B CIiTIZENS

BUSINESS BANK

A Financial Services Company

Your New Business Online Banking

Business Bill Pay Administration
Quick Reference Guide

Important Dates

June 17, 2026 | 11:00 PM (Pacific)

Your existing Bill Payment service will be unavailable. Payments scheduled for June 17, 2026, will be the
final batch of payments processed on your existing Bill Payment service.

June 17, 2026, through June 21, 2026
Automated conversion of your Bill Payment information

June 22,2026 | 7:00 AM

Your new Bill Payment service will become available for use. Previously created payments, including
recurring payments with a June 18, 2026, or later date will be processed by your new Bill Payment
service.

Business Bill Payment - Company Administrators

Critical: Company Administrators must enable sub-users before they can access and use Bill Payment

services.

1. Select Bill Pay to review and accept the required disclosure

« Accepting the disclosure is required before access is granted, which ensures compliance and
activates full Bill Pay functionality and Admin tools.

2. Choose Bill Pay Admin to access Administrative features.

Customer Support

If you have any questions, please contact your Relationship Manager, your Business Financial Center, or
our Conversion Support Line at 800.796.4777, Option 3.
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COMMERCIAL/USER ROLES

1. Open Commercial heading and select User Roles.

CITIZENS

BUSINESS BANK

FDIC roiC-insured - Backed by the full faith and credit of the U.S. Government

ﬂ Home

(=)

Home

Messages
Statements
Priority Accounts
Transactions
Commercial

Wire Activity

User Roles

User Management
Manage User Details
ACH & Wires
Recipients

ACH Pass-Thru

Tax Payment
Centers

Reports

Services Favorite Reports

. Review current list for accuracy.

CITIZENS

BUSINESS BANK

FDIC roiCinsured - Backed by the full faith and credit of the U.S. Government

Home

User Roles @

There are no priority accounts to display.

all accounts

Messages

Q Search
Statements
Transactions User Roles
Commercial
Wire Activity Name

User Roles Citizens Business Bank Role
User Management

Manage User Details

ACH & Wires

Recipients

ACH Pass-Thru

Tax Payment

Centers

Reports

Services

Resource Center

Help

Description

None
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To get started, star your most used accounts and they will display here along with the current balance.

HBC-BP0626

Good Afternoon, David Milliken
at 12-38 PM

Transfer Money Now

Transaction
Approvals

7

All caught up! No transaction
approvals needed

Locked Logins ~

o

No locked logins

View all users

Good Afternoon, David Milliken

Create Role

Users
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3. Create a new role for each Bill Pay user based upon level of access (Level 2 or Level 3). Locate current user
role and click Copy. A new user role screen will appear.

CITIZENS

BUSINESS BANK Good Afternoon, David Milliken
FDIC FoiCinsured - Backed by the full faith and credit of the LS. Government

Home

User Roles @

Messages

Q Search

Statements

Transactions User ROIES

‘Commercial Create Role

Wire Activity Name Description Users

o

User Roles Citizens Business Bank Role None 1 Z 0 W

User Management Copy Citizens Business Bank Role

Manage User Details
ACH & Wires
Recipients

ACH Pass-Thru

Tax Payment
Centers

5
Services

Resource Center

4. Update role name to include user’s name and level of bill pay access. Click OK.
OPTIONAL: Use Description to notate user rights within Online Banking.

CITIZENS
BUSINESS BANK Good Afternoon, David Milliken
FDIC ric-insured - Backed by the full foith and credit of the U.S. Government

{7t Home X
Messages

Statements

New User Role

Transactions

Commerdial Role Name

Wire Activity Copy of Citizens Business Bank Role ‘

User Roles
Description (optiona

User Management ‘ ‘

Manage User Details
Recipients

ACH Pass-Thru

Tax Payment

Centers

Reports

Services

Resource Center
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5. Review user current rights and click Save.

CITIZENS

BUSINESS BANK

FDIC FoiC-insured - Backed by the full foith and credit of the U.S. Government

{7} Home
@Mess& es
E

Statements

User Roles > BIll Payment #

User Role Policy @

Transactions Features Accounts
Transactions

Good Afternoon, David Milliken

Commercial
Filter: m Enabled  Disabled

Wire Activity

ACH Batch ACH BATCH

User Roles

User Management $100.000.00 Rights  Allowed Actions

Manage User Details

ACH Collection
ACH & Wires i

Recipients $100,000.00

Approval Limits
ACH Pass-Thru

ACH Pass Thru Maximum Amount
Tax Payment

View All N ‘

Maximum Count

$10,000.00 i
Centers per-Transaction ‘ % ‘ 100,000.00
Reports
ACH Payment i
A ! Daily Per Account F 160,000.00 10,000
Services
$100,000.00
Resource Center Daily ‘ s ‘ 100,000.00 ‘ ‘ 10,000 ‘
ACH Receipt
- Monthly ‘ 3 ‘ 100,000.00 ‘ 10,000 ‘

6. User New Role will appear in the menu.

CITIZENS

BUSINESS BANK

FDIC rDiCinsured - Backed by the full faith and credit of the UL.S. Government

F Home
@Messa es
B

User Roles @

Good Afternoon, David Milliken

Q Search
Statements
Transactions User Roles
Commercial
Wire Activity Name Description Users
User Roles Has access to all features, accounts, and enabled trx types with full
Company Admin - Bill Pay L1 amount (per Bank policy) for draft, approve, cancel trx rights. The Admin 1 ﬁ LG e
(Admin) Role also has the maximum Role Approval Limits per Company Policy and w
User Management g ;
the ability to View all User Roles trx activity.
Manage User Details
Bill Payment Bill Payment None S 0 w

ACH & Wires

Recipients

ACH Pass-Thru

Tax Payment

Centers

Reports

Services

Resource Center

@ Equal Housing Lender | Member FDIC HBC-BP0626

Page 4



USER ROLES - DELETE

1. Select user previous role and click Delete.

CITIZENS

BUSINESS BANK
FDIC ric-insured - Backed by the full faith and credit of the U.S. Government

{7t Home
@ Messages

User Roles @

Q

= Statements
Transactions User Roles
Commerdial
Wire Activity Name
REEROES BIll Payment

User Management

Manage User Details

ACH & Wires

Recipients

ACH Pass-Thru

Tax Payment

Centers

Reports

Services

Resource Center

Description

Bill Payment

2. Click Delete User Role to confirm deleted user role.

O

Delete User Role
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Good Afternoon, David Milliken

Users

None

Create Role

£ 0 w

Delete Blll Payment
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3. Alert Policy Delete will appear to confirm role no longer appears in the menu.

®

Policy Deleted
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BILL PAY ADMINISTRATOR
1. Under Transactions, select Business Bill Pay Admin

CITIZENS

BUSINESS BANK

Good Afternoon, Robert Figueroa
Last [ at 2-12 PM

FDIC roiC-insured - Backed by the full faith and credit of the U.S. Government

ﬁ Home
Iﬂ Messages

Statements
Transactions
Funds Transfer
Activity Center
Check Reorder
Business Bill Pay
Business Bill Pay Administr...
Send Money with Zelle®
‘Commercial
Centers
Reports
Services

Resource Center

Transfer Money Now

Home = Transaction

Approvals

&

All caught up! No transaction
approvals needed

Priority Accounts ~

There are no priority accounts to display.

To get started, star your most used accounts and they will display here along with the current balance.

Locked Logins ~

o
a

No locked logins

<. Account 4
1 XXNG42 View all users

- Account 5

%,

Your
Business

Similar
Businesses ’

“

View all accounts

I Business Insights v

2. Assign user Bill Pay Role, next to user name and click unenrolled. From the dropdown menu, select User
Access Level (Level 2 or Level 3).

B CITIZENS

BUSINESS BANK
FDIC DiGinsured - Backed by the full faith and credit of the U.S. Government

Good Afternoon, Robert Figueroa

{3 Home
@ Messages

Statements

Transactions
Funds Transfer
Activity Center

Business Bill Pay

Bill Pay User Rights Administration Guidelines:

Assigned Bill Pay Admin user roles cannot be edited.

Each Bill Pay user must have their own User Role and should not be shared.

The primary account name will appear by default as the Bill Pay payment remitter. To change the payment remitter to an affiliate account name,
please call our Customer Service Line at 888.228.2265.

Each enrolled user must be assigned a primary funding account.

Accounts must be assigned to the Bill Pay Admin before assigning to other users

Accounts must be revoked from all other users before revoking from the Bill Pay Admin
Some accounts cannot be removed from the available accounts list.

Before deleting a user in Online Banking, Bill Pay users must be Disabled in the menu below.
Click Submit for changes to take effect

Some users' updates may not have taken effect. This can be caused by incorrect or missing contact information for those affected. Please verify the
personal information for affected users. (See items below highlighted in red.)

Admin/Role Bill Pay Role
Business Bill Pay Administr-.. :

Robert Figueroa Admin
Send Money with Zelle® Robert Figueroa Level 2
Commercial Open Banking Policy Level2 v/
Centers Copy of Robert Figueroa Level 3 v/

Reports

Services

Resource Center

Business Insights

RDC Only Unenrolled
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3.Funding accounts - click on Select All, Deselect All, or select each account individual using the red button(s).

CITIZENS

BUSINESS BANK Good Afternoon, rt Figueroa

FDIC roic-nsured - Backed by the full faith and credit of the U.S. Government

ﬂ Home Bill Pay User Rights Administration Guidelines

Assigned Bill Pay Admin user roles cannot be edited.
I@Messages Each Bill Pay user must have their own User Role and should not be shared.
Statementis

The primary account name will appear by default as the Bill Pay payment remitter. To change the payment remitter to an affiliate account name,
please call our Customer Service Line at 888.228.2265.

Each enrolled user must be assigned a primary funding account

Accounts must be assigned to the Bill Pay Admin before assigning to other users

Accounts must be revoked from all other users before revoking from the Bill Pay Admin.

Some accounts cannot be removed from the available accounts list.

Before deleting a user in Online Banking, Bill Pay users must be Disabled in the menu below.

Click Submit for changes to take effect.

Transactions

Funds Transfer

Activity Center 5 5 i
Some users' updates may not have taken effect. This can be caused by incorrect or missing contact information for those affected. Please verify the

) E personal information for affected users. (See items below highlighted in red.)
Business Bill Pay

Admin/Role Bill Pay Role Funding Accounts
Business Bill Pay Administr... .
Robert Figueroa Admin
Send Money with Zelle® Robert Figueroa Lewel 2 Deselect All
@ XC00XX1111
Commercial Open Banking Policy @ XO000X0056
@ 00003123
Centers Copy of Robert Figueroa Level3 v @ 300006456

Reports RDC Only Unenrolled

Services - Unenrolled
Level 3

Level 2

Resource Center

Business Insights

4. Before deleting a user in Online Banking, Bill Pay users must be disabled. Select user, click on the drop-down
menu and select Disabled and click Submit when complete. A popup will appear, click OK to save edits.

CITIZENS

BUSINESS BANK Good Evening, Robert Figueroa

FDIC FDic-insured - Backed by the full faith and credit of the U.5. Government

Bill Pay User Rights Administration Guidelines

Assigned Bill Pay Admin user roles cannot be edited

Each Bill Pay user must have their own User Role and should not be shared

The primary account name will appear by default as the Bill Pay payment remitter. To change the payment remitter to an affiliate account name,
please call our Customer Service Line at 888.228.2265.

Each enrolled user must be assigned a primary funding account

Accounts must be assigned to the Bill Pay Admin before assigning to other users.

Accounts must be revoked from all other users before revoking from the Bill Pay Admin
Some accounts cannot be removed from the available accounts list.

Before deleting a user in Online Banking, Bill Pay users must be Disabled in the menu below
Click Submit for changes to take effect

Statements

Transactions

Funds Transfer

Activity Center

AdMIN/RC puascript Confirm - hitps:/securebanking.cbbank.com x ing Accounts

Check Reorder
Robert Fi| Select All

o = This will save your edits in Online Banking and submit them to the
Business Bill Pay Company Bilpay service, eselect All

Business Bill Pay Adminisir___ Hal jordal

OK Cancel
Send Money with Zelle® Company Admin - Bill Pay L2 Level2 v/
Commers) John Snow - Bill Pay @

Centers

‘Wade Wilson -Bill Pay

= e

Services

Resource Center

Business Insights
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USER LEVELS

Level 1 User (Senior Administrator) - full access

Level 1 users can manage their own information and the information for all Level 3 Users.
a. Can add, change, cancel and approve payments, including automatic payments.

b. Manage billers, electronic bills, and payment accounts.

Level 2 User - full access

Level 2 Users can manage their own information and the information for all Level 3 Users.
(1) Can add, change, cancel and approve payments, including automatic payments.

(2) Manage billers, electronic bills, and payment accounts.

Level 3 User - restricted access

Level 3 Users can only manage their own information.

(1) Can add payments, which must be approved by a user of higher authority.

(2) Manage billers and electronic bills, but only when there are no pending payments that have
already been approved.

(3) Manage payment accounts.

CITIZENS

BUSINESS BANK Good Afternoon, Robert Figueroa
FDIC Foic-Insured - Backed by the full faith and credit of the U.S. Government

ﬂ Home Bill Pay User Rights Administration Guidelines:
Assigned Bill Pay Admin user roles cannot be edited
@Messages Each Bill Pay user must have their own User Role and should not be shared.
The primary account name will appear by default as the Bill Pay payment remitter. To change the payment remitter to an affiliate account name,
= Statements please call our Customer Service Line at 888.228.2265.
Each enrolled user must be assigned a primary funding account
Accounts must be assigned to the Bill Pay Admin before assigning to other users.
Accounts must be revoked from all other users before revoking from the Bill Pay Admin.
Some accounts cannot be removed from the available accounts list.

Before deleting a user in Online Banking, Bill Pay users must be Disabled in the menu below.
Click submit for changes to take effect.

B Transactions

Funds Transfer

Activity Center
Some users' updates may not have taken effect. This can be caused by incorrect or missing contact information for those affected. Please verify the

, . personal information for affected users. (See items below highlighted in red.)
Business Bill Pay

Admin/Role Bill Pay Role
Business Bill Pay Adminisir... >

Robert Figueroa Admin
Send Money with Zelle® Robert Figueroa Level 2
Commercial Open Banking Policy
Centers Copy of Robert Figueroa
Reports RDC Only Unenrolled v/

seves

Resource Center
Business Insights
Help

Settings

Log Off
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CLIn-l Payments ¥ Payees ~

Calendar

Options ¥ FAQ

ADD A COMPANY PAYEE

» Select Add a Bill, then select Company for who
you want to pay

* Enter the Biller Name as it appears on the bill

* Select from matches found and click Continue. If
the biller name does not match, select Enter All
The Information For Your Bill

e Enter required fields

e Select Add Bill

SET UP A PAYMENT REMINDER

e Select Payment Center

e Select Set Up Reminders under Bill Reminders
e Select Set up reminders for this bill

* Enter required fields

* Select email reminder type

* Select Save Changes

ADD A PERSONAL PAYEE

e Select Add a Bill, then select Person for who you
want to pay

e Enter Phone Number, and click Search

e Select from matches found and click Continue.

If the biller name does not match, select Enter
All The Information For Your Bill

e Enter required fields

Select Add Bill

SEE PAYMENT HISTORY

e Select Bill History

* Select the Current View

e Search for specific information under Additional
Options

e Change All to Show for desired search preference

* Select from For section

e Select transaction(s) from displayed list to view
detailed information

MAKE A PAYMENT

e Select Payment Center

* Find the biller under Pay Bills

* Select withdrawal account under Pay From
e Enter dollar amount and pay date

NOTE: Payments should be sent at least 4 days in
advance of payment due date

Select Make Payment

UPDATE A PAYEE

e Select Manage My Bills

e Select Biller Name

* Select Update Biller Information
* Change fields as needed

e Select Save Changes

DELETE A PAYEE

» Select Manage My Bills

* Select Biller Name

* Select Delete this biller

e If any payments are pending, you will be notified
that pending payments will be deleted when
payee is deleted

* Select OK
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