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Sign Up & Login
To access Property Pay, go to:

e PropertyPay.firstcitizens.com
OR

o FirstCitizens.com. Select Treasury Management Services and then Community Association

Banking. Click on Pay HOA Fees to access the Property Pay home page.

1. Click on Sign Up to register as a new user and create an account.

Fa
Property Pay

Pay your assessments and other property-related
fees quickly and conveniently.

[ Sign Up ] Login

Make o one-time payment for
assessments or amenities.

[ Pay Assessments ] [ Pay Amenities ]

Need help? See the following guides:

For further assistance, please call us at 866-800-4656 or

email us.
Please use your email address to login.

Thank you for choosing Property Pay 2023

Pay by Mail
Contact First Citizens Bank

Fees may apply for online poyments.

Powecred by First Citizons Bank

Property Pay 2
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2. A new window provides the Terms & Conditions; once reviewed, click Yes to continue.

= FirstCitizensBank

Sign Up - Please Enter the Following Information

Agree to Terms and Conditions

forever first’

3. Enter user information (first & last name, email address, phone number). Click Next.

Sign Up - Please Enter the Following Information

First Name Last Name *

Sample Homeowner

Email Address *

Sample@gmail.com

Phone Number

{ v  (602)123-4567 J

u Yes. I'd like to stay in touch with First
Citizens Bank and agree to recaive
penoadic email updates and offers. |
understand | can unsubseribe at any
time.

* Indicates required fisld
Cancel

Property Pay 3
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4. Complete the property registration
using either the Property Address or
Property IDs provided on a coupon or
statement.

5. Click on Find My Property to
continue.

6. Review the property information and
click Register Property to continue. A
successful message will display.

Note: The property address may be
manually entered if not found.

Sign Up - Register your property

ABC iltii

Enter Property IDs

Management ID * @

146
ABC Management Demo Account

Association 1D * ®

456
Sandy Beach HOA

Property / Account Number * @
4330

Address Line 1 *

Unit #

1012 15th 5t

(optianal)

Address Line 2

(optional)

City * State *

Phoenix AZ

Property Nickname *

1012 15th 5t

* Indicotes required field

Property Confirmation Successful

Select continue to complete your registraton.

Property Pay

Zip Code *

Y 85001

Cancel Register Property
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7. Create a Pasword and click on Create Account. A Registration Complete message will display and
the user is routed to the Property Pay home page to log in.

Note: Properties will automatically display when logged in.

Sign Up - Create My Account ABC iltii

First Name * Last Name *

Sample Homeowner
Email Address * Confirm Email Address *

Sample@gmail.com Sample@gmail.com
Password * Confirm Password *

SEsERsREEEREREE S [ SrEssEEsERERERES ]
Password Requirements Confirm Possword Reguirements
ﬂ Must be ot least 13 characters ﬂ Passwords must match
'ﬂ Does not contain your first naome
@ Doe: not contain your last name RegiStrGtion CDITIP|E’CE
'ﬂ Does not contain part of your ema
ﬂ Allowercase letter

Thank you for registering with Property Pay.

'ﬂ An uppercase letter
lﬁ A number For your security, pleaze log in to make a payment.
'ﬂ A listed special charocter: 1@ £ § -

Show Password m

Cancel

* Indicates required fisld

Property Pay 5 Member @
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Login to Property Pay

To access Property Pay, go to:

e PropertyPay. firstcitizens.com

OR

o FirstCitizens.com. Select Treasury
Management Services and then
Community Association Banking.
Select Pay HOA Fees.

Enter your email address and password.

Log Out

%
Property Pay

Pay your assessments and other property-related
fees quickly and conveniently.

=

Mcke @ one-time payment for
assessments or amenities.

Pay Assessments ] [ Pay Amenities ]

Need help? See the following guides:

For further assistance, please call us ot 866-800-4656 or
email us.

Please use your email address to login.

Thank you for choesing Property Pay 2023

To Log out, click on the More menu, and select Logout.

& FirstCitizensBank

1012 15th St
Sondy Beoch HOA ABC i
R
1012 15th St. Mok  Paymant

B e i Cam

Scheduled Paymants

Add o Schedule

Add Proparty

forever first

Secure Sign In

USERNAME
Verify autopopulated username is for the
application you are attempting to access

PASSWORD

[] Remember Username

Forgot password?
Unlock account?

Contact Us

Property Pay
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Home Page Overview

When multiple properties are listed, select the dropdown arrow to view Property Details.

Section

Description

Property Nickname

Click on the property nickname for options to edit or delete the
property.

Make a Payment

Select Make a Payment to make a single payment, create a payment
schedule and/or purchase an Amenity.

Scheduled Payments

Section will list any payment schedules attached to the property.
Select Add a Schedule or click on the Schedule Name hyperlink to
view schedule details.

Payment History

Section will list the last five payments. View All provides access to
additional history. Select the payment date to view additional details.

Add Property

Click to add a new property address and property IDs.

FirstCitizensBank

2010 Coast Rail Way

1012 15th St.

foreverfirst

Property Pay

Add Property

ﬁ FirstCitizensBank Praperties Wallet Contact More
1012 15th St. v
Sandy B h HOA
S ABCillii
Managed by 146 ABC Management Deme Account
Questions about your account? Contact your management company.
Scheduled Payments

You have no scheduled payments

Payment History

You have no payment history.

N

Add Property

Member @
FDIC
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Make a Payment

Users have multiple options for making a payment, including:
e One-time payment.
e Scheduled Payments — Fixed Amount or Account Balance.
e Purchase Amenities.
e Make a Payment from the login page:
o Used by non-registered users to make a payment.
o Registered users can make a payment without signing into Property Pay.

1012 15th St. A

ﬁ Sandy Beach HOA

Managed by 146 ABC Management Demo Account

ABC iltii
Property Pay
1012 15th St. Make a Payment

Pay your assessments and other property-related
fees quickly and conveniently.

Questions about your account? Contact your management company.

[ Sign Up ] Login

Scheduled Payments Add a Schedule

Make o one-time payment for You have na scheduled payments.
assessments or amenities.

[ Pay Assessments ] [ Pay Amenities ] Payment History

You have no payment history.

Property Pay 8 Member
FDIC 16
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One-Time Payment

From the Properties Page, locate the
property and click on Make a Payment.

1. Select the type of payment you want to
make — One Time Payment.

2. Select a Payment Method from the
dropdown list or click on Add to create a
new payment method.

3. Select a payment date from the
calendar. Only available payment dates
are selectable.

4. You have the option to enter or adjust
the amount if one is listed. The
Convenience Fees is listed and the
Amount to be Paid will automatically
update.

5. Click on Continue.

6. The Payment Summary screen will
appear. Review for accuracy. Check the
Terms and Conditions box. Click on
Submit Payment.

7. A confirmation screen will appear
indicating the payment has been
submitted along with a confirmation #
and an email is sent.

8. Click OK to return to the Properties
Page.

Notes:

o Back —takes you back one page.

e Print — print the payment confirmation.

e Cancel Payment — use to cancel the
payment just made.

Property Pay

Payment for

1012 15th St.

Sondy Beach HOA - ABC Manogement Demo Account

Select the Type of Payment You Want to Make

{One-Time Poymonté or Switch to Schedule Payments or Switch to Amenity Payment

Enter Payment Information
All fields below are required

Payment Method Add Payment Date

First Citizens Bank & Trust Con W 05/24/2023
Flease note: you are making a payment
through First Citizens Bank's proprietary ACH
payment system.

Payments are processed Monday through
Friday. excluding holidays. Payments
submitted on weekends or holidays may be
delayed.

Enter the Payment Amount
Amount Due: $350.00
Amount * 350.00

Convenience Fee $0.00

$350.00

Amount to be paid

o
* Indicates required field
Payment Summary
1012 15th 5t
Property Address Phoenix, AZ 85001
First Citizens Bank &
Payment Method Trust Company
(&789)
Payment Date 05/24/2023
Convenience Fee $0.00
Total Amount $35000
| agree ko pay the total amount including any fees as shown above.

Back Submit Payment

Poyments are processed Monday through Friday, excluding holidays. Payments
submitted on weekends or holidays maoy be delayed.

Payment Confirmation

Thank you

Your payment for $350.00 is scheduled to be processed on 05/24/2023.
You may print this confirmation for your records.

Confirmation #59508285

Poyments are processed Monday through Friday, excluding holidays. Payments
submitted on weekends or holidays may be delayed.

Concel Poyment

9 lember
ibic &
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Scheduled Payments

Scheduled Payments are automatically processed based on the frequency and start date selected.
¢ If a payment date falls on a non-business day, such as a weekend or a holiday, the payment will

be processed on a prior business day.

¢ No expiration date is required. Up to 18 future payment dates will list on the payment schedule.
o When an end date is specified, the number of future payments is limited to 18.

Create a Fixed Payment Schedule

Locate the property and select Make a
Payment. Then select Schedule Payments.

1.

2.

Select a payment method and a
frequency from the drop-down menu.
Select Fixed Amount schedule type
and enter a schedule name.

Select a start date and then select No
End Date OR enter number of
payments (maximum is 18).

You have the option to enter an amount
or adjust the default amount if one is
listed. The total amount paid will
automatically adjust. Click on Continue.
A Payment Schedule Summary will
display for review. Check the Agreement
box and click on Create Schedule to
continue.

A confirmation window will appear.
Select OK to return to the Property
home page.

The new schedule is now listed in the
Property Details page.

Property Pay

Select the Type of Payment You Want to Make

Switch to One-Time Payment or Schedule Payments or Switch to Amenity Payment

Enter Payment Information
All fields below are required
Payment Method * Add Schedule Frequency *

First Citizens Bank & Trust Con ™ Monthly A
Please note: you are making o payment

through First Citizens Bank's proprietary ACH

payment system.

Schedule Type * @ Start Date * @

Fixed Amount A% 052412023

Schedule Name * ® Select End Date

Test 2023.4) I No End Date v

Enter the Payment Amount
Amount Due: $350.00

Enter Payment Amount * 350.00
Convenience Fee 30.00
Amount to be paid $ 35000

* Indicates reguired figld Cancel

Continue

Payment Schedule Summary

1012 15th 5t.

Property Address Phoenix, AZ85001

Schedule Name Test 2023.4
Schedule Start Date 05/24/2023
Frequency Manthly
First Citizens Bank &

Payment Method Trust Company
(6789)

Schedule Payment Amount $ 350 'OO

| agree to pay the account balance or total amount due including convenience fees.

Payments are processed Monday through Friday, excluding holidays. Payments submitted on
weekends or holidays may be delayed.

Back

" iBic &
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Create an Account Balance Payment Schedule

When selecting Account Balance as the schedule type:
e Start date lists the available payment dates to select from.
e The payment amount will be the amount due on the account.
¢ An email reminder is sent 2 days prior to the payment date and a confirmation email is sent on the
payment date.

Locate the property and select Make a Select the Type of Payment You Want to Make
Payment_ SeIeCt SCheduIe Payments and Switch to One-Time Payment or Schedule Payments or Switch to Amenity Payment
enter payment information:

Enter Payment Information

1. Se|eCt a payment methOd and a Al fields below are required
Frequency from the drop_down menul. Poyment Methed * Add Schedule Frequency *

2. SeleCt a SChedUIe Type Of Account First Citizens Bank & Trust Con W Monthly hd
Balance and enter a SChedU|e name. Please note: you are making a payment

through First Citizens Bank's propristary ACH

3. Select a Start Date from the drop-down payment system.
menu. Schedule Type * @ Start Date * @

4. Select No End Date or enter the number Account Balance v 06/05/23 v
Of.payments' . Schedule Name * ® Select End Date

5. Click on Continue.

6. A Payment Schedule Summary will et 20234 Aect Bolonce Sehe Frierfumbereffoments
display for review; check the Agreement Number of Payments * End Date *
box and click on Create Schedule to []2 06/05/2023

continue. A confirmation window will
appear. Select OK to return to the

Account Balance Notice
Property home page.

Amount Due: $105.00

By selecting Account Balance, your payment is the amount due on your eccount. The amount due and
your payment amount may vary each month and may include convenience tees. The amount charged

The neW SCheduIe IS nOW IISted under may vary due to an increase in gssessments or otl"erchargeshor—. your mar‘agemer‘t company. Your
. payment will not excead the charges from your management company plus any applicable comveniznce
Property Details page. fees.

* Indicates required field Cancel Continue

Payment Schedule Summary

2010 Coast Rail Way
Fhoenix, AZBS001

Test 2023.4 Acct
Balonce Schd

Property Address

Schedule Name

Schedule Start Date 06/05/2023
End Date 05/03/2024
Frequency Monthly
Number of Payments 12
First Citizens Bank &

Payment Method Trust Company
(678

Convenience Fee (per transaction) Caleulated
Schedule Payment Amount Amount Due

| agree to pay the occount balance or total omount due including convenience fees,

Back Create Schedule

Payments are processed Monday through Friday, excluding holidays. Payments submitted on
weekends or holidays may be delayed.

Property Pay 11 Eebni,é @
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Amenity Payment

Amenity Payment provides the option to purchase an amentiy as a registered user in Property Pay. The

Amenity Payment link will not display if no amentiies for the HOA are listed for purchase.

1.

Login to Property Pay, open the property, and
select Make a Payment and then Amenity
Payment.

Select an amenity from the drop-down list and
click on Add. Use the Amenity Category field to
narrow the list of Amenities. Continue to select
additional amenities and click on add, if
applicable.

Shopping cart will update with the list of
amenities selected.

Select the Type of Payment You Want to Make

Switch to One-Time Payment or Switch to Schedule Payments or Amenity Payment

Enter Payment Information

All fields below are required

Payment Method Add Payment Date *

First Citizens Bank & Trust Con W

Please note: you are making a payment
through First Citizens Benk's proprietory ACH
payment system

Payments are processad Manday through
Friday, excluding holidays. Payments
submitted on weekends or holidays may be
delayed.

Select Amenity

a. Use the + and —icons to adjust the A”g o
number of items to purchase —
b. Click on delete to remove an item from S o e 525 o
the shopping cart y “
c. Add a note to send with the Payment, if Shopping Cart
applicable Gate Remote $25.00 (- [ +] Delete

Once completed, click on Continue.

Remote Gate Opener for Entrance to Neighborhood

Add Note
Summer Ploy Fee $35.00 (- [+] Delete
Add Note
Comvenience Fee $0.00
Amount to be paid $60.00
* Indicates required field Cancel

5. Payment Summary screen will display. Review for accuracy. Check the | agree checkbox and

Submit Payment to continue.

6. Payment confirmation is listed with a confirmation number.

Payment Summary

1012 15th St

Payment Confirmation

Property Address Phoenix, AZ 85001 Thank you
First Citizens Bank & ) . R .
Payment Method Tt Company Your payment for $60.00 is scheduled to be processed on 05/24/2023.

You may print this cenfirmation for your records.

(6789)
Payment Date 05/24/2023
©
Gate Remote $2500
Summer Play Fee $35.00
Convaniance Fez s000 Confirmation #59508293
Total Amount $60.00

| agree to pay the total amount including ony fees as shown above

Back Submit Payment

Payments are processed Monday through Friday, excluding holidoys. Payments
submitted on weekends or holidays moy be delayed.

Property Pay 12

o (0

Payments are processed Monday through Friday, excluding holidays. Payments
submitted on weskends or holidays may be delayad.

Cancel Payment
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Cancel a Payment

A Cancel Payment option is available if a customer wishes to cancel a payment the same day it was
submitted from either the Payment Confirmation Screen or the Properties home page.

Note: Once the payment status has changed to Processed, cancel is no longer an option.

1. From Payment Confirmation Screen — Click on Cancel Payment.

Payment Confirmation

Thank you

Your payment for $106.95 15 scheduled ko be processed on 05/24/2023.
‘You may print this confirmation for your records.

9

Confirmation #59508295

o

Poyments are processed Monday through Friday, excluding holidays. Payments
submitted on weekends or holidays may be delayed.

Caoncel Poyment

OR

From the Properties page — Locate the payment in Payment history and click on Cancel.

2010 Coast Rail Way ~

Bittercreek HOA ABC i'I"

Managed by 144 ABC Monagement Demo Account

2010 Coast Rail Way Make a Payment

Bittercreek Info

Scheduled Payments Add a Schedule

Click on Schedule Name link below to edit an existing schedule

Schedule Name MNext Payment Type Amount
Test 2023.4 Acct Balance Schd 0&/05/23 Account Balance Amaunt Due
Payment History View Al

Date Amount Category Status

05/23/23 5104695 Assessment

Property Pay 13 Eebni,é @
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2. Click on Yes to Cancel - A confirmation screen will appear, and an email is sent to the user.

Cancel Payment Payment Cancelled

Your payment for $106.95 was s ssfully cancelled.

Are you sure you want to cancel this payment for $106.957
A confirmation email has been sent to email address
Samualiample2 101 +4@gmail. com.

Confirmation #59508295

Yes

3. Payment is now listed as ACH-Void (from a Checking account) or Reversed (with a Card) under
Payment History.

2010 Coast Rail Way A

Bittercreek HOA A B C illil

Managed by 146 ABC Management Demo Account

2010 Coast Rail Way Make a Payment

Scheduled Payments Add a Schedule

Bittercreek Info

Click on Schedule Name link below to edit an existing schedule

Schedule Name Next Payment Type Amount
Test 2023.4 Acct Balance Schd 06/05/23 Account Balance Armount Due
Payment History View All
Date Amount Category Status

[ 05/23/23 510695 Assessment ACH Void ]

Property Pay 14 ?ﬁ’é @
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View, Edit, or Delete a Scheduled Payment

From Properties, click on the Schedule Name to access Schedule Details. Edit options include:
o Adjust Schedule Name or select a new payment method
o View Schedule Details to view/edit future payments
e Delete a Schedule

1012 15th St. 8
Sandy Beach HOA ABC illil

Managed by |46 ABC Management Demo Account

1012 15th St. Make a Payment

Questions about your occount? Contact your management company.

Scheduled Payments Add a Schedule
Click on Schedule Name link below to edit an existing schedule

Schedule Name Next Payment Type Amount
Test 2023.4 05/24/23 Fixed Amount $350.00
Payment History View Al
Date Amount Category Status
05/23/23 $350.00 Assessment Approved Cancel
05/23/23 56000 Amenity Approved Cancel

Add Property
Edit Payment Schedule Delete Schedule

Schedule Name
Test 20234
Payment Method *

First Citizens Bank & Trust Company (6789) A
Please note: you are making a payment through First Citizens Bank's proprietary ACH payment system.
Payment Day of Manth 24 Edit

Enter Payment Amount

Amount 350

(Enter amount to be paid in box)

Corvenience fee $0.00
Armourt to be paid $35000

| agree to pay the total amount including any fees as shown above.

.

* Indicates reguired field

View Schedule Details

Property Pay 15 ?ﬁ’é @
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Fixed Payment Schedule — Change Payment Amount

This feature is used to change one specific payment date or to change the payment amount for a fixed
payment schedule. When changing a payment for the current month, edit the payment date at least two
or more business days prior to the scheduled payment.

1. Locate and select the Schedule Name to edit.
2. Click on View Schedule Details hyperlink.
3. Locate the payment date and select to view.

Test 2023.4 (monthly)
Scheduled Payments
Payment Date (7) Amount
05/24/23 $350.00
06/23/23 $350.00
07/24/23 $350.00

4. Adjust the payment Date and/or Amount.
5. Check boxes —

Status

Scheduled Cancel

Scheduled Cancel

Scheduled Cancel

e Check this box to change the payment amount for all future payments in this schedule,

beginning with this payment
OR

e Leave this box unchecked to change the payment amount for this one payment only
e Check box indicating | agree to pay the total amount including any fees as shown above

6. Click on Continue. User is returned to the Schedule payments details screen. The selected
payment(s) is updated with the new payment date and/or amount.

Edit Payment - 06/23/2023

Test 2023.4 (monthly)

Enter Payment Amount

Amount * 100.00
Comenience fee $0.00

Amount to be paid $100.00

Payment Method Payment Dats
06/23/2023

PFlease note: you are making a payment Payments are processed Manday
through First Citizens Bank's proprietary through Friday, excluding holidoys
ACH payment system. Poyments submittad on weekends or

holidays may be deloyed.

Scheduled Payments
Payment Date (7)
08/24/23
06/23/23

07/24/23

08/24/23

([ Please check this box if you want to update the payment amount for all future payments in

this schedule

| agree to pay the total amount including any fees as shown above

* Indicates required fisld Cancel Continue

Property Pay

16

Amount

$350.00

$100.00

$350.00

$350.00

Status

Scheduled Cancel

Scheduled Cancel

Scheduled Cancel

Scheduled Cancel
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Fixed Payment Schedule — Change Scheduled Payment Date

An option is available to change a Fixed Schedule payment date. Fixed scheduled payment date
changes are effective the following month. For example, changes made in May will become

effective in June.

The current month payment date will remain the same.

If a current month payment requires changing, use the Payment Details page to adjust the one

specific payment date.

1. Locate and select the Schedule Name.

2. Select the Edit hyperlink for Payment
Day of Month.

3. Select a new date from the drop-down
list and click on Save.

As a new date is selected, the list of

payment dates will update, displaying
the next 12 payments.

Property Pay

Scheduled Payments

Click on Schedule Name link below to edit an existing schedule

Schedule Name Next Payment Type Amount

Test 2023.4 h 05/24/23 Fixed Amount $350.00

Edit Payment Schedule Delete Schedule

Schedule Name *
Test 2023.4
Payment Method *

First Citizens Bank & Trust Company (6789) A
Please note: you are making a payment through First Citizens Bank's proprietary ACH payment system.
Payment Day of Month 24 Edit
Enter Payment Amount
Amount * 350
[Enter amount to be paid in box)

Convenience fee $0.00

Amount to be paid $ 35000

-

| agree to pay the total amount including any fees as shown above.

* Indicates required field

View Schedule Details

Edit Fixed Payment Day

Cancel
Test 2023.4 (monthly)

Calendar

Day Month Date Amount
Iza v | 1 05/24/23 $350.00
— 2 06/28/23 $100.00
26

27 3 07/28/23 $350.00
20 1 08/28/23 $350.00
;‘]3 5 09/28/23 $350.00

Scheduled payment date changes are effective the following month. For instance, changes made in May are
effective with your June payment.

To make o change to this month’s scheduled payment date, please edit the date in payment details two or
maore business days prior to the scheduled payment.

Payments scheduled on weekends or holidays will process on the prior business day.

" ki &
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Cancel/Restore a Future Dated Payment

An option is available to cancel a future dated payment or restore a skipped payment if necessary.
A confirmation message will display to confirm the request. Once selected the Restore link will is
listed next to the cancelled (skipped) payment. An email notification is sent to the homeowner.

Note: When cancelled in ManagerPay by the Bank or a PMC Portal user, the status is still listed
as ‘Cancelled by CSR'.

This option is available for both Fixed Payment and Account Balance schedules.

Locate and select the Schedule Name.

Click on View Schedule Details.

Locate the payment and click on Cancel.

A confirmation message appears. Click Yes to continue.

The payment is now listed as Cancelled. A link to Restore the payment is available, if
needed.

aobrwbd-~

1012 15th St

Sandy Beach HOA - ABC Manogement Demo Account

Test 2023.4 (monthly) Back

Scheduled Payments

Payment Date ® Amount Status

05/24/23 $350.00 Scheduled Cancel

06/28/23 $100.00 Scheduled Cancel

07/28/23 5$350.00 Cancelled By User Restore

08/28/23 $350.00 Scheduled Cancel

0%/28/23 $350.00 Scheduled Cancel
Scheduled poyments dated for o weekend or holiday will be processed the prior business day.

Back

Delete Schedule

Property Pay 18 Member
FDIC '@m
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Delete a Payment Schedule

When deleting a Payment Schedule, verify there are no payments for the current date. The next

payment listed in the Schedule must be a future date prior to deleting the schedule.

A few verification steps prior to deleting a schedule will help save time and create a positive

experience.

1. Locate and select the Schedule Name.

2. Verify this is the correct schedule to delete. Click on Delete Schedule.

OR

W

5. Click on Delete Schedule.

Click on View Schedule Details for more information.
Verify this is the correct schedule to delete.

Note: Same day scheduled payments cannot be deleted or restored during the payment
processing window of approximately 12:00 to 2:00 PM Central time. Once payment processing
begins, all delete, cancel, or restore attempts will receive an error message. When payment
processing is completed, the payment schedule can be deleted.

Edit Payment Schedule ﬁ Delete Schedule

Schedule Mame
Test 2023.4
Payment Method

First Citizens Bank & Trust Company (6789)

~

Please note: you are making a payment through First Citizens Bank's proprietary ACH payment system.

Payment Day of Manth 24

Edit

Enter Payment Amount

Amount 350
(Enter amount to be paid in box)
Corvenience fee $0.00
Amount to be paid $35000
| ogree to pay the total amount including any fees as shown above.
Sack m
* Indicates reguired field

q View Schedule Details

Property Pay

1012 15th St.

Sandy Beach HOA - ABC Manogement Demo Account

Test 2023.4 (monthly)

Scheduled Payments

Payment Date (7) Amount
05/24/23 $350.00
06/28/23 $100.00
07/28/23 $350.00
08/28/23 $350.00
09/28/23 $350.00

Status

Scheduled Cancel

Scheduled Cancel

Cancelled By User Restore

Scheduled Cancel

Scheduled Cancel

Scheduled payments dated for @ weekend or holiday will be processed the prior business day.
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Back
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Guest Pay Assessments — One Time Payment Option

Pay Assessments provides the option to make a one time payment as a non-registered user or

without logging in.

To access Property Pay, go to:

e PropertyPay firstcitizens.com

OR

e FirstCitizens.com. Select Treasury Management Services and then Community
Association Banking. Click on Pay HOA Fees to access the Property Pay home page.

To make a one-timePayment as guest user,

ok N~

appear.

Pay Assessments - Confirm Property

First Nome Last Name

Sample Homeowner

Email Address

Phone Number

W | (234) 567-8900

Property Details

Management ID*  (7)

146
ABC Management Dema Account

Association D (7)
123
Bittercrask HOA
Property / Account Number * (%)
1010
Address Line 1
1010 W Southern Pacific Way

Address Line 2

(optional)
City State
Phoenix AZ v

Pay by eCheck Pay by Card

Indicates required field Cancel

Property Pay

Payment for

1010 W Southern Pacific Way

Bittercreek HOA - ABC Monagement Demao Account

Click on Pay Assessments and then click Yes to the Terms and Conditions.
Enter Payee information and Property Details.
Select Pay by eCheck OR Pay by Card.

Complete payment information and click on Next..
Review summary page and click on Submit Payment. A payment confirmation will

Pay by eCheck

ABC ili

Bank Account Details

Routing Number * ()

122187335

FIRST CITIZENS BANK & TRUST COMPANY
Account t Number * (7)

123456789

Is this o savings account?

No v

Payment Details

Payment Amount

266.00

Payment Summary

Payment Amount $266.00
Convenience Fee 5195
Total Amount $267.95

al amount including

Mondoy through Friday,
xecluding ments submitted on
weekends or hol ay be delayed.

* Indicates required fisld

20

Confirm Account Number

23456789

Payment Date

05/24/2023
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Guest Pay Amenities — One Time Payment Option

Pay Amenities provides the option to purchase an amentiy as a non-registered user or without
logging into Property Pay. A message will display if no amenities are available for purchase.

To purchase an Amenity as a guest user,
1. Select Pay Amenities from the Property Pay home page and then Accept Terms and
Conditions when presented.

2. Enter payee information and property details. Click on Next to continue.

3. Select one or more amenities from the drop-down list and click on Add. Use the category

field to narrow the list. Enter the quantity for each amenity selected.

4. Select a payment method and complete payment information. Payment summary includes
list of amenities selected.
5. Review summary page and click on Submit Payment. A payment confirmation will be
listed. An option to print or cancel is provided.

Pay Amenities - Confirm Property

Amenities Available

First Name

Sample

Email Address

Phone Number
| (234) 567-

Property Details

Maonagement D+ (Z)

146

ABC Mancgement Demo Account

Association ID* (D)
123
Bittercreek HOA

Property / Account Number *  (7)
1010
Address Line 1
1010 W Southern Pacific Way
Address Line 2
{optional}
City State

Phoenix AZ

* Indicates required fisld Cancel

Property Pay

Last Name

Categor
Homeowner ae

All N
Amenity
Parking Spoce $20 4
Shopping Cart

Parking Space $20.00
Menthly parking space at Clubhouse

Add Note

Order Total *

* May include convenience fees

Unit #

{opticnal) Pay by eCheck Pay by Card

Back

Zip Code

~ 85001
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$20.00
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Properties

The property nickname is a hyperlink to property details and options to edit property details,
remove a property and look up instructions if a user hare recently moved.

ﬁ FirstCitizensBank Properties  Wallet  Contact  More
2010 Coast Rail Way ~
1010 W Southern Pacific Way v
1012 15th St. b

% Add Property

Add Property Add a Property

From the Properties home page:

Enter Property IDs

1. Scroll down and click on Add
Property.

2. Enter property information provided on
statement or coupon and select Find

Management ID ®

146

ABC Management Demo Account

My Property. Association ID * ®
3. Enter or verify, if prefilled, the property 123
add reSS . Bittercreek HOA
4. Click on Register Property. Broperty / Account Number * (D)
The user is returned to the Properties page 2020
and the new property is now listed.
Address Line 1 Unit #
2020 Coast Rail Way {optional)
Address Line 2
{opticnal)
City State * Zip Code
Phoenix AZ ~ 85001

Property Nickname

2020 Coast Rail Way

Cancel Register Property

P rty P 22 mber
roperty Pay Eeblbé @
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Related Accounts
Related properties can be grouped together as a Related Accounts Group.

When adding a new property, related accounts are automatically identified and listed with an
option to register and add to a group.

Note: This feature may not be available to all users.

Connect Related Accounts Related Accounts Group

This address is shared by multiple accounts, each of which require Group of multiple accounts for the same address, each of which

separate payments. To simplify and streamline payment setup, we require separate payments.

recommend you 'Register’ or 'Add’ the account(s) below to link these

accounts. Use ‘Register’ to register new account(s) and add them to the group.
i Use 'Add' to add existing registered account(s) to the group.

Note you will need to set up separate payments for each account from Use 'Remove’ to take accounts out of the group.

the Properties page.
_ ) Note you will need to set up separate payments for each account from
Group Nickname * D the Properties page.

Group Nickname *

8100 E Union Avenue

8100 E Union Av
Related Accounts nion Avenue

Account # Property Nick Name
Association ID Association Name
1238100 8100 E Union Avenue ReIOted ACCOUHtS
123 Master Association
Account # Property Nick Name
Availa ble Accounts Association ID Association Name
Account # Property Nick Name
Association ID Association Name 1238100 8100 E Union Remove @
123 Master Association
. Register 3218100 8100 E Union .
3218100 8100 E Union o - 3 Homeowners Association Remove @
3 Homeowners Association @
* Indicates required fisld Close

Cancel

* Indicates required field

Once registered/added to the group, the related accounts are grouped together and identified with
a folder icon in the Property list. [T}

FirstCitizensBank Properties Wallet  Contact More

1012 15th St. b

el 1 8100 E Union Avenue @

8100 E Union Avenue - Master Association e

8100 E Union Avenue -HOA ~

Add Property

P rty P 23 mber
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To remove a property from a group:

718100 E Union Avenue ~
1. Click on the group to access the related
accounts. 8100 E Union Avenue ~
2. Select the property to view Details and
click on the Managed Accounts MASTER CONDOMINIUM ASSOCIATION
Group hyperlink. Managed by 146 ABC Management Demo Account

Related Accounts Group: 8100 E Union Avenue h
8100 E Union Avenue Make a Payment

3. Locate the property and click on Remove.
4. A confirmation message will display. Click OK to remove the property from the Group.

Related Accounts Group Release Managed Account

Group of multiple accounts for the same address, each of which
require separate payments.

Use 'Register’ to register new account(s) and add them to the group. This will remove the currently registered property from the
Use 'Add' to add existing registered account(s) to the group. managed accounts group.

Use 'Remove’ to take accounts out of the group.

Note you will need to set up separate payments for each account from It will not rermove the property or any of the payment schedules

the Properties page. :
P pag or payment history associated with it

Group Nickname * &
8100 E Union Avenue If remawving this property leaves only one property in the group,
then the manoged accounts group will also be deleted.

Related Accounts
i cancel “
Account # Property Nick Nome

Association ID Association Name

1238100 8100 E Union @
123 Master Association

3218100 8100 E Union R 5
in Homeowners Association Lo @
* Indicates required field Close

The property is now listed separately within the Property List.

Note: If only one property is left in the group, the group is removed and both properties are
listed separately within the Property List.

P rty P 24 mber
roperty Pay EeleE @
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Edit Property

From the Properties home page:

1012 15th St. a

Sandy Beach HOA ABC i'I"

Managed by | 46 ABC Management Demo Account

1. Open the property and click the Property
Nickname hyperlink to access Property Details.

2. Adjust details as needed: Property Nickname, 1012 15th St. <
Management ID, HOA ID, Property Account #.
3. Click on Save. Cancel will take you back to the Guestons bout your acount? Contctyour mansgemnt campany.

Properties Home Page.

Property Details Have you moved?

Property Nickname

1012 15th 5t

Property Details

Address Line 1 * Unit #
(optional)
Address Line 2
[opticnal)

City State * Zip Code *

Management 1D ®

146

ABC Manogement Demo Account

Association ID * @
456
Sandy Beach HOA
Property / Account Number * @

4330

* Indicates reguired field

[ Delete Property

P rty P 25 mber
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Remove Property

From the Properties home page:

1. Open the Property and click on the Property Nickname hyperlink to access Property

Details.

2. Scroll down and click on Delete Property. A verification window will appear.

3. Click on YES to delete. You are returned to the Properties Home page and the property

address is no longer listed.

Property Details

Have you moved?

Property Nickname

1012 15th 5t

Property Details

Address Line 1 *

Address Line 2

(opticnal)

City

Management ID

146

ABC Manogement Demo Account

O]

Association 1D *

456

Sandy Beach HOA

Property / Account Number *

4330

@

* Indicates reguired field

ﬁ [ Delete Property

Property Pay

State *

Unit #

(opticnal)

Delete Property Confirmation

Deleting this property will olso remave any associated
payment schedules. Please confirm that you would like to

delete this property.

Test 2023.4

No Yes

26
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Property Details — Have you Moved?
From the Properties home page:

1. Click on the Property Name link to access Property Details.

2. Click on the link for Have you moved?

3. A verification window will appear with instructions to add a new property or delete the old
property.

Property Details ﬁ Have you moved?

Property Nickname

1012 15th 5t

Property Details

Address Line 1 * Unit #

[optional)

Address Line 2

[opticnal)

Have you moved?
City State *

If you have moved, please select Add Property to register

Management ID @
= your new properby.

146
If you wish to delete this property, you can click "Delete

o 10 Ao - r
ABC Management Dema Account Property” at the bottorn of this poge at any time.

Association ID * ®

456 —_—
Sandy Beach HOA No Add Property

Property / Account Number * @

4330

* Indicates reqguired field

Delete Property

P rty P 27 mber
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My Wallet

The Wallet is used to manage payment methods.

The first time the Wallet is opened, a menu option
is provided to add a payment method.
e Select Add Card or Add Bank Account.
o Complete the required fields.
e Designate a default payment method.
e Click on Add to save.

Add a Bank Account

1. Select Wallet from the Menu bar.
2. Click on Add Bank Account.
3. Enter required information:
e Routing number
e Select as default account (optional)
e Account Number
e Confirm Account Number
e Account Nickname

Note: When changing the default payment
method, the application will display an option to
update any existing payment schedules using
the old default payment method.

4. Click on Add Checking Account.

You are returned to the Payment Methods
screen and the new account is listed.

Property Pay

My Wallet

Easily and securely make payments by adding cards and
bank accounts to your wallet.

Add Card* Add Bank Account*

“Fees may opply

My Account - Add Bank Account

Bank Account Details

Make Default

Routing Number * ®
122187335
FIRST CITIZENS BANK & TRUST COMPANY

Account Number @ Confirm Account Number

123456789 123456789

Is this a savings account?
No v
Account Nickname *

First Citizens Bank

Cancel Add Bank Account

Make a Payment

* Indicates required field

Payment Methods

Cards addcad

Would you like to add a card?

Bank Accounts Add ank Account

Default Account

+* Eirst Citizens Bank (6789)

“ ki &
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Add a Card

1. Select Wallet from the Menu bar.

2. Click on Add Card.

3. Enter required information:
e Name as it appears on the card
#Expiration Date — Month and Year.

e Security Code.

e Select a billing address from the drop-
down menu OR enter a different billing

address.
4. Click on Add Card.

You are returned to the Payment Methods
screen and the new account is listed.

Property Pay

My Account - Add Card

Card Details

Name as it appears on your card *

Sample Homeowner

Card Mumber * Expiration Date *

4012000077777777 7 ~

Card Nickname *

Sample Homeowner

Card Billing

2025

v

Address

Address Line 1 *

Address Line 2
(optional)

City State *

Country *

* Indicates required field

29

Unit #

Make Default

Security Code * .@

123

(optional)

Zip Code *

Cancel

Add Card

Member @
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Delete a Payment Method

1. Click on My Wallet to access the
Payment Method Details page.

2. Select a Payment Method to view.

3. Click on Delete Payment Method.

Notes:

Deleting a Payment Method will also delete
any payment schedules attached to the
Payment Method.

A confirmation screen will appear indicating
the payment schedule will be deleted as
well.

The user will need to create a new
payment schedule with the new payment
method, if needed.

Property Pay

First Citizens Bank & Trust Company (6789)

Bank Account Details  Edit

Routing Number % Default Payment

122187335 - FIRST CITIZENS BANK &
TRUST COMPANY
Account Number

xxxx&789

Scheduled Payments

Click on Schedule Name link below to edit an existing schedule

Schedule Name Next Payment Type Amount
Edit Test 2023.4 05/24/23 Fixed Amount $350.00
Edit Test 2023 .4 Acct Balanee . 04/05/23 Account Balance Armount Due

Back

q [ Delete Payment Method ]

Delete Payment Method

There are existing payment schedules associated with this
bank account which will be deleted if you proceed. Are you
sure you want to delete this bank account and all of its

schedules?

Test 2023.4
Test 2023.4 Acct Balance Schd

Mo

* ki &
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Edit Payment Method Details

1. Click on My Wallet to access the Payment Sample MC (1773)
Methods details page. Card Details  egit
2. Select a payment method to view. Heme o Cerd o
3. A useris unable to update the payment Caritumber Expiration Date

method account number or expiration
date. If these changes are necessary,

ook xxxx xxnx 1773
Card Billing Address

1012 15th St
Phoenix, AZ 85001

10/2028

LsA

then a new payment method and payment
schedule is created.

4. Click on Edit. Fields available to update
include:
e Routing Number.

e Account Nickname.
e Make Default toggle switch.

Scheduled Payments

You have ne scheduled payments.

[ Delete Payment Method ]

Note: When changing the default payment method, the application will display an option to
update any existing payment schedules using the old default payment method.

5. Click on Save to return to the Payment Methods Details screen.

Card Detail
First Citizens Bank (6789) ard Detalls

Card Details glearcard

Name as it appears on your card

Make Default

Bank Account Details
Sample Homeowner
Routing Number *  (7) Make Default
Card Number *

Expiration Date *

Security Code * (7)

122187335 30008 000t 000 1773

10 ~ 2028 '
FIRST CITIZENS BANK & TRUST COMPANY Card Nickname *
Account Number xxxx6789 Sample MC
Is this a savings account? Card Billing
Address Same s | Choose Property ~
Mo e . .
Address Line 1 Unit #
Account Nickname 1012 15th 5t {optional)
First Citizens Bank Address Line 2
(optional)
Cancel m City * State * Zip Code
* Ingicates required fisld
Phoenix AZ s 85001
Country
USA - United States '
Cancel
Property Pay 31
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‘More’ Drop Down Menu

Properties Wallet Contact More
The More drop-down menu provides access to:
e Update My Account information
. My Account
e Terms & Conditions
e Privacy Policy Terms ond Conditions
* FAQs . . Privacy & Security
e About First Citizens Bank
° Logout Frequently Asked Questions
About First Citizens Bank
Logout
My Account
My Account

1. Select My Account to update the following:

e First and Last name of account owner. Sample Homeoune:  Edit
e Email address.
e Phone number.
e Login ID. Phonaember: (628)512-0857  Edt
e Password Reset.
2. Click on the Edit link to update.

Email: Samualsample2101 +4@gmail. com Edit

LoginID: (F)  Semuclsomple?101 +4@gmail.com

Reset Password

Edit Profile Name & Email Address My Account
1. From the My Account page, click on Edit to
update the following: i Lest Nome:
e First and Last Name. semele Fameounst
e Phone number.
) Ema” address Emait  samplehomeowner@gmail.com

2. Click on Save. When changing the email
address, a notification message will display.

3. Click OK to change the email address and then LoginiD: @ samplenomeowner@gmail com
click Save.

Phene Number: (123) 456-7890  Edit

Co nce' “

Notes:
e A change of email address notification is sent to both the old and the new email address.
o Aregistered user has the option to change to previously used guest payer email address.

P rty P 32 mber
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Change Password

1.

From the My Account page, click on Reset
Password.

Enter current password.

Enter new password and confirm new
password.

Click on Save.

Frequently Asked Questions

Select Frequently Asked Questions to view
information on:

One-Time Payments
Managing Properties
Managing Payments
Managing My Wallet
My Account

Other

Click on the drop-down menu to view.

Property Pay

33

Reset Password

Current Password,

New Password: Confirm New Password:
Password Requirements Confirm Password Requirements
@ Must be ot least 13 characters @ Fasswords must match

@ Does not contain your first name
@ Does not contain your last name
@ Does not contain part of your email
@ A lowercose letter

@ An uppercase letter

@ Anumber

@ Alisted special character: '@ #$-_/

Show Password

Frequently Asked Questions

Cancel

One-Time Payments

Managing Properties

Managing Payments

Managing My Wallet

My Account

Other

Member @
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