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(Continued on reverse.)

To log into the system you must access the login screen and enter the credentials given to you by 
Columbia Bank or by your organization’s system administrator. 

Visit ColumbiaBank.com and select “business” from the online banking 
login drop down.

You must use a certified Internet browser, such as IE. Some browsers 
or versions of browsers may not display information correctly and could 
interfere with your use of the site. Contact Customer Service for a list of 
certified browsers.

Enter your Organization ID. In some cases, your login screen may not 
include an Organization ID login field. The Organization ID is the identification 
that all of your organization’s users must enter when logging in.

Enter your User ID. Each User ID within your organization is unique. No 
two users will have the same User ID.

Click Login

Enter your Password. If this is the first time you are logging in or if your 
password has expired, you will be asked to change your password. See 
the following section Changing Your Password. For security purposes, 
your password should include letters and numbers, such as rock68roll. 
Do not share your Password with anyone else. Bank employees will never   
request password information by email or over the telephone.
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The following describes how to log into and out of the system, how to change your password and User ID, and how 
to set up your security question, which can be used if you forget your password.
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(Continued from reverse.)

When the Change Password screen appears, enter your Current Password.

Select one of the Security Questions from the drop-down list. This is the 
question that you will be asked if you request a new password from the 
site’s login screen.

Enter your new password and then reenter it in the Confirm Password 
field.

Enter your Security Answer and then reenter it in the Confirm Security 
Answer field.

Click Submit. If your password does not meet requirements such as the 
number of characters, you will be asked to enter a different password. If the 
password is accepted, use the new password the next time you log on.

Enter your Primary Email Address. This is the address where your new 
password will be emailed.

Click Submit
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You will be asked to change your password the first time you log in or when your password expires.
For security purposes, you are forced to change your password after a specific period of time has
passed. The system will prompt you when you must change your password. You can also change your
password whenever you want using the Change Password function on the site’s Setup screen.

The first time you log in, the system will first ask you to change your password and then will ask you
to select a Security Question. You will be prompted to answer this question if you click the Forgot
Password hyperlink on the Login screen. See Using the Forgot Password Option.

Changing Your Password

Setting up Your Security Question

(Continued on reverse.)
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(Continued from reverse.)

Click Setup on the left Service Menu. The Setup screen appears showing 
hyperlinks to all the setup permissions that you can access. Click Change 
My Security Question.

Click Forgot Password on the login screen.

The Change My Security Question screen appears showing all security 
question fields.

You can change the question, answers, or email address.

Enter your Organization ID and User ID on the modified log in screen 
and click Submit. The Security Question screen appears.

Click Save My Security Question to save any changes. Click Cancel to 
exit the screen without saving any changes.

When prompted, enter your Security Answer and click Submit. A new 
temporary password is emailed to the address you entered when setting 
up your Security Question.

Use the new password to log in to the site. This temporary password will 
expire, so you should be ready to access the email that is sent to your 
address and use the new password to log in to the site. You will be asked 
to change your password during this login process.
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If you want to change your security question at a later time, you can do so using the site’s Change My
Security Question screen.

If you forget your password, you can request a new password to be emailed to the address you
entered when setting up your Security Question. This temporary password will expire, so you should
be ready to access the email that is sent to your address and use the new password to log in to the
site. You will be asked to change your password during this login process.

Changing Your Security Question

Using the Forgot Password Option

(Continued on reverse.)
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(Continued from reverse.)

To properly log out of the system click the site’s Logoff 
(exit) link. This securely logs you off the system.

Do not log out by navigating to another web site.

Do not log off by closing the browser.

This includes clicking the X option in the top right corner 
of the browser.

Do

Don’t

You should always properly log off the site. You should do this for security purposes as well as to
prevent being temporarily locked out of the system. For security considerations, you should never
leave your computer without logging out.

Logging Off the System

Always use an authorized Internet browser. Contact your financial institution 
to determine which browsers are supported. Unsupported versions or 
unauthorized browsers may not display information correctly and could 
interfere with your use of the site.

Always log off the site using the Logoff link on the screen. If you do not 
click this link, you will not be able to log back on for 15 minutes unless a 
system administrator clears your User Session.

Do not use the browser’s Back, Forward and Stop buttons. Unless 
otherwise instructed, always navigate the site using the hyperlinks and 
menus on the screen.

Do not create a second instance of the Business Online Banking Web site 
in a second window. For example, do not use the New Window, Open in 
New Window, or Ctrl + N options to open a second instance of the site.

On occasion, you may find that you are not able to login to Business Online Banking or certain 
functions do not work or look as expected. In most cases, the problem can be traced to your Internet 
browser or its settings. Following these tips will solve most problems.

Tips for using Business Online Banking

(Continued on reverse.)
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(Continued from reverse.)

Do not use pop-up blockers when using this Business Online Banking. 
Certain Business Online Banking features require pop-up screens.

Do not use personal or corporate firewall settings that prevent the use of 
JavaScripts or cookies.

Do not log on to the web site from within Microsoft Outlook.


