date e Car, o o
Update Details Amount registered cards 13
> Change Memorable Corporate €1,540.00 €50,000.00 €48,460.00 06/09/2022 €680.00 1 1 View >

word

» Change Passcode
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3% BANK OF SCOTLAND
" -

Your Programmes
> View Programmes

Update Details
> Change Memorable
word

> Change Passcode

Token Servicing
> Manage Security Token
Audit

> Audit History
> Audit Report

¢ BANK OF

SN’ SCOTLAND

Your Programmes
> View Programmes

Update Details

» Change Memorable
» Change Passcode

Token Servicing

» Manage Security Toker

Audit

» Audit History

> Audit Report

Need Help?

> Your Messages (4)

» FAQ

» Report Lost or Stolen
Card

» Contact Us

Sign Out

» Sign Out
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COMMERCIAL BANKING

Billing Type Balance Limit Available Due Date e Car}is o

Amount registered cards
Corporate €1,540.00 €50,000.00 €48,460.00 06/09/2022 €680.00 1 1 View >
S < 1 > >> Pagesize: 20 v 1itemsin 1 page

COMMERCIAL BANKING

Register Another Programme

Register gl]Ur account * Information required

Company Name*

N

Company ID*

Date of Birth*

Phone Number*

Need to add more
programmes?

1. Select 'View Programmes’ on the
left of the screen and click Add

another programme.

2. Then enter the details for that
programme and click Next.You can
add up to 20 programmes in this

view.

3. This programme will now show in

your list of programmes.

14
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Please contact us if you would like this
information in an alternative format

such as Braille, large print or audio.

If you have a hearing or speech impairment you can
use Relay UK. More information on the Relay UK

Service can be found at: relayuk.bt.com/

Lloyds Bank plc. Registered Office: 25 Gresham Street, London EC2V 7HN.
Registered in England and Wales no. 2065. Telephone: 0207 626 1500.

Authorised by the Prudential Regulation Authority and regulated by the
Financial Conduct Authority and the Prudential Regulation Authority under
Registration Number 119278.

Calls may be monitored or recorded in case we need to check we have carried
out your instructions correctly and to help improve our quality of service.

We adhere to The Standards of Lending Practice which are monitored and

enforced by the LSB: www.lendingstandardsboard.org.uk and apply to
businesses which have an annual turnover of no more than £25m.

CCB57 11/22


http://relayuk.bt.com/
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